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Introduction

Actinic Catalog, Actinic Business and Actinic Developer (which will be referred to
collectively as 'Actinic' in this guide) are software programs to help you create an online
store at your website, and then download orders from the store and process them. Actinic is
a desktop application, which means that all the work you do in Actinic happens on your PC.
It is only when you are ready to publish the details of your products to your website that
Actinic will connect to the Internet and send up the files that you need.

In the online store, customers can browse through the categories/sections that you put into
the online store using Actinic, or use the search to go straight to their desired product. They
then add what they want to an online 'shopping cart' (or 'shopping basket') and then
'checkout, supplying their name and address information and completing the order. Orders
are then downloaded back into Actinic and then processed using the set of built-in tools and
reports.

This guide provides exercises and examples for using Actinic and gaining familiarity with
its main features. Where the guide does not describe a feature in depth, a reference will be
given to a section in the main help file.

Conventions

In this guide the following conventions will be used:
e Keyboard commands will be shown in square brackets: [Enter], [Ctrl+X].

¢ Buttons/tabs/menu options in the program will be shown in single quotes:
'OK!, 'Cancel', 'Checkout'.

e Successive directions will be separated by a vertical bar: For instance, clicking
on the 'View' menu, then selecting 'Business Settings' and then selecting the 'Tax'
tab is shown as: 'View | Business Settings | Tax'.

Other Starter Guides

The 'Designing With Actinic' starter guide is available within the 'Actinic v7\ Starter Guides'
folder. It is called 'DesignGuide.pdf' and is an introduction to designing with Actinic.
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Installation

To install the software onto your PC:
1. Place the Actinic installation CD in your CD drive.
2. It should automatically run. If it does not, you will need to:
e  (Click the 'Start' button in Windows taskbar and go to 'Run’
e (lick 'Browse' and then go to 'D:' (where D: is your CD drive)
e Select 'setup.exe' and double click

This will start the first of the 'Installation Wizards' that will guide you through the set-up
process. It is possible to achieve a perfectly satisfactory installation by accepting all the
default settings suggested to you. Click 'Next' to take you from screen to screen, click 'Back'
to take you to the previous screen and click 'Cancel' to abort the installation process.

Note: Remember that this process will install Actinic on your computer. It will not install
anything on the web site.

Upgrading from Previous Versions — the Site Upgrader

If you are upgrading from a previous version of Actinic, and you choose to upgrade your
site during the installation, then you will see the 'Site Upgrader'. The Site Upgrader will look
at your existing templates and compare them to the templates in the latest version of Actinic.
It will then recommend changes to make to the template and ask you to confirm that you
want the changes made. Once you confirm the changes, the template will be upgraded to the
latest version.

For more information about how to use the 'Site Upgrader', double-click on the file called
'ActSiteUpgrader.chm' within your 'Actinic v7' folder.

Your 'Site1' Directory

All the files specific to your initial store, including the Actinic database - ActinicCatalog.mdb
- are contained within the 'Sitel' directory. You can locate your Sitel folder by going to
'C:\Program Files\ Actinic v7\Sites\Sitel'. The 'Sitel' directory is your working directory,
and is the ideal place to save any files you create and wish to use.
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Starting Actinic

To start Actinic, double-click on the 'Actinic v7' icon on your desktop, or go to 'Start |
Programs | Actinic v7 | Actinic'.

If you have an authorisation key, then enter it when prompted and click 'Accept'. Otherwise
click 'Bypass' to begin your 30-day evaluation.

Note: It is a good idea to keep a record of the authorisation key safe somewhere in case you
ever need to re-install Actinic.

When you start Actinic, you will see a screen similar to the one below.

[BlDeveloper - Online Catalogue

=1alx|
flle Edt Yiew Design Web Housekeeping Reports Developsr Advanced  Help
Eww -4 BB 4 26 DS RDERO| 2 s D02 [M|HE E reieiohy s - &) 4 » |
F= Content |@Urders |
Content Tree Page Details - Home @
[E] More Pages
£ ¢ Orline Catalogue Page Title: Homg
Ee-{i5) Basic Products Page Flename:  [index. himl
(=23 Products with a Range of Options
: Choice-Dependent Pricing Button [mage:  [hame1 of Browse. ..
Pair of Men's Walking Boots -
) et of Fragranced Candles ichiight Image:[home2 gi Browse. .,
Products with Gptional Extras Meta Kepnards: [
-3 Products Built from Add-Ons
Select Items from alist beta Deseriplion: |
[#-{#]) Magazine Subscription
@ Layout [Use Parent | Ede | gkt
[ Use as Website Home Page
Apphy Cancel
For Help, press F1 [ | I | I

Down the left hand side is the 'Content Tree'. This shows you all the sections, products and

other items within your store. Click the '+' symbols to expand the branches within the
content tree.

If you click on any icon in the content tree, its details will appear to the right. The icons in
the content tree are described below:

Icon Description
™ | Brochure Home The first page of your Actinic site. This can act as an
Page introductory page to your store. This is optional and can

be removed.

[£] | Brochure Page An additional page in your Actinic site. These are
optional and can be removed.
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Brochure An item of information within an Actinic page. These
Fragment can also appear within section pages.
Catalog Icon The 'root' of your store. Double-click on this icon to give

your store a different name.

Gl %

Section (normal)

The categories within your store. Each section becomes a
web page in the online store.

]

Section (single cart
button)

This sort of section has one 'cart button' for the entire
section. This is controlled by the section's 'Shopping
Mode'.

i | Product The basic items within your store. You can sell
individual items, or create more sophisticated products
using components, attributes and choices.

Product Duplicate | You can create duplicates of products in order to have
the same product in different sections in the store.

E | Attribute A way in which a product can vary. E.g. if a pair of
socks is available in red, blue and black then the name of
the attribute is 'colour'.

123 | Choice An individual option available for a product.

,f Component An additional item sold with a product. Components

can affect the price the customer pays online and, when
ordered, can affect the stock levels of products in your
store.

Previewing the Store

At the bottom of the main Actinic screen you can have a 'Preview Panel'. This shows you
what your online store will look like to your customers, and it updates when you make a
change to your store, or move to a different section in your store. Click the [ ¥ buttons on
the toolbar to experiment with screen configuration.

Note: The 'Refresh Delay' controls how long you can be in a new section before Actinic will
re-generate the preview in the preview panel.

At any point, you can view a preview of your store in a separate browser window. There are
two ways to do this:

B
B

Offline Preview - previews the entire site. You can also go to 'Web |
Offline Preview' or press [Ctrl + W] on your keyboard.

Offline Page Preview - previews the currently selected page. You can
also go to 'Web | Offline Page Preview', right-click on a
section/product and go to 'Offline Page Preview' or press [Ctr]l + A] on
your keyboard.

The Main Help File

Actinic's Main Help contains pages of in-depth information on all areas of the application,
together with appropriate links to additional information in other chapters. To access the
Help Topics, click the 22 button on the Menu bar, go to 'Help | Help Topics' or press [F1] to
see the following screen:
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=lolx|

5 I

Hide  Back  Print  Options

Contents | Index | Search| B i =
= () Getting Started =] The Mal“ Help Flle
The Main Help File

hallation Down the left-hand side are the help file contents, Browse down
this list to find the information you need,

Alternatively, click the 'Index' tab to ses the contents listed
g Actin alphabetically, or go to the 'Search’ tab to search for some
ite Directories keywords.

hat Is The Navigat
syboard Shortouts i Don't forget that you can click the '?' st the top of any of the
@ Pioducts Actinic windows and then click in a field (or press F1 whilst in
@ Froduct Optians the field) to bring up some help about that field.

@ Custom Propeties
@ Sections

@ Erochure Pages

@ Business Settings
@ Shipping and Handing 1 ﬁ(
@ Oniine Paymerts b oo

@ Discounts

@ Regular Customers

@ Imparling

@ Exporting Data

@ Linking To Extemal Data
@ Themes And Calours

@ Design Options _lLI
- vy
4 »

Context Sensitive Help

For a brief description of a button/box or field, click on the question mark button on the
menu bar and then click on the field for which you need information. You can also press 'F1'
whilst in a field.

Deleting the Example Content

The example content in the store is simply there to show you what sort of things Actinic is
able to create and manage. If you want to delete the example content then do the following:

1. Highlight a section or a page in the store that you do not want.

2. Press the [Delete] key on your keyboard. This will mark the item, and all the items
within it, with a red cross.
-t Hame

[E] Mare Pages
EI@ Online Catalogue

W Bunch of Flowers
=] Products with a Range of Options
[ hoice-Dependent Pricing
ﬁ} Pair of Men's Walking Boots
EI--- Size

123 7

ana o

3. Repeat this for all the sections and pages that you do not want.

Note: In order to delete the home page at the top of the content tree, you will need to go to
'Design | Options | Miscellaneous' and set the 'Home Page Link' to either 'None' or 'URL'.

4. When you are ready to permanently remove the example store, go to 'Housekeeping
| Purge | Purge Content'.

Housekeeping | Reports  Developer  Advanced  Help

A Purge Purge Orders E
Compact Databsses, . Purgs Emails
Warring Management.

Purge Cantent
Backip 4 Purge Customer Accounts E

Securicy... Meta Tags | Properties | Product|
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Store Building

The following exercises will take you through a range of ways to add new products into

your store.

Adding Products

This exercise will create a new section containing a new product.

1.

N o g ok W

8.

Right-click on green 'Online Catalogue' icon and select 'New Section'.

S Mame:

[#, 0ffline Pags Preview Chrl4+a

ﬁ Home
: [E] More Pages

Dest

Mew Brochure Page Chrl+i5

LEpY
Mew Fragrent Chrl+M
Mew Section Ctrl+5

Mew Sub-Section  Crl-Shift+35
Mews Product Chrl+P
Edit:

Find

You have just created a new section in the store.

