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Getting Started

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:
¢  (Click the 'Start' button in Windows taskbar and go to
Run'.
¢ (Click 'Browse' and then go to 'D:' (where D: is your CD
drive).
3. 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.
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Starting Actinic

Actinic is designed to publish an online store onto the internet, and then
receive and process orders from that store.

It works by taking all your product data and turning it into a set of web
pages, based on the design options you have selected. It then also
manages all the functionality to control the shopping cart, search and
online security at your online store.

When you first start Actinic, you will see the following screen:

“You can enter an autharization key now, ar evaluate the software without entering a key
Authorization

Actinic requires an authorization key. Thiz key can be found inzide the CD caze or can be
purchazed from wour vendor,

Please enter your autharization key in the farm aas-aas-sas-aaa

E-valuation
Choose the wersion of Actinic you wish to evaluate, up to a maximum of 30 dave, You can if you
wish chooze a different version each time you start the software,

Evaluation Version: (3)

() Evaluate \web Designer VAR product range

Please choose a version v
Click Here for information on the Actinic praduct range.

Dap 2 of the 30-day evaluation period. ‘Your copy expires in 28 days.

“ou can purchase a license frlom:  Actinic Saftware Limited

If you have a license key for Actinic, enter it in the field provided and
click 'Authorise'.

If you want to evaluate Actinic then you need to select one of the
'Evaluation Version' options at the bottom half of the window.

e To evaluate Actinic Catalog, or Actinic Business select the
'Evaluate Merchant Product Range' option.

e To evaluate Actinic Designer select the 'Evaluate Web
Designer/VAR Product Range' option.

Then select a product to evaluate and click 'Evaluate'.

You will then see the following screen:

6 e Getting Started
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This is the 'Content' tab where you can set up the sections and products
in your store, and also see a preview of the store as you build it.

Down the left hand side of the program is the 'Content Tree'. This shows
you the section, products, pages and information items in your store.
Click on the '+' icons in the tree to expand a branch of the tree. Click on
any item in the tree to see its details appear in the 'Details' panel to the
right. The Preview' panel might also change to show you how the item
you have clicked on will look in your online store.

There are two other main tabs:

e The 'Design' tab is where you can change the look and feel of
your store pages.

e The 'Orders' tab is where you manage and process the orders
received at the store.

These are both discussed later.

You will also see the 'Quick Start Tutorial'.

The Content Tree

The content tree runs down the

: Content Tree
left-hand side of the screen. WS

izn]Home |
[E] More Pages
=] @ Online Catalogue
=] Books
e Greak Expectz

size and color @ Pride and Prej
. &) Far From The
when you click on an item in the = |E| Clothing

tree, iLs detalls appear Lo Lhe right.

Editing & Previewing

agsic tale of love, crime and des You can make a change to any
setting and then click "Apply' to see

the effes The results will appear in
the preview window. Te see what the
entire site looks like laid out in web
Lipa pages, click the [ butten on the

toolbar.

3 Apply changes i Later you'll see how to change the

ook and feel of the pages.
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The image shown above is for Actinic Catalog. The quick start tutorial
looks different in Actinic Business and Actinic Designer.

The quick start tutorial is a step by step guide to the main features in the
software. Use the arrows at the top right to navigate through the panel.

Exercise - Changing Panel Sizes

This exercise will show you how to change the size of the panels in
Actinic.

1. Move your mouse to the bottom of the Preview panel (which
is displaying the current page preview).

2. Now move your mouse down slowly into the bottom panel.
As the cursor crosses into the bottom panel it should change

to look like this:

2
=

3. When that happens, click and drag with your mouse to re-
size the panels.

4. Now go to 'Window' menu and select 'Restore Initial View
Layout'.

i Wi He

g Content Tree
. Page Freview
=

Page Details - Home

Restore Initial Yiew Layout

Chrl4+5hift+0

Deesign
Orders Ctr+E
Standard Toolbar

Stakus Bar

5. This put the panels back to their original sizes.

Exercise - Rearranging the Panels in Actinic

This exercise will completely change the arrangement of the panels
within Actinic. Whenever you get into difficulty and don't know how to
fix it, don't forget you can always go to 'Window | Restore Initial
Window Layout'.

1. Click on the title bar above the content tree and click and
hold with the left mouse button.

2. Drag the mouse to the right-hand edge of the Actinic
window - as far as it will go. As soon as the outline snaps
into a vertical column, you can release the mouse.

The content tree should now be down the right-hand side.
3. Now click and drag the title bar of the 'Details’ panel.

4. Move the mouse cursor onto the title bar of the Page
Preview' panel. You should a tab shape appear at the bottom
left of the outline.

8 e Getting Started

Getting Started Guide



i Page Details -

5. Assoon as that happens, release the mouse button.

6. The Details panel should now appear 'on top of' the Preview
panel, with tabs at the bottom left to move between the two

panels.

More Information - Getting Help With Actinic

The main Actinic help file can be accessed by going to the 'Help' menu
and selecting 'Help Topics'.

