Adding new Products, Setting Prices and Stock Levels

1. Go to Dashboard

2. Under the Ecommerce section bottom right, click on ‘Products’:
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...then click on the “Add Product” button:
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...which will take you to the ‘Add Products’ page and then complete the fields as appropriate:

The product title, with capital letters at the beginning of main words, the product code, the short
and long description, the key benefits bullet point list, hero ingredients and the ingredients list.

Remember to set ‘Status’ to ‘Enabled’ to make a product ‘live’ on website, set *

and Requires Login’ to ‘No’. Leave Quantity in Stock as zero if you’re not using the
website to manage stock levels. On product page, if the status is set to ‘disabled’ it does not show
on the website, but remains in the database for you to edit. This is useful if a product becomes
temporarily unavailable. Enter the retail price excluding GST . If you enter a special price, this will
put the product on to the ‘specials carousel.
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Enter the shipping weight and fill weight in grams:
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Select ‘add’ at bottom of page to make product ‘live’. You will then be asked where you want to
create the product page. ALWAYS choose "Products" for this - it's the page directly under "home" on
the sitemap.
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Other Product Attributes

This product has no additions! attributes

After the product is saved, you need to add an image — see below.



Adding Product Images

To add an image to a product,

1. Go to Dashboard
Select ‘ Products’ under the ecommerce section as above

3. Then from the Product list page, select the product you want from the list by clicking on the
name

4. This will take you to the ‘View Product’ screen and click on ‘Images’:

View Product v ok X

Edit Propertie; Images Customer Choices Duplicate

Manuka Honey UMF 15+

Apicare UMF 15+ Manuka Honey. Manuka Honey is unigue to New Zealand. The nectar is collected by the bees from the flower of
the indigenous Manuka tree. Research at Waikato University has shown that UMF Manuka Honey has increased levels of anti-
bacterial activity when compared with other varieties of honey.

Price
RRP inc GST.
$37.90

5.

Click on "Images" then upload the product image as the "Thumbnail image". If there is more than
one image for the product, load these under "Additional images". Leave the other image fields blank.

Product Images

Manuka Honey UMF 15+
Standard Images

Thumbnail Image . UMF_15_plus_Ir.jpg

—_
Alternate Thumbnail # Choose Image

Fullimage # Choose Image

Additional Images /
Add Image

Back to Product

Upload the Thumbnail Image by clicking on the ‘choose image’ link in the corresponding boxes and
upload images through the File Manager:



Either click on an existing image in database in file manager and select ‘choose’ to add the image
OR upload a new image from your computer by clicking on ‘choose file’to select it from your
computer and then ‘upload file’ to add it to your database. Once added to the database you can click
on the thumbnail and select ‘choose’ from the pop-up menu as above.
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Once images are uploaded, click ‘save’ to make live.



Processing Orders

From the Dashboard, click on ‘Orders’:
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...which takes you to the ‘Order Search’ page:
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From there, click on the order number of the order you want to process, which takes you to the

‘Order Details’ page.

Orders which have cleared the payment gateway show as ‘authorized’.

Sign Out x




Orders placed on credit account or prepay show as ‘Pending’. There is the option under ‘Update

Order Status’ to change the status to ‘Shipped’ when the order has been dispatched._Orders placed Deleted: ‘Authorised’ when the order has been verified
via DPS will show as ‘Authorised’ when approved by Payment Express. Orders placed by retailers on and to

account can be manually changed to “Authorised”.

Select ‘Print Order’ for a printout.
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VAl | « Retum to Website =2 Dashboard | [QntsiigentGesren Sign Out x
Order Details v kX

Print Order

Billing Information Shipping Information
First Mame:  paul First Name:  paul
Last Name:  curtis Last Mame:  curtis
Ermail paul@designerwebsites.co.nz Addressl: 11 alma sireet
Address] 11 alma street Address2, newrmarket
Address2: newmarket City Auckland
City. Auckland StatedProvines: NSW
State/Province: TipfPastal

Hsw o 1234
Zip/Pastal ode

1234 Country: Al
Country: AU Phane: B49B267932
Phone: 6496267932
Grder # [Eiiliig
Produets D Name Price  Quantty Options b

Size
4 Baby Baim $1899 1
50y $18.99

Adjustments: Name e

Basic Shipping §7.51
Tatal $26.60
Fayment Account Payment
User Account: paul
Order Status
Curtently: Pending
Status Date Set Set By

Pending 20131218 14:43:34 paul

Update Order Status
Fending Set Status
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Managing Discounts
From the Dashboard, click on ‘Discounts’:
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To set up a new discount, select the discount type you want from the drop-down list and click on
‘Go”:

VIP discount for Catherine Morris Single Use
VIP discount for Wendy Coleman Single Use
VIP discount for MARGARET SELLMER Single Use
VIP discount for Aidan Kinsella Single Use
VIP discount for Olga Zubkova Single Use
VIP discount for Liza Wan Single Use
VIP discount for Julie Earmshaw Single Use
WVIP discount for Karen Smyth Single Use

Choose Discount Type

Free Shipping r
Free Shipping

Basic Discount
Produci-Specific Discount
Single Use

...then complete the fields as appropriate in the discount details window.

mn




Edit Discount vk X

Details

Type | Single Use
Status Enabled v

Handle | vipwowovas
Required - No spaces, all lowercase

Name | VIP discountfor Karen Smyth
Displayed in cart at checkout

Coupon Code | VIPWOWOVAS
Entered by shopper

Availability

StartDate [ 23-07-2014 1 v .25 v PM ¥V
EndDate [0 23-07-2014 1 ¥ 25 Y PM Y

Users/Groups
Name

None selected (Leave blank to offer discount to everyone)

Single Use Discount Fields

Amount |20 (e.. 12.95)

Change the Status to ‘Enabled’ to activate the discount.

Edit Discount v kX

Details

Type  Single Use
Status | Enabled

Handle  vipwowovas
Required - No spaces, all lowercase

Name | VIP discountfor Karen Smiyth
Displayed in cart af checkout

Coupon Code | VIPWOWOVAS
Enfered by shopper

Availability

StartDate [ 23-07-2014 1 v .26 v PM ¥
EndDate ([0 23072014 1 v 125 ¥ PWM ¥

Users/Groups
Name

None selected (Leave blank to offer discount to everyone)

Single Use Discount Fields

Amount |20 (e.g.12.95)




Click ‘add’ to make live.

Stant Date [ 1772014
End Date [ 172014

Users/Groups
Name

Nane selected (Leave blank to offer discount ta everyane)

Product Discount Details

Applies To | All Products
Amount 9,128

Type | Fixed Amount OF Any Matched Products

Cancel
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NOTE —A customer must be given the discount code in order to apply that discount code during
the checkout process.

Shipping Information

You use Zone Based Shipping.

Please Note: Once in the backend, please do not open the section ‘zone based shipping’ in the
dashboard, as this was manually programmed. If you require any changes to the zone based
shipping, just let Designer Websites know and we will make those changes for you.



Important Note
This user guide is not intended to be an exhaustive manual. It's designed to cover the functions that
you are likely to be using most often. If in doubt, please contact Designer Websites for assistance

and we’ll be happy to answer your queries.
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