ﬁ Home
E| More Pages

) Bunch of Flowers

Right-click on the 'Getting Started' section and select 'New Product'.
Within the 'General' tab, enter a 'Short Description' of 'Ink-Jet Printer'
Enter a 'Price' of £75.00

Enter a 'Full Description' of 'A reliable and compact desktop printer'.

Enter an 'Image Filename' of 'x-example.gif’

Genersl | Detals | Layout| Prices | Discounts | Stock | Extended information | Propattes | Digitsl Downioad | Links |

Referenge: Pice £75.00

Short Descriptian: [Ink-Jet Printer

Full Description:

[ relisble and compact desktop printer =]
Image: [sexample. gif Browse. .. [~ Hide on'weh Site
Thurnbrail | Browse. .. [ Can Be Ordered Orline

Click on the 'Stock' tab.

10
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9. Select the 'Stock Monitoring' box.
10. Enter an 'Estimated Stock in Hand' value of '16'.
11. Click 'Apply'.

-y Home

#-[E] More Pages

E@ Online Catalogue
=

=

[

Basic Products
e Calculator
e Bunch of Flowers

If you have the preview panel open at the bottom of the screen, you will be able to see your
new product in the window. Alternatively, right-click on the new product and select 'Offline
Page Preview' to see how this new product will be presented to your customers.

Ink-Jet Printer

A reliable and compact desktop printer.

Price: £75.00 (Excluding: ¥AT at 17.5%)

add to cart

Note: The stock monitoring feature decreases the stock levels of products as orders are

received for them in the desktop application. More details are in the 'Products | Monitoring
Stock' section in the main help.

Adding Choices to Products

This exercise will add some basic choices for your printer.

1. In Actinic, right-click on your product and select 'New Attribute'

2. Enter a name of 'Speed' and press [Enter].

ﬁ Hame

[-[E] More Pages

EI@ Online Catalogue
=[5 Getting Started
B Ink-det Printer

Basic Products
LB Calelabar

Right-click on your new attribute and select 'New Choice'.
Enter a choice name of 12 ppm' and press [Enter].

Right-click on your new choice and select 'New Choice'.

S

Enter a choice name of '18 ppm' and press [Enter].

@ Home
|§| More Pages
EI@ Online Catalogue
[E1-[3] Getting Started
Ee Irk-Jet Prinker
: =5 speed
123 12 ppm
123 PEREE
Basic Products
LB Calnlakoe

7. Now click on the 'Speed' attribute.
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Atibute Name:  [Speed
Select Using.  [Radio buttans =

HTML for Name: [fispnmi
Type Test ~
S —
Separater
£ New Paragraph £ Newline " Space = User Defined

8. Change the 'HTML for name' field to read 'What printer speed do you want?'
9. Change 'Select Using' to 'Drop down list'.
10. Click 'Apply'.

Again, right-click in the product and select 'Offline Page Preview' to see how this new
product will be presented to your customers.

Ink-Jet Printer

& reliable and compact desktop printer.

Price: £75.00 (Excluding: VAT at 17.5%)

what printer speed do you want?
12 ppm >

Note: You can set up Actinic to search on the values of choices - for example: "Find me all
the printers available with a speed of 18ppm". This is described in the main help file in
'Online Store Features | Searching on Product Properties'.

Changing Section Links
This exercise will change the some of the properties of the 'Getting Started' section.
1. Click on the 'Getting Started' section.

2. Inthe description field, type 'A great range of exclusive products'.

General | Layaut | Meta Tags | Propettes | Product|

Name:  [Getting Started

Image: [ Browse. ..
Desciption:
4 great range of exclusive products =]

I™ Hide on'web Site
I™ Exelude fiom Froogle Data Feed

3. Select the 'Layout' tab.

4. Within the 'Section Link Layout' field, select 'Name and description only - no image'
from the drop-down list.

DOverall Layout IUSE Parent =] Edi| Sselect...
[SSTRNER PPN . . nc cesciiption oy - o image] Edt | Select.. |
Page Name:

) iy - s
e T Standard - with image on left of text

Lacation and Anangemd Use Parent
Auericle Matalk Sattinne [

5. Finally, under 'Shopping Mode' de-select the 'Use Parent Settings' box and select the
box marked 'Quantity in Shopping Cart'. This will mean that when a customer orders
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6.
7.

the printer, they will immediately be shown the product in the online shopping cart,
where they can choose to edit the quantity ordered if they want.

Click 'Apply".

Preview the entire store to see your changes.

Getting Started
A great range of exclusive products

The 'Ouantity’ field and the 'Othar Info' and 'Date’ fizlds will anne the web
The 'Quantity’ field and the 'Other Info’ and 'Date’ fields will appear on the we

page for this section, as the 'Shopping Mode' (in this Section's 'Layout' tab) is
set to 'Quantity on Product Page'.

When you add products to the shopping cart in this section, 3 eill

you add products e shopping cart section, you w
immediately be shown the shopping cart, where you will be able to edit
quantities, This is because the 'Shopping Mode' {in this Section's 'Layout' tab)

Creating an Up-sell

This exercise will offer people the option of buying a black ink cartridge when they buy the
printer. It will use a feature called a 'component' to link alternative prices and different
products to the selection that the customer makes.

First we have to put the existing 'Speed' attribute within a component in order to allow us to
add new components.

1.

Right-click on the 'Speed' attribute and select 'Cut'. This will temporarily remove the
'Speed' attribute and choices from the store.

Right-click on the 'Ink-Jet Printer' product and select 'New Component'
Give the component a name of 'Selection'.

Right-click on 'Selection' and click 'Paste'. This will paste the 'Speed' attribute back in.
ﬁ Home

I [E] More Pages
=8 @ Online Catalogue
EI . Getting Started
Prlnter

123 12 ppm
H 123 18 ppm
E| . Baslc Prnducts

Next, we have to add the component for the ink cartridge.

5.
6
7.
8

9.

10.

11.

Right-click on the 'Ink-Jet Printer' product and select 'New Component'
Give the component a name of 'Cartridge Offer'.
Click on the 'Cartridge Offer' component and select the 'Is Optional' box.

In the 'HTML for Name' box type "Select this box to order an extra cartridge for
£8.50".

In the 'Associated Product' drop down, select 'Black Ink Cartridge'

Select the boxes marked 'Use Associated Product Prices' and 'Use Associated Product
Name'.

Now, select the box marked 'Component as Separate Order Line'. This will mean that
the cartridge will appear in its own row within the online shopping cart.
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- Campanent Details

Component Name:[Cartridgs Dffsr

HTML for Name: |5 elect this bax to order an estra cartridge for £6 50

QuaniityUset [T = EHIAREE

Elack Ink Cartridge [15] B
¥ Component s Separate Order Line:
¥ IsOptional [ Selected by Defauit IV Use Associated Froduct Frices

I Use Assoriated Praduet Tas
¥ Use fssociated Froduet Name

12. Click 'Apply'.

Preview your store in order to see the changes.

Ink-Jet Printer

& reliable and compact desktop printer.

Price: £75.00 (Excluding: VAT at 17.5%)

What printer speed do you want?
12 ppm >

™ Select this box to order an extra cartridge
for £8.50

Customers can now select their printer speed in exactly the same way as before, but the use
of components means that they can also select the optional up-sell of a printer cartridge.

Online, the extra component will act as if it is a separate product. It will have its own row in
the shopping cart, and will use the name and the price of the 'Black Ink Cartridge' product
that is already in the store. When a customer orders this new printer with the extra cartridge,
the stock levels of the 'Black Ink Cartridge' product will be decreased.

There is a guide to creating components in Appendix I at the end of this guide.

Creating Choice-Dependent Pricing

Let's say that the Ink Jet Printer with 18ppm costs an extra £10.00, and you only had a
limited amount in stock so you would need to keep track of them. In order to set up these
conditions within Actinic you would need to do the following.

1. Right-click on the 'Ink Jet Printer' product and select 'New Product'.
2. Switch to the 'General' tab and enter a short description of 'Faster Ink Jet Printer'.

3. Select the 'Hide on Web Site' checkbox. This means that the product cannot be
ordered separately to the main 'Ink Jet Printer' product.

4. Now go to the 'Stock' tab and set the stock level at '10'.
5. Click 'Apply'.

15 Home
IE‘ More Pages
EI@ Online Catalogue

=[5 Getting Started
! Ee Ink-Jet Printer
B selection

| E Speed
123 12 ppm
=123 15 ppm

8  Faster Ink-Jet Printet
Basic Products
LR maleolaker

6. Double-click on the 'Selection' component and go to the 'Permutations' tab.

7. Click the 'Fill List' button. This will fill the grid with the different speed choices, and
allow you to set properties for each choice.
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10.
11.

12.

Go to the 18 ppm' row and enter '10.00' in the 'Price' column. This will be the extra
amount that customers will pay online for a faster printer.

Speed Vaid | Prcing | Price | Produet Na
12 ppm Dveride £0.00|iMone)

Overiide £10.00]None]

... | Taxfr..

]

=]
i

3

&

0o

18 ppm

L |v V¥ |+

Within the 'Product' column, select 'Faster Ink Jet Printer' from the drop-down list.
This will mean that every time someone orders a faster printer, the stock levels of
'Faster Ink Jet Printer' will be decreased.

Click 'Apply".

Double-click on the '18 ppm' choice and change the 'HTML for Name' field to read
"18ppm (add £10.00)'. This changes what the customer sees online.

Click 'Apply".

Preview the store to see your changes.

> Ink-Jet Printer

A reliable and compact desktop printer,
Price: £75.00 (Excluding: ¥AT at 17.5%)

What printer speed do you want?
18 ppm (add £10.00) =
g

brder an estra cartridge

There is a guide to creating components in Appendix I at the end of this guide.

Creating Pop-Up Windows Containing Extra
Information

This will create a pop-up window for the new 'Ink Jet Printer' containing further details
about the printer.