E? ActinicMainHelp

B
Hide Print  Options

Lontents !\ﬁdex | Search|

= l:@ Getting Started ~
B} The Main Help File
E Installation

2] The Main Actinic Di:
2] Previewing the Qrlir
E Clozing Actinic

E Site Directories

[2] ihat Is The Quick. !
[2] Changing The Layor
E K.eyboard Shartcuts
E Making Changes in.
[2] Use Parent

= @ Pioducts

2] Q Product Options

[ @ Sections

) Q Brochure Pages & Fragn
[+ Q Business Settings

) Q Shipping and H andling
2] 9 Online Payments "

The Main Help File

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

Alernatively, click the 'Index’ tab to see the contents
listed alphabetically, or go to the 'Search’ tab to
search for some keywards,

Don't forget that you can click the '?' at the top of
any of the Actinic windows and then click in a field
{ar press F1 whilst in the field} to bring up some help

< >

about that field.

&)

Use the 'Contents' tab of the help to browse by topic. Alternatively, use
the 'Index’ or the 'Search' to locate key words or phrases.

In addition, click on the question mark - @ - at the top right of the Details
panel, or any of the windows within Actinic, and then click in a field.
You will be shown a little piece of help about the field.

Getting Started Guide
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Previewing

Each separate section (and each brochure page) in the store will
eventually become a single web page in your online store.

The Preview panel shows you what the page you have selected in the
content tree will look like online. If you are finding the panel too small,
or you would like experience more of how your customers will see the
site, you can always do a preview. This allows you to check out your
store design in a web browser.

There are two ways to preview

® Page Preview - Opens only the current page in a web browser.
To do this, click the [Bk button on the toolbar, go to 'Web |
Offline Page Preview' or press [Ctrl + A] on your keyboard.

e  Full Site Preview - Previews all the brochure pages and section
pages in your store, showing you how it all fits together. To do

this, click the = button on the toolbar, go to 'Web | Offline
Preview' or press [Ctrl + W] on your keyboard.

Exercise - Previewing

This exercise will step you through the two different kinds of
previewing.

1. Make sure you are on the Content tab.

2. Click on any section (or brochure page) in the store and click
the BB button on the toolbar. Make sure you click the one
with the single page on the icon and not the double page.

3. This will display your page in your normal web browser.

4. Now go back to Actinic and click the ZH button on the
toolbar.

5. Navigate through the sections in your store (using the links
provided) to view them.

10 o Getting Started Getting Started Guide



6.

Try adding something to the cart. You should get a warning
message. This is because you cannot test store functionality
with a preview - only store appearance.

Exercise - Previewing Other Pages

This exercise will show you how to preview pages that are not in your
content tree.

1.
2.

Go to the Design tab.

Locate the 'Select Page Type' drop down just above the
preview panel on this tab.

WEwr

Type |Content Page © | II

Site Map ~
Terms And Conditions

Add To Cart Confirmation
Shopping Cart.
Checkout Page 0O

Checkout Page 1
Checkout Page 2 o

Select a page other than 'Content Page'. The page you select
will appear in the preview panel.

You can then click the B button to see how this page will
look in a web browser.

If you are previewing a shopping cart or checkout page within a preview
page, it will contain some example data.

More Information - The Design Tab

The preview panel on the Design tab is different from the one on the
Content tab as it is interactive. You can click on something in the
preview, and the HTML code for that item will appear in the 'Layout
Code' panel at the bottom of the tab.

For more information about using the Design tab, please see the chapter
called "The Design Tab" on page 66.

Getting Started Guide
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Products

The whole of Actinic is effectively geared around the presentation and
promotion of your products. Consequently there are many options
within Actinic that change how your products look and work. With
Actinic you can (among other thing):

¢ Enter a stock level for a product.

® (Create an extended information window, containing a larger
image and/or a longer description.

e  Set whether the product price is shown including or excluding
tax.

e  Set whether a downloadable file will be available to customers
who buy a product.

®  Setup alist of related items that will appear underneath a
product.

* and many more...
Within the content tree products look like this: L

If there is a '+' next to the product, it is because that product contains
options such as 'size' or 'colour’ etc.

Try clicking on some of the example products that are in Actinic, and
look at the tabs in the Details panel to see the sort of things you can
configure on a product.

Don't forget you can get information about a setting by clicking on the @
at the right of the Details panel title bar and then clicking in a setting.

Exercise - Adding a New Product

1. Right-click on the 'Homeware' section in the content tree.

2. On the right-click menu, select 'New Product'.

= kritted Sweater
=

e @ 1 Copy ChrHC
& Em‘ Offline Page Preview Chrl+a
3 Stati  Mew Fragment Chrl+M

Best  New Section Chrl+5

Mew|  New Sub-Section  Shift+Chles | HOmew

Cut Chrl4i tnas | D
Delete Del
Find Corl+F H
Page Title:
Shanninn b

3. In the 'Short Description' field, enter 'Running Shoes'.
4. In the 'Price' field, enter '50.00'.

5. In the 'Full Description' field enter 'Pair of lightweight
running shoes'.

6. Inthe Tmage' field click 'Browse'. You need to be in the 'Sitel'
folder. If you are not there, browse to the 'Actinic
v8\Sites\Sitel' folder on your PC.