1.
2.
3.

Click on the 'Ink Jet Printer' and go to the 'Extended Information' tab.
Check the box where it says 'Generate Popup Page'

In the 'Text' field type the following:

"4800 x 1200 dpi resolution

Effortless setup and installation

Excellent quality photo-printing"

Within the 'Image:' field, enter 'x-example.gif'.

Under 'Display By' check the 'Clicking Product Image' and 'Text Link' boxes and in
the 'Link Text:' box enter 'More Info...'

Under 'Popup page' click in the 'Layout' field and select 'Name and info text
displayed below image'. This is the template that will be used to lay out the elements
within the pop-up window.

Finally, within the 'Width' field enter '250' and within the 'Height field enter '300'.
This is the size that the pop-up window will appear at.
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¥ Generate Popup Pags

- Extended Infomation Display By
Test.  [4800 % 1200 dpiresolution | ( I¥ Clicking Product Image
Effortless setup and installation | ‘ [~ Extended Info Button
Exceilent qualiiy photo-prining =il . a
| (=] et ik
Image: [+example.of % ‘ Link Text: [More info..
r~Popup Pag
z;g:e fivte_12 il i [250 Heighe: 30
Layout:  [Name and info text displayed belaw inage =" Select...

8. Preview your store again to see the result.

Ink-Jet Printer

4800 = 1200 dpi resolution
Effartless setup and installation
Excellent quality photo-printing

Close windaw

Quantity-Based Pricing

Actinic Business/Developer Only

If you are using Actinic Business then you can charge different amounts for a product
depending on how many the customer is ordering. For more details, go to 'Help | Help
Topics' and go to 'Discounts | Quantity-Based Pricing'

4| Customer Growp [ Price Geneated | Enabled | ProductVishle | Min Customer messa
> | Retail £8.51 O

» | Retal £6.81 || 5

» | Retal g O 10

=l

Lt

Lt

Lt

et

L= K1} I Bl

Custom Properties

It is worth reading the 'Custom Properties' section in the main help. Custom Properties are
extra user-definable fields you can use for your products for including data that goes
beyond names, descriptions and prices. For instance, if you were selling books you can set
up custom properties for 'Author' and 'Publisher' and then display these values online.

You can also search on custom property values (e.g. "Find me all the books by Jane Austen")

+] Propety | Value [ Custom Property Mame [ Searchable | Use as CUSTOMYAR [ FileN
b |Brand [Canen lBRanD | | €
L
L
i
i
Lt
Lt
st 7 | |
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Further Ways To Build Products

Assembling a Product from Components

Take a look at the 'Desktop PC' in the 'Products Built from Add-ons' section. This is a
product you assemble purely from components. You can select which monitor, memory and
hard disk you want with the PC (with each choice carrying a different price) and you can
also choose to have an optional extra CD drive.

Creating Product 'Pick Lists'

Double-click on the 'Select Items for a List' section. If you go to the 'Layout' tab you will see
that the Shopping Mode is set to 'Quantity on Product Page' and 'Single Add to Cart Button
per Page'. This means that within this section customers can select how many they want of
each product and then add them to the cart all in one go with the single add to cart button at
the bottom of the page.

Ol Tl Aot
DiacK LK Laiciriage

Price: £8.50 (Excluding: VAT at 17.5%) Quantity: 0

Colour Ink Cartridge

Price: £16.16 (Excluding: YAT at 17.5%) Quantity: 0

Cartridge Twin Pack

Quantity:[0

Price: £21.27 (Excluding: ¥AT at 17.5%)

Add Selection To Cart
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Special Offers

Actinic's 'Discounts and Surcharges' features allow you to configure a wide range of special
offers and discounts for your store. What discounts you have available is dependent on the
version of Actinic you are using.

e Actinic Catalog - Discounts based on total order value only

e Actinic Business/Developer - Discounts based on total order value, and on the
specific products that customers select. Also discounts based on customer
groups (see later) and quantity-based pricing.

Giving Incentives To Spend More

Available in all versions of Actinic.

You can set up your store to apply a discount if the total order value exceeds a certain level
(or levels). To do this:

1.
2.
3.

Go to 'View | Discounts and Surcharges Settings'.
Go to the 'Order Level' tab and click 'New'. Enter a description of 'Spend over £50'.

In the 'Based On' field (within the 'General' tab), select 'Cart Value Excluding Tax' and
set the 'Type' to 'Percentage'.

In the 'Triggers' grid, click the '+' and enter '£50.00' in the 'Cart Value' field.

In the 'Percentage' column, enter '5.00'.

Order Level | Cart Content | Customer Fricing | Miscellaneous |
~ Discounts:

General
Deseription: | Restictions |

- Properties:

¥ Enabled  BasedOn: [Cart Value Excluding Tax = | 0% [percentage 7]

New Remove
— — ™ Requires Coupon Codes: Copy URL ka Clipboard

[Ordder Adustment Example

—Triggers

Surcharge

I¥ixly ¥+

N

oc | cancel | amly | mep |

This will now give your customers a 5% discount on their order if they spend over £50.00
(excluding any tax).

18
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Special Offers On Products

Available in Actinic Business/Developer.

You can also use the 'Discounts and Surcharges' area to create special offers on certain items.

Two For The Price Of One

This exercise will create a 'Two for One' offer for the example ink-jet printer product we
created earlier. If you have not created this product, then you can select another product
from the content tree.

To begin, any special offer products need to be placed within a 'Product Group'.
To do this:

1. Goto 'View | Product Groups'.

2. Click 'New' and enter a 'Group Name' of 'Ink-Jet Printer'.

3. In the right-hand list of products, locate the 'Ink-Jet Printer' and click the '<' button to
add it to the 'Members' list.

Product Groups 21
—Groups ———— ~Product Assignment
Group Name: Iembers Unassigned Praducts -
et S ——

Ink-Jet Printer Sesttop PC (1)

Movie (3)
Hew Remove 17 inch Monikar (12)

T-shirt (4)

Example Product Grou 19 inch Monitar (13)
17 inch TFT Flat Scresn (14)

Cartridge Twin Pack {17}
Faster Ink-Jet Printet (20)
Diary Inserts for Hext Year (2)

Black Ink Cartridge (15)
= | |colour Ink Cartridge (16}
=

-Search

Find ‘ Hesxt ‘

™ Orly Apply One Discount Online For This Group

"Other Optian: ‘

0K Caneel

4. Click 'OK'.
You can now apply a discount to this product.
5. Go to 'View | Discounts and Surcharges Settings' and go to the 'Cart Contents' tab.

6. Change the 'Show Discounts of Product Group' drop-down to 'Ink-Jet Printer' and
click 'New'.

7. Enter a discount name of "Two For The Price Of One' and then go over to the
'Properties' area.

8. In the 'Based On' field select 'Quantity' and in the 'Trigger' field enter '2'.
9. Now go down to the 'Rewards' area.
10. In 'Reward Type' select '% off cheapest'

11. In 'Reward Amount' enter '100.00'". This will take 100% off the price of the second
printer.

12. Click 'Apply'
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Discounts and Surcharges Settings 2=l

Order Level  Cart Cortents: | Customer Pricing | Miscellanecus |

Show Diseourts of Product Group: |4l | Product Groups. ..
Twa for One General | Festictions | Presentation |
~Fiopetties:

Hew Remove
H e 7 Enabled  Based O [Quantiy =] Troger |
3 for the price of 2 T
J ™ Fieguires Coupon Code: Copy URL to Clipboard
t

Product Group [inkcdet Prnter =

~Rewards:

Reward Type: | off cheapest - Reward Amount 100.00

& Poduct € Group | =

]
4

ok | caesl | amoy | Wb |

You can now enter a description to inform your customers about the discount.
13. Switch to the 'Presentation' tab.
14. In the 'Description for Product' field enter 'Get two for the price of one!'

15. Now click 'OK'.

Note: You can view the product group settings for a product, together with any relevant
discounting information, within the 'Discounts' tab of a product.

You will be able to test your new discount once you upload the store. See the chapter on
'Uploading To Your Web Site' for information on this.

More help with these sorts of discounts is in the 'Discounts | Discounts Based on Products
Ordered' section in the main help file. There are some further examples of discounts in
'Discounts | Examples of Special Offers'.
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Business Settings

Click the ® button on the toolbar or go to 'View | Business Settings' to enter the 'Business

Settings' area .The Business Settings area is used to control the commercial aspects of your
store. These include:

¢ Displaying the correct contact details and terms and conditions
e Taking and securing payment details

e Calculating the correct shipping and tax costs online

Your Company Details

Go to the 'Company/Contact tab in Business Settings.

Tax | Shipping and Handling | Tenme and Conditions |
Company/Contact | Options | Odeing | OwerProcessing | Papment and Securiy
~ Campany

[T, Conpany Lustomer Service Humber,

Fegistration Information

[My Steet Taw 1 Deseription: |My VAT Fegisiation Number

| TaiMwber |
[y Town Tax 2 Degoription: l—
I Taw2Wuwber |

Post Code Credit Card Company Ref: [My Merchant A/C Number
Countig: [ United Kingdom -

i~ Contact

Mame: [My Contact o |

Job Title: My Job Title

Phane Number. |My Phone Number e
Emai Address: | YouName@vourCompanyEmailcor  yweh Site Address: |#mw. YourCompanylRL com

ok | cacel | amly | Hep |

This is where you enter your company details that will be used on any paperwork, online
receipts and emails generated by Actinic. The are also used within your 'Terms and
Conditions' shown online. Go to the 'Terms and Conditions' tab to see these.
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Credit Card Secuity | Guaantze | ReachingUs | PrivacyPoicy | Remitance Tems | Retums Poicy |
AboutUs | Making a Purchase | Shipping +Handing | Delivery Schedule | Back Drders | Tax Charges

[COMPANYNAME] are completely dedicated to your total satistaction. If you have anv suggestions o comments =
pleass email us using the link on the store page

Our Cantact details:

[COMPANYNAME]

& SLINET] [ADDRESSLINEZ] [SDDRESSLINE 3] [ADDRESSLINE4] [POSTCODE] [COUNTRY]
ONE]

Email, [EMAIL]
[TAXIDESC] [TAXINA]
[TEX2DESC] [TAR2NR]

/|

If you do not enter any text for a terms and conditions line, the heading will not be shown
online.