12 e Getting Started
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7. Select 'x-sneakers.jpg' from the 'Sitel' folder.

Digital Download Links Marketing Properties Layout
General Details Prompts Prices Discounts Stack Extended Information
Reference:

Short Description: | Running Shoes

Price: 50.00| Use Prices Tab

Full Description:

Pair of ightweight running shoes

Image: wsneakers.jpg [ Hide on ‘web Site
Thumbnail Can Be Didered Online

Category:  Standard -

8. Switch to the 'Layout' tab and change the 'Price Layout' to
'Standard Tax Inclusive Price'.

9. Click the 'Apply Changes' button.

Your new product will appear in the content tree and also in the preview
panel.

Exercise - Formatting Text

This exercise will show you how to change the appearance of the text in
your product description.

1. Highlight the text running shoes' within the 'Full
Description' field of your new product.

2. Press the I button on the toolbar at the top of the details
panel.

3. Click 'Apply Changes'.

4. This will make the text 'Tunning shoes' appear bold in the
preview.

Feel free to experiment with the other text formatting options on the
toolbar to see what effect they have.

Exercise - Extended Information Windows

This exercise will add an extended information window to your 'running
shoes' product.

1. Switch to the 'Extended Information' tab.

2. Select 'Generate Pop Up Page'.

3. In the 'Image' field, just select 'x-sneakers.jpg’ again.
4

In the 'Text' field enter 'This is a longer description for the
running shoes'.

5. Under 'Display By, click 'Text Link'. In the 'Link Text' field
type 'More Info...".

6. Click 'Apply Changes'.

This change has created an additional 'extended information' page that
will be opened in a pop-up window when you click the 'More Info' text
on your running shoes product in the preview.

In order to see the effect this change has made, you will need to:

Getting Started Guide
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7. Do a full store preview by clicking the E button on the
toolbar.

8. Then browse to your running shoes, which are currently in
the 'Homeware' section.

9. When you get there, click the More Info..." link.

7 file: /! - My Company Homeware - Mozilla Firefox g@g\

Running Shoes

This is & longer description for the running
shoes

Done

More Information - Other Product Settings

If you want to ask a general question when people buy this product, then
enter the question within the 'Other Info' field on the 'Prompts' tab. You
can also add a date-related question here such as 'When would you like
the flowers delivered?'.

Wwhiat name would you like on the gift tag?

Use the 'Product Layout' field in the 'Layout' tab to try alternative layouts
for this product. If you want a more compact layout, try the 'No Image
No Description Laid Out In Single Line' layout. Feel free to experiment
with the different layouts there to see the effect they have. Change it back
to 'Use Parent' if you want to put it back to the way it was.

There is more information on choosing layouts in “Choosing Alternative
Layouts” on page 62.

It is also possible to import a whole load of products in one go from a
spreadsheet with an Tmport'. This is described in the main help in the
section called Tmporting'.

14 o Getting Started Getting Started Guide



Sections

You can use sections to organise your products into separate pages - a
section becomes a web page in the online store. You can create sections
within other sections to create a store hierarchy - and Actinic will
automatically create a link from one section to another.

Exercise - Adding a New Section

This exercise will add a new section to the store, and place your new
'Running Shoes' product within it.

1. Right-click on the 'Clothing' section and select 'New Section'.

Far From The Madd\n:
= . Copy cm+c tions
]
+ f Offline Page Preview  Chri4+a
2
5 f Mew Fragment Chrl+M
=3 v chion
é e Sub-Section Shift+Ctrl+5
& e e Product Chel+P s - Clothi
e \
Cut Chrl+x
= o ) |
= 3 Delete Del Settings
Bt Find Chri+F
PromuCe Feage 1A
Page Title:

Note: If you select New Sub-Section', it creates the section within the
current section.

2. Enter a name of 'Sportswear' and a description of 'A great
range of sports clothes'.

3. Click 'Apply Changes'.

General | Page Settings | Details | Extended Information | Layout
Mame: | Sportswear
Description:
A& great range of sports clothes
[[]Hide on web Site Category  Standard -
[[] Exclude from Frongle D ata Feed
Lol bl i ke b

Your new section has been created in the content tree. The description is
used in the link to the section on the store front page (visible by clicking
on the green 'Online Catalog' icon in the content tree).

You are now going to drag and drop your 'Running Shoes' product into
the new 'Sportswear' section.

4. In the content tree click on the 'Running Shoes' product and
hold the mouse button down.

5. Keeping the mouse button held down, drag the mouse
cursor into the 'Sportswear' section.

6. Release the mouse button. The running shoes product should
now be in the 'Sportswear' section.

Getting Started Guide

Getting Started o 15



= Sportswear
ﬁ}- Running Shoes

Heraciu o,

Exercise - Optimising A Section

This section will show you how to use the 'Shopping Mode' feature -
which controls how products in a section behave when they are added to
the shopping cart.

You will also see a few search-engine optimisation features.