Note: Wherever you see a word in capital letters in square brackets (e.g.
[COMPANYNAME]) that is a variable that will be substituted for data in the
'Company/Contact' tab.

Getting Your Shipping Charges Correct

The 'Shipping and Handling' tab within 'Business Settings' is used to set up how shipping
charges will be calculated on your order. The tab looks a bit daunting at first but there is a
clear process to follow.

Step 1 - Decide how shipping charges will be taxed

[ CustomTax |
il £0.00]

In the top left-hand corner of the screen, you can select a box to decide whether shipping
charges are made (this is selected by default) and how they are taxed. Select a rate of
taxation from the drop-down list provided.

Note: The standard way taxes are charged in the UK is called 'Pro-Rata’'.

Step 2 - Decide your calculation basis for shipping

Calculation basis
€ Simple
£350
I=| Shiopper Ediiable
© Total guanity
" Total value
& Tatal weight

[Weight in kg

Actinic gives you four options for calculating shipping:

e Simple: Specify a flat rate for shipping for all your customers, no matter where
they are ordering from.

e Total quantity: Shipping will be calculating based on how many items the
customer has ordered.

e Total value: Shipping will be calculated based on the total cost of the order. This
will allow you to set up shipping as the percentage of the order value.

e Total weight: Shipping will be calculating based on the weight of the order. You
can enter a weight for each product within the 'General' tab of each product.
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Step 3 - Decide where you are shipping to

Zone properties e
- o |
Name  [New Zone —_—
o Canads rTFr— o cd |
& Canads i ElSalvader =
Denmark Equatorial uinea
i~ Eritea
& || - Estonia i
Members i+ Ethiopia
- Falkland Islands (M
- Faios |slands
> i
L Fii
Guiana
- French Polnesia T
4 »

The white rectangle you can see in this tab contains the geographical shipping zones that
you are shipping to. A shipping zone is a group of countries. You can see the countries that
make up the default shipping zones by right-clicking on an existing shipping zone and
selecting 'Properties'.

To add a new zone, right-click and select 'New Zone'. Select countries from the right-hand
column and move them into the zone by pressing the '<' button.

Step 4 - Set up your classes of shipping

& ByZone By Olsss
EL3
| Benond Dlass Post
- First Class Post
EJ- Horth Americs
~Example - Intemation
B
Exan Mews Zone. ..
Exany First Class Post
oraperti Secand Class Past
ropetiss. .
E Example - Inkernational Datapost
Delete selected tom Example Class - Overnight
T ExampleChss-ZDay
| o —r - (] Standard Charge

I - !m1

Once you have set up your shipping zones, you next need to set up your shipping classes. A
class is a method of shipping such as 'Overnight', 'By 9am' etc. To add a class to a zone, do a
right click on a zone and select 'Add Class | New Class'.

Step 5 - Create a table of shipping costs

When you click on a shipping class, the shipping costs grid becomes active.

+ | wieightin kg Cost B
> i £020 J
[ [T £0
> 015 5046
> 02 E05G
> 05 £063) «|

Click the '+' to add a new row to the grid. In the left-hand column enter a value related to
your products (a quantity/value/weight) and in the right-hand column enter a shipping
cost. Enter as many rows as you want in any order you want.

The above image will mean that if an order weights up to 1kg, customers will pay £1.40
shipping and if the order weighs between 1kg and 2kg, customers will pay £2.80 shipping.

Step 6 - Set up your excess rules

& Dot slow sscess

" Take the highest walue in the table

" Increment highest value in table by
£000  per

0.00

Once you have entered some values in the table of costs, you can set up what will happen if
a shipping cost exceeds the values in the table.

Step 7 - Handle exceptional situations
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| I Fresaver ‘
| £1,000.00

—1f shinping band not defined——
1F shinpi wd not defined

ing bar

Do nat allow shipping

& Use default charge

£10.00

The bottom left-hand corner of the window is used to handle exceptional circumstances,
such as very expensive orders or customers ordering from countries outside your defined
zones.

Tax

The 'Business Settings | Tax' tab is used to set up how tax is charged to your customers. By
default, it is set up correctly for selling from the UK. For more details about configuring this
tab, look under 'Business Settings | Setting Up Tax' in the main help.
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Taking Payments

The 'Payment and Security' tab is used to control how payments are taken and secured

online.
Business Settings I
Tax | Shipping and Handling | Terms and Conditions |
Comparp/Contsct | Options | Ordering | Order Processing Papment and Securiy
_+[[ Payment Methed web Sile Description Falba... [ Limitt T
» || Creciit card details captured for la.. | Credit Card
redit card details captured for la.. | Cradit Car O ] +
W || Credit card details sent separately |Credit Card Details Sert Separat ] O
e | WorldPay = || whorldPay ] 0
B — Sy —
SELFay
web-Merchant
NetdYou 4
FlanetPayment
e-clear [UK] FLE 1 |
Shypay —
—|PROTX
PayPal 2
= I~ Limited by Location
Carfigurs alid Locatians.
Message to Display if Mo Valid Payment Method Available
Soimy, but we are unable to accept your order. Please contact us i you require
further details
ssL: Payment Service Provider
T/ On: % Checkout Pages and Customer Login cnly [V Auto-delste PSP-pending Orders
€ Wihole Site [ Purge on Delete
Configure 5L Settings... Expiry Period: | 35 Days
oc | cacel | amly | mep |

There are two methods of taking payment details: Online and Offline.

Online: In order to process payments online, you will need an account with a 'Payment
Service Provider'. This is a company that take your customers' credit card numbers and
process the transaction online in real-time. Actinic is integrated with the leading payment
service providers.

For more details on setting up our store to work with a payment service provider, open the
main help and go to 'Online Payments | What Is A Payment Service Provider?'.

Offline: An offline payment method is a payment method that does not involve any kind of
online transaction. There are two types:

¢ Non-Credit Card: e.g. 'Cheque on Delivery', 'Cash on Delivery', 'Invoice with
Order', 'Credit Card details sent separately’' etc. etc. These are payment methods
where the payment details are sorted out by contacting the customer after
receiving the order.

e Credit Card: With this method, customers enter their credit card details into the
Actinic store online. These details are then securely encrypted and downloaded
with the order. You will then process these credit card details through your
credit-card terminal.
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To offer a payment method to your customers, click the '+' at the top-left hand corner of the
grid. Select the new method from the drop-down provided.

You can then decide how the payment method is presented to your customers by editing the
text in the 'Web Site Description' field.

If you have added a payment service provider, you can click the 'Configure Method' button
to enter your PSP account details.

If you have added 'Credit card details captured for later processing' as one of your payment
methods, you will need to decide how you are planning to provide security

Click 'Configure Method' and there are three possible security options:

Credit Card Capture Configuration 2|

- Capture Method

' Shared 551

" Actinic Inbuilt Encryption [Java Applet]

+

~Credit Cards Accepled:

Narme:

2 | Cwv2 Digiks | Start date |

>
»
»
»

Switch Wwith No Issue Number

oooiolE

3
3
3
3

=RO0O

Ok Cancel

Standard SSL or unencrypted: If you have access to your own Secure SSL
(https) server then select this option. You will need to ensure that SSL is set to
'On' in the main 'Payment and Security' tab. If SSL is not turned on then there
will be no security used on the site for taking payments. You will enter details
about your secure server when you run the 'Configure Web Site Details' wizard
(‘Web | Configure Web Site Details..."). In order to support SSL on your web
site, you will need to talk to your web hosting company about obtaining a
'secure SSL certificate'.

Shared SSL: Several companies (including Actinic Software) will rent you a
piece of their secure server on a monthly or annual basis for you to use to
secure your customers' payment details. At the point the customer has to enter
their credit card details, they are transferred to the secure server and the credit
cards details are captured securely, then encrypted and finally transferred back
to the server with your online store on. You will then download the credit card
details with the rest of the order details.

Actinic In-Built Encryption (Java Applet): Actinic also offers you the option of
using a free, secure and reliable Java Applet for securing customers' credit card
details. Unfortunately, you will not see the 'golden padlock' or 'golden key' in
the browser, which is what indicates to the customer that they are using a secure
connection.

For more details about the other fields in this area, use the '?' on the menu bar and click in a
field, or alternatively open the main help and go to 'Online Payments'.
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Using Existing Data in Actinic

Actinic allows you to import data from a spreadsheet in order to quickly populate your
online store with products. There are a steps you need to follow in order to import data
effectively.

Preparing for an Import

Step 1 - Product References

You need to think about whether you want to use your own product references or whether
you want Actinic to automatically assign each product a reference during the import. If you
want to use your own product references then before you import, you need to go into 'View
| Business Settings | Options' and un-check the box marked 'Auto Generate Product
References'.

Product Referencs

Product Refsrsnce Character Count: 20
™" Hide Product Reference in Online Catalog
I~ Show Product References When Edting Catalag

You will now be able to import your own unique product reference for each product.
Step 2 - Prices

When you import product data into Actinic, you must have your product prices in the
lowest denominator of your chosen currency. In the case of the United Kingdom, it means
that your prices have to be in pence rather than pounds and pence.

The simplest way to do this is to multiply all your prices by 100 and ensure that the value is
shown without any currency-specific formatting (decimal points etc.)