1. Go to your 'Sportswear' section and go to the 'Page Settings'
tab.

2. Change the Page Name' field to 'sports-clothing.html' (all
lower case).

3. In the 'Page Title' field enter 'Sportswear: Sports clothing,
tracksuits, running shoes'.

4. Click 'Apply Changes'.
These two changes will help your page to be more visible to search
engines.
The next change will remove the 'Quantity’ field from the HTML page.

5. Under 'Shopping Mode' (on this tab) de-select the 'Use
Parent Settings' checkbox and select 'Quantity in Shopping
Cart'.

6. Click 'Apply Changes'.

Page Mame: spaitz-clothing.himl
Page Title: Sportswear: Sports clothing, tracksuits, running shoes

Shopping Mode

[JUse Parent Settings O Quantity on Product Page
() Quantiy on Confirmation Page
() Quantity in Shopping Cart

Online customers will now enter the quantity of products their require
once they have added product to the shopping cart.

16 e Getting Started Getting Started Guide



Product Options

There are many different ways to add options to a product. Here are
some examples:

A simple range of colour options

A range of colour options where each colour is individually
stock monitored

A range of size and colour options
An extra add-on that costs extra

A range of options where each choice costs a different
amount

All the above are possible with Actinic, although it is not possible to
demonstrate them all in this guide. Options are created using the
following elements in the content tree:

[ H
Attributes - E=l - These are characteristics of a product that
can vary such as 'style’, length’, 'size’, etc.

Choices - 123 - These are individual options within an
attribute.

Components - # - These allow you to create more
sophisticated options such as an optional extra (that costs
money) or a range of options where each option is a different
price.

Exercise - Creating Simple Choices

This exercise will allow you to create a range of simple size choices for
your running shoes.

1.
2.
3.

Right-click on your running shoes and select 'New Attribute'
Give it a name of 'Size' and click 'Apply Changes'.

Now right-click on your 'Size' attribute and select New
Choice'.

T |

= Sportsuwear ” m More Pages

= @ Running Shoes . " " 4
CH : Attribute Details - Si|
] EEE #
= Homeware Copy Chrl+C
+ ﬁ Teapot CFffline Page Preview Chrl+4
- §) Setof Gl
= Computers Hew Component Chrl+0
-2 stationery Hew Attribute Chrb+1
Best Sellers 5
New Product
Chrl+¥ 5
Delste Del
1
Find Chrl+F

(- 5

Enter a name of '8' and click 'Apply Changes'.

Now repeat this process to create some more choices for '9',
'10', '11', and '"12". You can use drag and drop to rearrange the
choices if necessary.

Getting Started Guide
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oSl
= Sportswear

By default, choices appear as a drop down list in your store. If you
wanted to change your choices to radio buttons, you can select an
alternative layout within the 'Layout' tab of the 'Size' attribute.

Exercise - Choice-Dependent Pricing

This exercise will add a new option to the running shoes of 'In-soles'.
When customers purchase the shoes, they will be able to choose whether
they want an in-sole or not, and which type they want - with each one
being a different cost.

Before you can create the new option, you need to put the 'Size' attribute
within a component.

1. Right-click on the 'Size' attribute and select 'Cut'. You will
put it back in a moment.

2. Right-click on the 'Running Shoes' product and select New
Component'.

In the 'Name' field enter 'Selection'.
Delete the value in the HTML for Name' field.
Click 'Apply Changes'

S

Right-click on your new 'Selection' component in the content
tree and select 'Paste’.

= g;ortswear ” = Maore Pages
=8 Running Shoes

o i Component Details - Sele
Selection £

= Homeware Copy ChrkC
+- ) Teapot
+-@f) Set of Glasses
e Computers Offline Page Preview Ctri+a
H Statluniry Mews Component Chrl+o F
Best Sellers Mew Attribute cokr P
Mew Products
Cut Chrkex
Delete el =
B
Find CrkF
[TTCEmpanent &5 Separate O
[11s Dptional

Your 'Size' attribute is effectively back to how it was before, but you can
now add more components to the 'Running Shoes' product.

7. Right-click on the 'Selection' component and select New
Component'.

8. Give the component a name of 'In-Soles'.

9. Select 'Is Optional' and click 'Apply Changes'.
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10.

11.
12.

13.

14.
15.

16.

Component Dietails:
Companent Name:| In-Soles
HTHML for Mame: | |n-Sales

1 rs Associated Product
>

Luantity Used:

None -
[[] Component &5 Separate Order Lins { !

15 Optional  [] Selected by Default

Right-click on the new 'In-Soles' component and select 'New
Attribute'.

Give it a name of 'Type'.

Click 'Apply Changes' and create two choices within the
'Type' attribute called 'Basic' and 'Super'.

+ ‘__J FTTILLETT SIATELET
= Spartswear
=i Running Shoes
= @.@ Selection
= Size
123 &
123 9
123 10
123 11
123 12
= {a.@ In-Soles
= Type
123 Basic
123 Sl
= 'E:‘ Hormewware:

Go back to the 'In-Soles' component and select 'Include None
in Attribute Choice List'.

Now switch to the 'Permutations' tab and click 'Fill List'.

In the 'Price’ column next to 'Super' enter '5.00" and click
'Apply Changes'.

Type Walid PFricing Price Praduct,
|: B asic Override 1] UD|[None] Toggle Vald
>| Super Overide 5 UD|[None]

< >

Now change to the 'Layout' tab of the component and change
the 'Component Layout' setting to '‘Component Layout With
Selectable Permutations'.

This layout includes the prices of the permutations within the drop down

list.

17.

Click 'Apply Changes' to see the effect.

Getting Started Guide
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Size

O |

In-Soles Type

More Information - Associated Products

The 'Product’ column in the 'Permutations’ grid (and the 'Associated
Product' fields in the 'General' tab) are used to associate products in the
store with options. This means you can keep track of the stock levels of
choices by associating each choice with a stock-monitored product in the
store.

You can read more about associated products in the main help in the
section called 'Product Options'.
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Brochure Pages

Brochure pages are optional information pages you can include with
your store pages such as 'Special Offers', 'Latest News' etc.

There are two example brochure pages supplied with Actinic - 'Home'
and 'More Pages'. You will find these at the top of the content tree. In the
preview, you will see a list of the brochure pages in the sidebar.

Brochure pages cannot contain products, but they can contain
'Fragments' - which are information items on a page. Sections can also
include fragments.

Exercise - Creating A Brochure Page

This will create a new 'How To Find Us' page in your store, and include
an example information item within it.

1. Right-click on the 'Home' page at the top of the content tree
and select 'New Brochure Page'.

2. Inthe 'Name' field enter 'How To Find Us'.

3. In the 'Button Image' field click 'Browse' and locate
‘button_brochure_location.gif' in your 'Sitel’ folder.

4. In the 'Button Rollover Image' field click 'Browse' and locate

‘button_brochure_location_highlight.gif' in your 'Sitel'
folder.

These images are not used in the default Actinic store layout, but they
will be visible in other layouts.

5. Click 'Apply Changes'.

General | page Settings || Layout

MName: How To Find Us

Button Image: button_brochure_location. gif

Browse..
Browse..

Button Rollover Image: | button_brochure_location_highlight.gif
Meta Kepwards:

Meta Description:

] Hide on the Web Site

Categany: Standard

This has created a new page in the content tree.
You are now ready to include a fragment into the page.

1. Right-click on your new 'How To Find Us' page and select
'New Fragment'.

2. In the 'Fragment Title' field enter 'How To Find Us'.
3. Inthe 'Text' field enter 'Here is how to find our offices...."
4. Change to the 'Layout' tab and change the 'Fragment Layout'

to 'Headline Fragment Layout'.
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- Fragment

Fragment Layout Headline Fragment Layout =
Use Parent (=Fragment Layout Using C55) ~
Fragment Layout Using C55

| Headline Fr: 3 E
Image On Left OF Text And Title
Image And Title

Image Only
Image To The Left OF Text
Fragment Layout Image To The Right OF Text
Image On Right OF Text And Title
Layout For your Fragments Text And Titie -

Wariable name is "FragmentLayout”

5. Click 'Apply Changes'.

If you have a suitable image to use for e.g. a map then you can always
select it in the 'Image' field in the 'General' tab.

More Information - Links

If you are creating a fragment that refers to a product or a section in the
store, you can use the 'Links' tab to create a link to that item. Then just
include [LINK] in the 'Text' field, where you want the link to appear.
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Uploading Your Store

In order to really see your store in action, you need to upload it to a
website. This will publish your website to the internet, and you will be
able to use the search, shopping cart and checkout functionality, and
place test orders.

Exercise - Uploading a Trial Copy of Actinic

If you are using a trial version of Actinic, which has been pre-configured
to work with a specific site, it is simple to upload it to the internet.

1. Press the blue up arrow (*) on the toolbar (or go to 'Web |
Update Website').

2. You will be prompted to enter a username and password.

3. If you do not have a username and password then you will
need to register for one online.

¢ (Click on the 'To Apply For A New Account' link, and
follow instructions on the website.

¢ Once you have supplied the required information and
received a username and password, enter the username
and password into the fields provided in Actinic.

4. The upload should then continue.

Check and Send Files

-f Checking HTHML pages...
-’ Checking catalog. .

J Checking search indices.
~ Reviewing files...

-f Sending base files...
J Purging files.

Sending catalog files...

Sending: signature. htrl

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.

One the upload is completed, click the @ button on the toolbar (or go to
‘Web | Browse Website') to view your store online.

More Information - Uploading Actinic To Your
Own Website

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.
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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 on the 'home' brochure page.

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'.

This wizard will step you through the Catalog netwark,
configuration process. This may take a few minutes,
but thiz wizard iz designed to be az simple as possible.
Catalog will make every attempt to automate the
configuration. If you have ta manually establish your
Internet connection, please do sa befare continuing

[[] Canfigure Mew Netwark Settings. If this boxis
unchecked, the wizard will start with pour current ;
settings, :

[] Canfirm Each Setting. If this bax is unchecked,
settings that can be automatically derived and
confimed are hidden,

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.

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

From now on, simply click the 2 button on the toolbar to upload your
store.

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

Business Settings

'Settings | Business Settings' is where you can enter details about your
company and how you do business.