Step 3 - Images

You may decide that you want to import image filenames. If you do this, then you must
ensure that the values refer to images that exist, and are relative to your 'site' folder
(normally called 'Sitel'). For instance, if you saved an image called 'printer.gif' within your
site folder, then the value in the import spreadsheet would simply be:

printer.gif

However, if your images were saved in a sub-folder within your site folder called 'images'
then the value would be:

images\printer.gif

Alternatively, you could use the full file path to your image as the value in the spreadsheet.
For example:
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C:\My Documents\My Pictures\printer.gif
Step 4 - Sections and Sub-sections

If you want to arrange your products into sections as you import them then you can add a
new field/column to the spreadsheet called 'Section Text' and use it to enter the name of the
section you want this product to appear in.

If you want the product to appear within a sub-section then simply use 'pipes' ('|') to enter
section names and sub-section names within the 'Section text' field. For example, to create a
section called 'Videos' and a subsection called 'A-F' and then place the product in the sub-
section, use the following value in the 'Section Text' field:

Videos | A-F
Step 5 - Actinic Field Names

Actinic uses specific names for different fields. A full list of Actinic import field names can
be found in the main help under 'Importing | Valid Fields for Importing'.

If you use the Actinic import field names in your data file then the data will be imported
quickly and automatically. If you don't then you will need to manually tell Actinic which
data goes into which Actinic field.

Step 6 - Creating a 'CSV' file

When you have prepared your data to go into Actinic, save it as a 'CSV (comma delimited)'
file. This is a standard Windows save option for spreadsheets. It is this CSV file you will be
importing.

File pame: Stock Spreadshest.xls

u Save I

Cancel |

Save as bypei |Microsoft Excel Workbook (*,xls)

Unicode Text (*.txt)

Microsaft Excel 5.0095 Workbaok (* xls)

Micrasoft Excel 97-2000 & 5.0/95 Workhook (*, x5

KN JEY

oy
i heet (*.xls)
Microsoft Excel 3.0 Worksheet (. xls) st

Note: If you want to import custom properties, components, attributes, choices, customer
accounts or customer groups you will need to use a 'hierarchical import'. For more details
open the main help file and go to 'Importing | What Is A Hierarchical File?".

Carrying out an Import

Instructions for importing your data into Actinic can be found in the main help under
Importing | Importing From A Standard Spreadsheet'.

Dynamically linking to a database

Actinic Business/Developer Only

Actinic Business/Developer allows you to go one step further than an import and actually
permanently link Actinic to a spreadsheet (or table in a database) on your local machine (or
over a network). This allows you to keep the data within your Actinic application as up to
date as possible with the product information in your other systems.
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21|

7 Link Products To Table in Dalabase: [Evcel B.0; i = CProgram FIesvACt: Econmesce vBy

an Exteinal Database
™ Enable Updates to External Data

— Link all Products to Extemal Data
' i Available

|Shest$

Map of Fields in the Extemal T able to Fields in the Product Table:

e Product reference
Product Mame Short description
Full description
Rieport description
Price Price:
Image filename:
Car be ordered anling
v Stock ch. Mak quaniity orderable
Win quantity orderabls
Diate prompt best
Other info prompt
Detail URL or file
Dietail lirk, test
Suppress HTML
Praduct template
Shipping data
Price text
Button text
Stock checks en.. Stock checks enabled
Stock, Stock in hand
Stack warming level
Stack suspend level

4]

Load mapping
Save mapping
Delete mapping

1
Auto map

oK

| Canicel |

:

Further help/information on this can be found in the main help under 'Linking To An

External Database.
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Putting Information Items Into
The Store

You can put information items (called 'Fragments') into the store in order to provide more
information about your company, or more information about products in a section.

1. Right click on the new 'Getting Started' section and select 'New Fragment'.
2. Enter a 'Fragment Title' of 'Section Information'

3. Select a 'Layout' of 'Text only'
4

In the 'Text' field, enter: "This section contains a great range of printers".

Fragment Jitle: [ ection Information

Layout: [ Text enly = Ede Select...

Imags: | Browse. ..
Text:

This section contains & great range of printers. =]

5. Click 'Apply' and then preview to see the effect.

With Actinic you can create additional pages that contain nothing but fragments. These are
called 'Brochure Pages' and can be found at the top of the content tree.

These pages sit at the front end of your store can be used for promoting special offers, or for
providing more information about your company.

For more information about brochure pages, see the 'Brochure Pages' section in the main
help.
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Getting The Look Right

Actinic provides you with a range of ways to change the appearance of your store. The
simplest is by selecting an alternative theme and colour scheme.

Note: If a web designer has created and delivered your site, you might not be able to access
these design features.

Themes and Colours

Go to 'Design | Themes'.

Speciic Designs [non C55)
Custom Themes | Backup
Specific Designs | Clean Layouts

B i Advancad
louris} [Ouick seerch ]

Farmal

Furky [
Futuristic

Hyper (Image Nav Links - £55)

Huper (Text Nav Links - £35)

Linear =

Bpply Cancel

There are three main groups of themes:

¢ Clean Layouts - Basic themes that have no graphical motifs and simply use
blocks of colour to create a simple and attractive design. They all feature a top-
level section list and a summary of the shopping cart contents.

e Specific Designs - These are a range of professionally designed styles that may
not be applicable for all types of online store. Have a look to see if any of them
are suitable for your store.

e Specific Designs (non CSS) - Non CSS means that the designs are not based on
style-sheets. This makes them more difficult to customise. They are only there to
provide continuity with previous versions of Actinic.

This exercise will change the look and feel of your store:
1. Within the 'Clean Layouts' tab, select 'Layout12' and click 'OK'.
2. This will apply the theme to your store.
3. Now go to 'Design | Colors'.
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Color Scheme - Blue Sky 21x|
ccountar - <Gystents <] Backgound <] 4 Backawund Imsge |s Being Used
Amazon - <System>

Frame Background: 2
B-Mavie - <Spstems
Carabas - <Spetams Text: AN ~| FomBackaound: | eseese
D aiquiri - <System:
Doteit - <Epems Applet Backgiound | celfi =] FomEmghasis: [ IDSEH~
Diego - <System> . y —
Dinosaur - <System> Applet Test R ~|  Search Highiight: -
Ewening - <Spstem>
Evanb o <oy & Reguired Fisld Enor Highliht -
Fashion - <Gvtsm> Link Falette Color 1 E

Palette Color 2
Palette Color 3

Online Catalog Visited Link:
Active Link: =
Mouse Hover Link: [IEIIBIDNN ~|  Palette Background: | fift

(oS -]

Save | Save 55, | Impart. . ‘

Delete | Besetchanges| Export. . ‘

Select Cancel

4. Highlight 'Moon Phase' in the list and click 'Select'.

Now preview your store. The layout and colours have significantly changed.

Using Design Options to Make Further Changes

You can now make further changes to your design by clicking the 4" icon on the toolbar or

by going to 'Design | Options...'

There is a wide range of tasks you can do in this area. We will now go through some of the
key ones that will help change the look of your online store.

Changing the Company Logo

The words 'Online Store' that are currently at the top of each page of your store is actually an
image called 'logol.gif' which is in your site directory. If you have an alternative graphic to

use as a company logo, you can do the following;:

1. Goto'Design | Options | Shop Defaults'

Design Options 21
Site DfaultsShop Defaults | Miscellaneous | Brachure | Sections | Navigation | Layouts |
Corporats Logo: Browss. ..
Default Product Image: [inwisible_image. gif Browse...
Default Section Image [vection_mage.at Brose. ..
Page Header/Footer
(Heager' Footer ‘
~ Shopping Mod
" Quantity on Product Page " Quantity om Confimation Page " Quantity in Shopping Cart

™| Sinale Add to Cart Buttan Per Page

Bouncepagedelay |5 seconds

“Addto Cat'Bultors € Tet [add To Lat & |nage:  |addiocar gi Browse...
Single Add To Cart Bution: & Text: [Add Selection To Cart. " Image Browse...

Exlended Info
’VExter\ded Infa Button: @ Teut: [More. " Image: Browss. .. ‘
~ Defaul Price Text
s Fiice: Lart Table Price Column Header: [FRICE
Shopping Cart Prics Descriptior: [ Price: Receipt Cunency Label Prices in %s
oK | Cancal | Apply | Help ‘

2. Locate the 'Corporate Logo' field and click the 'Browse...' button next to it.

3. Select an alternative graphic to use. If you do not have a graphic to use, simply select
the 'x-example.gif' image (the picture of the printer) in order for you to just test this

feature.

4. Click 'Open'.
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5. Click 'OK' (which will save your changes and close Design Options)

6. Preview the store.

Home
Up aLevel

Store Too

Note: The image you changed is the logo image for the store pages. Therefore you will need
to view the products before you see your new image. To change the logo for the brochure

pages, go to 'Design | Options | Brochure' and change the image in the 'Corporate Logo'
field.

If you want, you can now change the logo image back to 'logol.gif'.

Changing The Way Prices are Displayed

It is possible to display your prices online including tax, excluding tax, or both. To choose
how this is done:

1. Go to 'Design Options | Miscellaneous' and locate the 'Price Display' area at the top
of the screen.

2. Select the box marked 'Display Tax Inclusive Prices'

3. Deselect the box marked 'Display Tax Exclusive Prices'

Price Display
¥ Display Prices

¥ Display Tax Inclusive Prices

i 28 Receipt Email
Use ~ coo inRecsiptEmal

4. Click 'OK' and preview the store.

The 'Price Display' area will also allow you to display your prices in a second currency

Changing the Way Your Products are Laid Out

Actinic provides a number of built-in options for how your products are presented to your
customers.

1. Go to 'Design Options | Layouts'
2. Go to the 'Default Product Layout' field and click in it.

[0ne product per row. image on rght}

3. Select 'One product per row, image on right' and click 'OK'
W [ —

Product Templa
Edi | select. |
Estended Product Infomstion —|Large image on fh eit

Default Product Lavout,
Laypout designed for new products
Defaul Page Lapout: Ho mage, 1ad out 1 owe. £t Select..