Business Settings E]E|
Tax Shipping and Handling Temns and Conditions
Compary/Contact | Oplions Oidering Order Processing || Payment and Security
Caompany
Name.fm | Customer Service Mumber.
Address Registration Information
:My Strest Tax 1 Description: My‘VA.T F\egistra‘fion“ﬂumbel
[ j Tax 1 Mumber:
My Town Tax 2 Description; |
Tax 2 Mumber:
Post Code: | Credt Card Company Ref: | My Merchant 4/C Number
Country United Kingdom -
Contact :
Nare: by E_ontacl Title:
Job Title My Job Tite
Phone Mumber: M}' Phane Number Fax Number,
Email Address, | TouN ame@YourtampamyEmai\.co Web Site Address: www.‘Your‘ComDam;S erver.com

[ kK ] [ Cancel ] [ Apply ] [ Help ]

You can also set up how you take payments and charge postage, and
these are discussed in later chapters.

It is essential to communicate clearly with your customers on the site
about who you are, where you are based, how long it's going to take to
fulfil orders etc. This builds trust in your potential customers, and makes
them feel more comfortable about placing an order with you. It also helps
set expectations of customers about delivery times etc. to maintain
customer satisfaction levels.

Actinic's main way of communicating all this information is via an online
'Terms and Conditions' page. This is linked to from every page, including
the checkout, and contains all the information about who you are and
how you do business. Contact information is also included on the online
receipt, and all emails and reports generated by Actinic.
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Exercise - Entering Company Contact Data

This exercise will show you where to enter your company details into
Actinic, and also enter information into an online terms and conditions

page.
1. Go to 'Settings | Business Settings' or click the @ icon on the
toolbar. Make sure you are on the 'Company/Contact' tab.

2. In the 'Name' field, enter your company name.

3. Inthe'Address' and Post Code' fields, enter your address.

Compary

Name: | Smith and Sons LCustome|
Addiess Registral
38 High Street Tax1D

Tax 1N

Anytawn Tax 2D

Tax 2N

Post Code: | ANT 144 Credit Carl

Country United Kingdom -

4. In the 'Contact' area at the bottom, enter your name into the
'Name' field.

5. You can delete whatever is in the 'Job Title' field - or change
it to suit your requirements.

6. Enter a phone number in the Phone Number' field and an
email address in the 'Email Address' field. You can also enter
a telephone number into the 'Customer Service Number'
field at the top.

7. Enter your website address into the 'Web Site Address' field.
8. (Click 'Apply'".
Now you have entered some company details, you can enter some terms
and conditions information.

9. Change to the Terms and Conditions' tab.

10. In the 'Delivery Schedule' tab, change 'We deliver your order
right away' to 'Where possible, we will always ship orders
the same day they are received'.

Credit Card 5 ecurity Guarantes Reaching Us
AboutUs | Making a Purchase | Shipping + Hardin

where possible, we will akways ship orders the same day th
received in under <days> days.

11. Feel free to make any other changes to the text in the tabs.
You can now check the results in the preview.

12. Go to 'Web | Offline Preview' or click the button in the
toolbar. Make sure you are previewing the whole store and
not just the current page.

26 e Running an Online Business Getting Started Guide



13. Click the 'Terms & Conds' button (or 'Terms' or 'Info’ or
whatever it is called in the theme you are using) to check out
your changes.

Exercise - Tax

In 'Business Settings' you also set up how you want to calculate tax at
your online store.

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

2. Change the 'Tax 1 Description' field to read 'VAT Number'
(or equivalent if you charge an alternative type of tax e.g.
‘Sales Tax #').

3. Inthe 'Tax 1 Number' field, enter your company tax
registration number.

4. Click 'Apply'.
Now change to the 'Tax' tab.
5. On the tax tab click the 'Simple' option at the top of the tab.

®3Eimple O Adyanced
Tares
Include Tax 1

Description: | WAT

2 W

Messzage: WAT payable on European Union orders, M
Rate: 17.5000 R
[ &llows E xemption

Prompt Pr

This changes tax calculation to 'Simple' mode, where everyone is charged
the same tax, no matter who they are or where they are ordering from.

6. Now change back to 'Advanced' mode.

'Advanced' mode is where tax is charged according to where customers
are ordering from.

You usually do not have to change a great deal here. If you want to
change the standard tax rate being charged do the following:

7. Locate the 'Tax Rates' grid at the top right of the tab.

8. Change the value in the 'Rate’ field to the rate you want to
use.

To find out more about configuring tax, look at the chapter called 'Setting
Up Tax', within the 'Business Settings' section in the main help.

More Information - Advice On Selling

The key thing to realise about selling online is that the most important
aspect of it is how you communicate with your customers - both on the
site as they customers are browsing, and also after the order has been
placed. A lack of postal address for your company, or unclear
information about delivery times will lose you more orders than a design
element that is slightly out of alignment. So take the time to get your
terms and conditions right, before getting into the more technical aspects
of the Actinic store.
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Taking Payments

Actinic offers a wide range of options for you to take payment from your
customers.

If you have an existing offline business, and already have the ability to
take credit card numbers, then you may just need a way to take credit
card numbers securely from your online customers. Actinic offers two
main options for security that both involve SSL - a method for sending
information securely over the internet. If you want, you can purchase
your own 'SSL certificate' for your site, and Actinic will work with it. You
might want to talk to your web hosting company about this.
Alternatively, Actinic (and others) offer a 'Shared SSL' service that will
allow you to take credit card numbers securely for an annual fee without
needing your own SSL certificate.

However, if you are a new business you will need a third-party to
process the payments for you, as well as receive the credit card numbers.
These companies are known as 'Payment Service Providers' and Actinic
is integrated with a large number of them.

Exercise - Changing How You Accept Payment

This exercise will show you how to add a new basic payment method to
Actinic, and also show you how to change how Actinic takes credit cards.

1. Go to 'Business Settings | Payment and Security'.
2. Click the '+' at the top left of the main grid.

3. Inthe new row created select 'Cash On Delivery' in the
Payment Method' column.

Payment tethod web Sij
b= | Credit card detalls captured for la... [ Credit Cf
B | Credit card detalls sent separately | Credit Cf
M| Irrvoice with order Invoice

|: Cazh an delivery * [Cash On

Cheque on deliven
Invoice and papment delivery

Payment on account

This has now added 'Cash On Delivery' as a payment method in your
store. If you want to remove it, right-click on the grid and select 'Delete
Row'.

Next, you will make a change that will mean that all customers will be
required to enter the last three digits on their signature strip when they
enter their card details at the store.

1. Highlight 'Credit card details captured for later processing'
in the grid (it is usually the top one) and click the 'Configure
Method' button.

2. In the grid at the bottom, select 'CVV2' for all payment
methods shown.
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Credit Cards Accepted:

Narmne lssue | CWW2 | CWV2Di.  Startd..
| Mastercard [H] 3 ]
| visa m| 3 0
| Switch 3
B | Switch Wwith Mo lssue Number | [] I} K]

3. Click 'OK".

Exercise - Adding a PSP

This exercise will add a new Payment Service Provider to the list of
payment methods offered by the store.
1. Inthe Payment and Security' tab, click the '+' at the top left
of the grid and from the list provided in the new row, select
'WorldPay'.

You could select any of the PSPs in the list. WorldPay is just used here for

illustration.

2. Change the 'Web Site Description' field in the grid to read
'Online Payment with WorldPay'. This changes what is
shown to your customers online.

3. Click the 'Configure Method' button.

Payment Service Provider Configuration E]E|

‘wieh site description: | nline Payment with \worldPay
Pravider .W;o.rl;:IPay
Merchant
1]

Secret Key

Confirm Key

Operation

() Run in production mode
(%) Alun in test mode
Transaction

(%) Pre-authorise transactions

() Charge transactions immediately

Information and Registration

This is where you will enter your account information once you have
registered with the PSP.

4. Click 'OK'".

You might now want to remove the PSP from the list of payment
methods.

More Information - Finding Out About PSPs

The Actinic web sites (http://www.actinic.com/ and

http:/ /www.actinic.co.uk/) contain a list of the payment service
providers (also known as '‘payment gateways') that work with Actinic. It
is worth shopping around to see who can offer the best deal. Most PSPs
will take a percentage of the transaction value, but some also offer a fixed
cost per transaction (worthwhile if you sell a lot of high-value goods).
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Shipping Charges

Actinic allows you to charge your customers for shipping their order to
them. There are two approaches to charging for shipping:

Use a simple rate that is easy for customers to understand.
You could base this on how many products the customer has
bought, or base it on the value of the order.

Use a more sophisticated calculation system that works out
more precisely what the order will cost to ship, and passes
that cost onto the customer.

However you want to charge shipping, Actinic has a range of tools to
meet your needs.

Exercise - Adding A Shipping Class

This exercise will add a new shipping class to the ones offered by your
store. It will charge a set amount per item ordered.

1.

Go to 'Business Settings' and change to the 'Shipping and
Handling' tab.

Under 'Calculation Basis' (down the left hand side) change it
to 'Total Quantity'.

Shipping | Handling
Calculation basis

O Simple

() Total weight

[Free over

You will always be able to change it back to 'Total Weight' (the default)
after trying this exercise.

3.

Right-click on the 'UK' shipping zone (in the white box in the
middle of this tab) and select 'Add Class' and then 'New
Class'.

In the 'Name' field enter 'Test Rate'. You can leave the
'Description' field blank.

Click 'OK'.
Now with your 'Test Rate' shipping charge selected go to the
grid to the right and click the '+' at the top left of the grid.

In the new row created, enter '1' in the 'Quantity’ column and
'0.75" in the 'Cost' column.
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Shipping bands

@ ByZone O ByClass E] Quantity Cost
K 5 [r—

Test Fate
Second Class Post
First Class Post

+- North America
+- Rest of EU

Excess

(@ Don't allow excess

() Take the highest value in the table
() Increment highest value in table by

per

8. Now click the '+' again and in the new row enter '2' in the
'Quantity’ column' and '1.50" in the 'Cost' column.

9. Now go to the 'Excess' area below the grid. Select 'Increment
the highest value in the table' and in the top box enter '0.50'
and in the bottom box enter '1'.