. One product per row, image on left
it e product pes 1 it
Product name and
Use Parent

4. Preview the store to see your changes.
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Add to Cart

This will lay out all the products in your store with the image to the right (by default). Itis,
however, possible to override this at the section level and at the product level.

¢ By editing the properties of a section and going to the 'Product' tab, you can
select a default product layout template for all the products in that section.

e By editing the properties of a product and going to the 'General' tab, you select
the layout of that particular product.

The same principle applies for selecting alternative section link templates, overall layout
templates, brochure overall layout templates and brochure fragment layout templates.

Further Issues Around Design

Changing All the Online Text

The 'Design | Text' area is used to locate and change all the text that is in the online store.

You can enter a search phrase into the box at the bottom right-hand corner of the screen, or

else browse the tabs to find the correct prompt.

2=
Web Site Wb Site [cont] | web (Shipping) | Catalog Feparts | Order Frocessing Reports | Sales Reparts |

Invoice Addiess | Delivery Address | Shipping and Ta | Payment Detais | GeneralInformation | Fieceipt |

RestoreDefaul | Restore AllDefauks | [ ShowAl
Default | Show | Required | Prompt [=

Invoice Addiess Invoice Address

I aceept the Temns and Condiions displap... I aceept the Tems and Candtions displap...

below below

Sormy, but we are unable to accept your o... Somy. but we are unable to accept your o...

S alutation (Mr/Msetc 0 jan (Mi/Ms/etc.

Mame/Cardholder: ol

Jab Tile O

Company: O

Address Line 1 Addiess Line 1

Addiess Line 2 O Addiess Line 2

City/Town City/Tonn e

Counlp/State/Province: O Counlp/State/Province:

Post Code/Zip Code: Post Code/Zip Code:

Country: | Country.

Phone Number: Phane Number

Fax Nurnber O Fax Number:

Frail & LA A F il &ddr j

W ame:/Cardholder =]

I
Goto | [Phase:0 ID:1) Search | mext
OK | Cancel | Apply | Help ‘

If you go to 'Design | Text | Web Site (cont)' you can customise all the questions in the
checkout area of your online store.

The Actinic HTML Templates

The Actinic HTML pages are built from about 100 different templates, each one controlling
the layout of a different area of the online store.

You can access these templates by clicking the B button on the toolbar or by going to
'Advanced | Template Manager'. This will start the Template Manager, which is designed to
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guide you to the correct template by displaying a schematic representation of an Actinic
store page.

Front Page Change View | Back | Close

The templates work just as if you were doing a mail merge to do a mail out. You would
create a letter template with merge fields in and when the letters are generated, the merge
fields are replaced by the values in your database. When Actinic generates the HTML, it
replaces the variables (NETQUOTEVAR:WHATEVER) with the values in the database.

Three of the key areas that can be changed in the templates are:
o Editing the font tags <FONT>, <span>
o Editing the table tags that control layout <TABLE>, <TR>, <TD>

¢ Moving the NETQUOTEVARs around to change the order that Actinic elements
appear within the page. For example, in the templates which control ordering,
you can move the invoice address before the order details, if you wish.

Fore more information about templates, including a complete list of all the templates and
what they contain, start the main help and go to the 'Editing HTML' section.
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Regular Customers

Actinic Business/Developer Only

Actinic Business and Actinic Developer allow you to set up accounts for your regular
customers. These can be for trade customers, or they can be for regular customers paying

retail prices.

To create new customer accounts, click the eft button the toolbar or else go to 'View

Customer A

Customer Accounts 2 x|

ccounts':

Hew Customer

Seach
—
Eind Hext

Edit Custamer
Remove Customer

Cone

Click 'New Customer' button to enter new customer details. There are three parts to a
customer account.

The 'Account' Tab - This is for general information about the account such as
the main contact details, preferred method of payment and level of discount (i.e.
which 'customer group' they are in - see below)

The 'Addresses' Tab - This is for entering the various addresses that the
customer account can have access to as part of their online address book.

The 'Buyers' tab - This is where you set up the usernames and passwords for
access to the customer account online. The buyer is the person who actually
does the shopping, and you can set up spend limits and whether or not the
buyer will see the retail prices as well as their special prices.
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Enter New Customer Details 2=l

Acount Name:— [Main Aceount [
Asoount| Addresses Buyers |
Ehuyemame i Logn " |bupemame Status: Active -

Password: [ I¥ Send Email Confimation of Drders
Confim. * [~ ¥ Marimum Order Yalue £75.00

Salutation:
Hew Remave Name: * [Buyer Name Telephone: * [01245 123458

Copy Details From Order Contact, |  Title: Fax
Emall " [emai@acinic.couk e T —

=
_l‘

{ =
€1 Allow Selection but Default to This Address
& Aoy serto Select on Enter Mew Address

idiess
llow Selection but Default to This Address
llows User to Select or Enter Mew Address

AR E R
o

Click the 'login' link in the online store to log in with your username and password.

Once logged in, customers will receive a welcome message, see their special prices and also
see their address details online (and so not have to re-type them).

Note: If you want to turn a downloaded order into a customer account, then simply click the
'Create Customer Account' button on the 'Contact' tab of an order. This will automatically
provide values for all three tabs of the Customer Account area.

Customer-Specific Pricing

You can also set up groups of customers (called 'Customer Groups') and apply levels of
discount that your registered customers can access. Customer group discounts allow
products to be shown at discounted prices, and also allow you to prevent products from
being shown to certain groups of customers.

To create a new customer group:

1. Goto 'View | Customer Groups'.

Customer Groups 2lxl
~Customer Groups ~Accounts
Group Name: Agsociated Accounts Al Accounts

[ ame of New Group

Mew Remove
10

i
Reetail

0E

~Search

l—
Eind Hext
oK Cancal

Click 'New'.

Enter a name for your customer group in the 'Group Name' field.

Click 'OK".

Next, go to 'View | Discounts and Surcharges Settings | Customer Pricing'.

Select your customer group in the list on the left.

N S 9ok » DN

Then enter a multiplication (or division or addition) factor in the field provided. For
example, multiplying all prices by 0.8 gives a 20% discount.
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8. Once you have entered a value in the field, click 'OK' to close the window.

Now go into any product and look at the 'Prices' tab.

Customer Group

Fiice Generated | Enabled | Product Wisible Hin Customer messa

Betal

=] =] =]

Tiade

£60.00

2 I B

<

1 ¥

For your new customer group, the 'Price' field is greyed out because 'Generated' is selected
(i.e. the price is being automatically generated from the retail cost). You also have the
following options:

Enabled: Deselect this if you want customers within this customer group to be
able to view this product but buy it at the retail price.

Product Visible: Deselect this if you want the product completely hidden from
customers within this customer group.
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Uploading the Store to Your
Web Site

Note: The instructions in this section will be applicable to the majority of web sites, but they
won't be applicable to all. If you find they don't work for your website then you will need to
contact your web hosting company.

When the Actinic store is uploaded to your web site, all the store files (with a few specific
exceptions) are uploaded to two folders on your website:

e 'CGI folder (often called 'cgi-bin') where all the script files will be uploaded to
in order to run the online search, shopping cart and checkout. These files are
sometimes referred to as 'Perl files'.

e A folder called 'acatalog', which Actinic will create, that contains all your store
HTML files and images.

Note: The 'home' brochure page can be uploaded to the directory level above the 'acatalog'
folder' by selecting the 'Use as Web Site Home Page' box.

Before you try uploading your store you need to know:
e The URL (http:/ /") address of your CGI folder

¢ Where the CGI folder is located on your web site (as it appears when you
connect via an FTP program).

You will also need to know:

e The URL and the FTP location of the folder on your website that you would like
Actinic to create the 'acatalog' folder within.

When you have these pieces of information, you can start the 'Web Site Configuration
Wizard' by going to 'Web | Configure Web Site Details'.
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Introduction 5 21

This wizard wil step you thraugh the Catalog netwark
canfiguration pracess. This map take afew minutes,
but this wizard is desianed ta be as simple as possible:
Catalog wil make every attempt to automate the
configuration. f you have ta manually establish your
Inteinet connestion, please do so before centining

I~ Gonfigure New Network Seftings. Ifthis boris |
unchecked, the wizard willstart with your curient
seftings.

I~ Confim Each Setting. If this b is unchecked,
settings that can be automatically derived and
confimed are hidden

< Back | Mext = ‘ Cancel

The Web Site Configuration Wizard will ask you for your username and password to
connect to your website, and will ask you to confirm the locations, and the http addresses, of
the folders mentioned above.

You can often just accept the defaults to achieve a successful upload. This process can take
up to 20 minutes depending on the speed of your connection.

When the wizard has finished, you can review the settings at any time by going to
'Advanced | Network Setup'.

i wl
==
Standad | oK
- Server Deta ~FTF Detal —
ance
Catalog UAL: Severtost  pouURL
[hite:/your URL/acatalog/ Apph
Wsermame: semame
CIBIN UAL Prog.
Ihltp £ fyour URL/egichin/ Password:
— Cart Options
Cindebase Path 1o CRLBIN: [caibin/
[ Path from CGIEIN to acatalog Directory as Viewed m
Path From CGI-BIN to acalalog Ditectory Iby 2 Al Sy il s ) Imprt...
Janatslog
E: to..
I I™ Use Passive ETF Transfers oot |
Wizsrd...
Cormon Setting
— il Test
CGI Seript ID Number: |1 Extension: |-Fl Email Setting 2
SMTP Server mailyour URL
¥ lgnore Passive Transfer Enars
u o Passiord Psuired
I~ Use Relative CGI-BIN URLs in Catalog Pages (B8 W v s
Usemame
‘Wweb Site URL. hittp: /4pour. UIRLS
Passward,
Path to the Pl shel
Ir‘usrr‘hin!pel\

From now on, simply click the # button on the toolbar to upload your store. The first time
you upload, it will take quite a while as it needs to upload the entire site. After that,
however, Actinic will only upload the files that have changed.

To view your online store, click the @ button on the toolbar.

For more detailed information on uploading, open the main help and go to Putting Your
Store Online'.

Pre-Configured Copies of Actinic

You may have a pre-configured copy of Actinic. The way to tell this is if when you go to the
'Web' menu, the 'Configure Web Site Details...' option is greyed out. If this is the case, then
when you press the 'Update' button on the toolbar, you will simply be required to enter a
username and password.
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If you do not have a username and password then you will need to register for one online. If
you have not been given a web site to go to in order to register, contact the company that
gave you your copy of Actinic.

Once you have entered your username and password, you will be able to upload your store.
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Order Handling Overview

Retrieving Orders

Click the ¥ button on the toolbar to download any outstanding orders.

To view the order, click on the 'Orders' tab.
=10l x|

Ele Edt View Design Web Housekeeping Reports Developer Advanced  Help

Eluew ~| 4 2BR|(2 J a2 LD2E2 BB £ ??R?EEI B3] RefreshDeley Werprsse = G0 | 4 p
g Contert. 5 Drders |

Invaice | Packing List

D4 15:10:00

<

Pending Completed Pending and Completed Pending Payment Service Provider

view Order... Hew Order | Reprint Packing Lst(s) | Reprint Invoiceds)| Dekte | Back Order |

For Help, press F1 [ I [ Jium ] | 4

There are three choices for processing orders:
e Printing a hard copy of the order
e Exporting to another application

o Using the in-built order processing system

Printing a Hard Copy of the Order

If all you want to do is print all the order detail on a sheet of paper, then go to 'Business
Settings | Order Processing' and select the 'Enable Data Entry Reports' checkbox.

Then, as soon as new orders come in, click the & button to bring up the reports, go to the
'Order Processing' panel and print 'Outstanding Data Entry Reports'. This will print an A4
sheet for each order containing the order details.
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M[=[p]
4 4 10t pobowm [|[100x =] Totan 1002 101

ey - |
———

Order no.: ECT1:X-7000-0001

My Company

My Street

My Town

United Kingdom

Phone: My Phone Number

Email:  vourMName@YourCompanyEmailcom Web site: www. Y ourCompanyURL com
Data Entry
— Invoice Address: Deliver to:
Example Customer Example Customer
Example Address Example Address
Example Town Example Town
HHT K HHA THK
United Kingdom United Kingdom
Phone: (1234 567390 Phone: 01234 567880
Email: Y ourMame@y ourCompanyEmail.com Email: Yourhame@YourCompanyEmail.com
Date ordered: 20 Feb 2004 Date shipped: |
Payment method: Credit Card Details Sent Payment status: W aiting for oard details
Separately -
4 | oz

You could also select the 'Bypass Catalog Order Processing' box in 'Business Settings |
Ordering', which will mean that new orders will be marked as completed as soon as the
data-entry report is printed.

Exporting to Other Applications

Actinic Business and Actinic Developer both have the ability to export orders to leading
accounting packages via 'Actinic Link' - Actinic's range of accounts integration packages.
Actinic Link is available for the following accounting packages.

e Actinic Link for QuickBooks
e Actinic Link for Sage Line 50

Other links have been developed for other accounting systems. For more details, please
contact Actinic Software or the person who sold you the software.

For more information about Actinic's exporting feature, go into the main help and go to
'Exporting Data | Exporting Orders'.

The In-Built Order Processing System

Actinic comes with an order processing system that will help you to process orders by
providing:

1. A process to follow to record when you have shipped goods and taken payment

2. The ability to send emails to customers notifying them when their order has been
shipped

3. Arange of paperwork, such as packing lists and invoices, to post/fax to the
customer.

4. Sales analysis reports that can give you an overview of the business done on your
store.

To access the order processing system, double-click on an order.
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21 xl
2x

Line ltems | Shipping and Handing | Taxes | Totals | Progress And Pagments | Mise. | Mail | Joumal |
e ———— S

Sautation: | [ Keep detais private Salutation I~ Keep Details Private
Name: [Fxample Customer | | Mame: Evample Customer

Iite || The

Compary: | || Compamw

Address: [Evample Addiess | | Address Eample Address

Postal Code,  [pa¢1 124 Postal Code: [>T 150¢
Caunty: United Kingdom County United Kingdom
Phone 1234 567830 Phane: 11234 567830
Fax Fax
Email: Y our ame @ ourCompanyE mail. co Emall Y ourl ame @ ourCompanyE mail co
User Defined User Defined
Location. United Kingdom -
- Urited States
Canada
- Buishis
- Belgium =

™ Mawing Create Customer Account

o i P P | E—— | -, |
Ciose | Reprint Packing List | fielied Orders | Reprint [nvoice | Deiete |

The next chapter gives a sample procedure to follow when processing orders.

Entering New Orders

You can enter new phone, fax or mail orders straight into Actinic by clicking the 'New
Order' button in the 'Orders' area.

This starts the 'Creating Offline Order' wizard, which will guide you through the process of
adding new orders to Actinic.

- Order Mumber

Order Mumber;  |D000000 - |0000002

- Customer D

" Mever Shopped Before
fore  Order Number of 2 Previous Order: |ECT150<70000001
ar search
€ fccount Customer  Buyer Login: — =

Cauporn Nio Coupon K

< Back, | Mext > | Caneel |

Any new orders are marked with a ¥ icon in the list of orders.
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How to Process an Order

This chapter will give you a procedure to follow for processing new orders. It is based on the
payment method of 'Credit card details captured for later processing' - in other words the
customer provided the credit card details online, and you are going to process them offline.

Remember that this is not a hard and fast method. Actinic's order processing system is a
toolkit - it provides a range of facilities for you to choose from but you don't have to use
everything.

However, there are three things that HAVE to happen in order for an order to marked as
'complete:

e The order lines must be marked as shipped

e The payments must be marked as having been received (this will be done online
if you are using a payment service provider)

e Aninvoice has to be printed (or a data-entry report is printed, or the order is
exported)

Step by Step Guide
Step 1 - Download Orders
Click the # button on the toolbar to retrieve the latest orders.
Step 2 - Print Reports to Help You Process the Order

Click the € button on the toolbar and go to the 'Order Processing' tab.
20l

Catelog  Oider Processing | Sales | Export| Email |

Select Required Repott
Reportoplions

Outstanding Packing Lists

Outstanding Products From 04/02/2004
Dutstanding Invoices

Dutstanding Diata Enty Reparts To [T
utstanding Credit Card Schecle

utstanding Preauthorized Schedue More Options

Fiepiint Packing Lists
Freprint Invoices

Feprint Diats Ertry Reports Printer Satings
Fierun Creic Card Schedule e =
Fieprint Preauthorized Scheduls =

Frint | Preview | Pr\ngerSetup‘ Close ‘

There are a couple of reports that will help you compile orders. These are:

¢ Outstanding Products - provides a summary of all the products ordered in the
latest batch of orders.
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¢ Outstanding Credit Card Schedule - will give you a list of the credit card
numbers provided with the latest batch of orders. You can use this report to put
credit card numbers through your credit card terminal.

At this point you can use these reports to check whether the ordered products are in stock,
and process any credit card numbers you have received.

Step 3 - Compile the Order

Print the 'Outstanding Packing Lists' report from the 'Order Processing' tab. This will give
you a delivery note for each new order, which you can use to complete the orders.

Step 4 - Mark Items as Shipped
Required
Double-click on a new order and go to the 'Line Items' tab.

Customer Line ltems | Shipping and Handing | Taxes | Totals | Frogress And Payments | Misc. | Mail | Joumal|

[ Product D [ No. Oidered | No. Shipped [ Mo. Cancelled [ No. Back-ordered [ Total Value |
7. Pa 1 0 0 842

o ) 0 £42.55

lking Boots

4] ||

ew. . Copeel. | ship | mal.. | addhewlem |

add Adjustment... ‘ Delete Adjustment ‘ Increase Oy ‘ Derrease Qby ‘

Cose | Repritpacinglist | fckiedordes | Repintinvoce | pekte |

This is used to check the status of the individual items in the order. Click any item that can
be/has been shipped and click the 'Ship' button.

Customer  Line ltems | Shipping and Handing| Tases

Product Deseripion Mo Ordered | K
7: Pair of Men's Walking Boots 1
- Size: 11

You can double-click on an order line to view the full details of that order line, including tax
details.

Step 5 - Make Any Adjustments You Need To

If a customer has cancelled an ordered item, you can highlight the order line and click
'Cancel'. You can also click the 'Increase Quantity', 'Decrease Quantity' and 'Add New Item'
buttons to edit the contents of the order.

If you need to make any cash adjustments to the order then click 'Add Adjustment...".
Adjustments can be positive or negative.

Any adjustments to the order made after the order is received will be listed in the 'Offline
Order Adjustments' area of the 'Line Items' tab.
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Order: ECL1X%70000001 2x|
Customer | L | Shipping and Handing | Tares | Totsls | Progress And Payments | Misc. | Mail | Joumai]
Product D escription [ Mo. Ordered [ Mo Shipped [ No. Cancelled [ No. Back-ordered [ Total Value
I 7 Pair of Men's Waking Boots 1 1 ] 0 £4256

-Size: 11
Offline Drdler Adjustment
il 7. Fair of Men's Walking Boots 1 i o 0 £4255
-Size 11
A Partial iefund given 0 0 0 0 £5.00
4] (|
vew. | Conceljincancel | shpiunshp | Pai.. | Adddewlem |
add Adjustment... ‘ Delete Adjustment ‘ Increase Oty ‘ Decrease Oty ‘
Closg. ‘ Reprint Packing List ‘ Related Orders | Reprint Inwoice ‘ Delete

Step 6 - Send an email

Click the 'Mail' button to launch the email screen.

x|

=] Manage Email Templates

Template: [ Order shipped

Subect: [y Company : Order ECT155¢70000001 : Drclr shipped

Dear Example Custome, -

The followiing order has been shipped to your delivery address
|_Ivoice Address and Deliver T
Email Address: YouiName@ ourCampanyE mail com

| Customer/Pecipient Details

£ vample Customer

E vample Addiess

Evample Town

] 193¢

Urited Kingdom

Phene Number: 01234 567830
Fa Humber:

|__Order Status.

serdnow | pore | concel |

You can customise the email as you require and click 'Done' to save it in the 'Mail' tab of the
order - ready to be sent when appropriate. You can also create your own email templates by
clicking the 'Manage Email Templates' button.

Step 7 - Mark payments as received

Required (unless you have used a payment service provider, in which case the payment will
already be marked as received).

Now go to the 'Progress and Payments' tab.

If you have already processed the payment then you can replace the credit card number
shown here with a '0' or similar for security reasons. Now click the 'View Payments...'
button.
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Payment History for Order Number: EC11XX70000001 2=l

Date [ Status [ Transaction | Arnount
03/03/2004 143300 Received Credit card debt 795 79

Date/time Created [03/03/2004 14:38.00 Stalus  |Received =l
Hode [Froduction Transaction |Credi cerd debit -
Tupe A | 195,73
Comment CC fuith, Code
=] PSP Provider Ref

Custamer Fiet

FSFResoonse |
| | Datestime Actioned [03/03/2004 14:35%:00

oK ‘ I New Entry | Delete ‘ Cancel ‘

This is the payment history for the order. Click 'New Entry' to make an entry in the payment
history. By default, the entry will be shown for the full amount of the order but you can
adjust the total as required.

Click 'OK' to close the window and click 'Close' to close the order details.
Step 8 - Print invoices

Required

Click the & button on the toolbar and go the 'Order Processing' tab. Click 'Outstanding
Invoices' to print the outstanding invoices for the orders.

JRI=EY
4 4 1af1 yoom (oor =] Tt 1oox 1af1

Order no.: EC11XX-7000-0001
My Company
My Street
My Towin
United Kingdom
Phone: My Phone Number

Email: Y ourName @Y ourCampanyEmail com Web Site: www Y ourCampanyURL.com

—_— invoice

r Inveice To: Deliver To:
Example Customer Example Customer
Example Address Example Address
Example Town Example Tawn
HHT K HHA 1K
United Kingdom United Kingdom
Phone: 01234 5678490 Phone: (1234 567230
Email:  YourName@Y ourcompanyEmail.com Email: Y ourtame @Y ourCompanyEmailcom
Date ordered: 20 Feh 2004 Payment method: Credit Card Details Sent

Separately
Payment status: Full Payment Received Purchase order Ho.:
4 T e | v

This will mark the orders as complete, and they will be transferred to the 'Completed' tab.

Other Useful Information

Back Orders

If you cannot ship an order all in one go you can create a back order. This splits an order into
two parts - what you can ship and what you can't ship. To do this:

1. Mark part of the order as shipped (see step 4 above)
2. Close the 'Order' window

3. Click the 'Back Order' button on the main orders screen. You will be prompted as to

how you want to split the shipping cost between the two parts of the order. Make
your decision and click 'OK'.
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g Contert " Drders |

" Oedler Murcber T Payment

‘J EC11X70000001 Full Payment Received
‘M DON00oaN0o0a0T Pendi
™ 0000000000000 B

The order will now be split into two parts. The main part will now be marked as shipped
(although you will still need to mark the payments as having been received before you can
complete the order). The back order (or 'sub-order') will work as a new order and will have a
new order number made of the old order number with a "\ B1' suffix.

The two parts of the order will share contact details, and will share a payment history but
otherwise will act independently. You can click the 'Related Orders' button in the 'Orders'
window to switch between main orders and back orders.

'Shipping and Handling’, 'Tax' and 'Totals' Tabs

These areas of the order processing system are not often used but they are a useful reference
to see how shipping and tax has been calculated on an order. The 'Shipping and Handling'
tab can be used to make adjustments to the amount of shipping charged. The 'Totals' tab's
main job is to quickly show you how any changes you have made to the order have affected
the 'Current' order value compared to the 'Original' order value.

Sales Reports

Within the 'Sales' tab of the 'Report Selection' window are a range of sales reports to show
you what sort of business has been done through your store.
Catalog| Oider Pracessing  Sales | Export | Email |

Select Required Report )
Fieport oplions———————————

From, 04/02/2004
l—

To 03/03/2004

More Optians

Fiinter Settings
Copies: [1 3;

Brint Preview | Pr\nLerSetup‘ Close ‘

Transactions by Custemer Accounts
Transactions

Transactions by Feferer

T Summary

Customer Orders by Customer Accounts
Dutstanding Payments by Customer Accaunts
Caupan Activity Summary

More Information

More detail on order processing can be found in the 'Actinic Order Processing' section of the
main help.
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Backing Up Your Work

Creating a Backup

There are two ways to create a backup within Actinic:
e Back up the database when you close the application

e Create a 'Site Snapshot' containing all templates and images as well as the
database.

Backing up when you close the application
When you first exit Actinic, you are shown the following window:
X

Do you wish to perform a backup?

Ta changs the frequency at which you are prampted for 2 backup press —

" Database Batkup | Site Snapshot ‘ Ex\tW\thnutBackup‘ Cancel |

If you click 'Database Backup' then the main Actinic database (called 'ActinicCatalog.mdb')
will be saved, and then saved again as 'Backup.mdb'. The idea of this option is that it
provides a regular save in case your database becomes corrupt for any reason.

You can restore these saved databases by going to 'Housekeeping | Backup | Recover
Database...'

You can set how often you are invited to backup by clicking the 'Options' button on this
panel, or by going to 'Housekeeping | Backup | Shutdown Backup Options...'

Creating a Site Snapshot

If you click the 'Site Snapshot' button on this panel or go to 'File | Snapshot | Export Site'
you will see the following window:

Actinic Developer - Backing-up a Site I

The wizard wil guide you thiough exporting
the cument site.

| *rou will be asked to select o create 2 file for
the export and the site expartfile vl then be
creted.

Any errors or wamings wil be displayed at the
| endol the process.

Press Mex! 1o proceed.

cgak | Het> | Cancel
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This is the Snapshot wizard, which will guide you through creating a site snapshot. You
should do this at least once a week. Simply click 'Next >', and select a backup location when
prompted, to create the backup.

You can restore from a site backup by going to 'File | Snapshot | Import Site'.

As well as this being a great way to back up your data, it is also the best way to transfer a
site from one PC to another.
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Appendix | - Component Help

Help With Components, Attributes and Choices

The following flow chart shows the questions you need to think about when using
Components, Attributes and Choices. Use the answers it gives you to help build your store.

For Multiple Choices

Note: If the choice is an optional one for the customer (e.g. do you want a monitor with your
PG, if so which one?) then make the component optional.

[ Will The Choice IMade Affect Stock Lewels? J
YES M
[ But will it affect the price paid? J [ But will it affect the price paid? ]

¥ES Mo

Is each choice a GotoD Is each choice a Goto A
different cost?

different cost?

GotoB GotoZ GotoE GotoF

Simply create a set of attributes and choices. You don't need components.

B Create a component and then create a set of attributes and choices within it. For each
permutation within the 'Permutations' tab, select the correct product to associate with it.
Once you have done that, either select 'Override' in the 'Pricing' column and enter a price, or
else select 'Associated Product Prices' and use the associated product prices. Set the Product
Pricing Model to either 'Sum of Product and Components prices' or 'Sum of Components
prices'.

C Create a component and then create a set of attributes and choices within it. Enter the correct
price for the choices within the 'Component' tab (Catalog) or the 'Prices' tab
(Business/Developer). For each permutation within the 'Permutations' tab, select the correct
product to associate with it. Once you have done that, select 'Component Prices' in the
"Pricing' column for each permutation. Set the Product Pricing Model to either 'Sum of
Product and Components prices' or 'Sum of Components prices'.

D Create a component and then create a set of attributes and choices within it. For each
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permutation within the 'Permutations' tab, select the correct product to associate with it.
Leave 'Override' selected in the 'Pricing' column for each permutation but do not enter a
price. Set the Product Pricing Model to 'Product Price'.

E Create a component and then create a set of attributes and choices within it. For each
permutation within the 'Permutations' tab, select 'Override' in the 'Pricing' column and enter
a price. Set the Product Pricing Model to either 'Sum of Product and Components prices' or
'Sum of Components prices'.

F Create a component and then create a set of attributes and choices within it. Enter the correct
price for the choices within the 'Component' tab (Catalog) or the 'Prices' tab
(Business/Developer). For each permutation within the 'Permutations' tab, select
'Component Prices' in the Pricing' column for each permutation. Set the Product Pricing
Model to 'Sum of Product and Component prices'.

For Yes/No Choices

Note: If the customer does not have a choice about whether they get the extra component or
not, then simply make the component non-optional.

[ Will The Choice Made Affect Stock Lewels? ]
YES WO
[ Eut will it affect the price paid? J [ But will it affect the price paid? }
YES MO YES MO

Create a camponent Create a Create a component Y o just need to
and assoriate it with component and and enter a price for 188 an atribute
a product in the associate it with a it. Set the Product with two choices -
store. Either select product in the Pricing Model to “peg’ or no’
‘Use Agzociated store. Set the “Sumn of Product &
Product Prices’ or Product Pricing Component Frices’
enter a price. Set the Model to ‘Product
Product Pricing Frice
Model to "Surn of
Product &
C omporent Frices’

Remember that how you break down the price of the ordered item between the product
price, the component price and the permutation prices is down to you. There are a vast
number of possible combinations.

Remember as well that you can have multiple components for a product, and each
component can have multiple attributes.
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