These settings you have entered will charge 0.75 for the first product,
then another 0.75 for the second product, and then 0.50 for each product
after that.

Exercise - Exempting Products From Shipping
Charges
It is simple to prevent certain products from incurring shipping charges.

1. Go to 'Business Settings | Shipping and Handling' and set
the 'Calculation Basis' to 'Total Weight'. It way be set as this
already.

2. Select the 'Test Rate' rate in the white area in the middle.

3. In the grid to the right, click the '+" at the top left to create a
new row.

4. Leave the 'Weight' field as '0.00" and the 'Cost’ field as '0.00'".

5. Click 'OK' to close 'Business Settings' and then click on a
product in the content tree.

6. In the 'Details' tab of the product enter '0.00' in the 'Weight'
field at the bottom left.

Shipping Details
Wwieight in kg 0

Now whenever anyone buys this product, Actinic will see the weight as
being '0' and so it will give it a free shipping charge.

More Information - Issues Around Shipping

Whoever you choose to ship your products with, make sure they have a
clearly detailed procedure for handling lost items, and also for tracking
parcels. This just means you can deal with any complaints about lost
orders as quickly and as efficiently as possible.
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Marketing and Promotion

Best Sellers and New Products

‘Best Seller Lists' and 'New Products Lists' are list of products that can
appear on every page (or just on specific pages) to promote certain
products to your customers.

Best sellers lists work out the best selling products from the orders that
have been received, and display them as a list in the store. The best
selling items in your store are the ones that most people will come to
your site to buy, so by displaying them prominently in your store you
will help customers find them more quickly, which will hopefully turn
into more new orders.

New products lists are made up of the newest items that have been
added to the store. It is important to keep displaying your newest
product lines as this keeps your store content current and up to date and
hopefully gives customers a reason to keep coming back to your store.

By default in the example Actinic store there is a new products list in the
sidebar of every page, and also on the brochure home page.

Exercise - Adding A Best Sellers List
This exercise will add a 'Best Sellers' list to your store pages.
1. Go to Marketing | Best Sellers'.
The list is already enabled, and may already have some products within
it.
2. Click 'Generate Now'.
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Enabled
Murmnber of Products in Lists 6
Period of Sales to Process :
® Include Sales from Jast |30 | Daps
O Include Sales from ~ | to

Auto-Generate List on Upload

(&) Every ‘.1 1 Days (O Every Upload O Newer

BestSellers List

Ord

F’rod]cl Lock 7'_\_

1 Pair of Casual Sh.. O
2|Kritted Sweater ]
3|Basic T 0
4 [Pride and Prejudice [m]
5|Box of Staples ] w
[ (u]: ] [ Apply ] [ Cancel ]

This will search through the demo orders that are in Actinic and work
out the best selling items from that.

3. Now click 'OK" and check out the site. You should see a best
seller list in the sidebar of every page, and also one on the
home page.

Best Selling Items

i Pair of Casual Shoes Knitted Sweater

H £60.00 o
H . This quality |+
P vintage-style ! |
: fostuearisnot | !

£30.00

Comfortable,
heavyweight
and durable -

to be missed thiz ane ater is

1 find out mare made from
H 100%

lambawn ol

ind out more

i Pride and Prejudice i Box of Staples

4. Now go to Marketing | New Product Listing'.

5. Click 'Generate Now'. The running shoes should be added to
the grid.

6. Click 'OK' and you should see the running shoes in the New
Products' list on the sidebar of each page.

New Products

Funning Shoes

£58.75

Fair of
lightweight
running shoes
find out mare

Exercise - Changing Where The Lists Appear

This exercise will allow you to control where the best sellers and new
products lists appear in the store.
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1. Go to 'Settings | Site Options' and change to the 'Layout' tab.

2. Find the 'Best Sellers List' sub-heading at the bottom of the
grid.

3. Change the Location For Best Sellers List' setting to 'Home
Page Only'".

4. Now under 'New Products List' change the 'Location for
New Products List' setting to 'Sidebar Only'.

= Best Sellers List
Best Seller Item Layvout (For Section Pages) Use Parent (=Full Best Seller Layout Using C55)
Best Seller List Layout {For Sidebars) Sidebar Best Sellers List
Eiest Sellers List Layout (For Section Pages) Full Best Sellers List
Lacation For Best Sellers List Hame Page Only
= Mew Products List
Location For Mew Products List Sidebar Only =]
Mew Products Item Layout {For Section Pages) Use Parent {=Eoth Sidebar and Home Page)
Mew Products List Layout (For Section Pages) Both Sidebar and Home Page
Mew Products List Layout For Sidebars) Home Page Onl vy

5. Click 'OK".

You should now have best sellers list appearing on the brochure home
page and the new products listing appearing in the sidebar of every

page.
Note: If you try and change the 'New Products List Layout (For Sidebars)'

or the 'Best Sellers List Layout (For Sidebars)' it doesn't change anything
in the default 'Executive' theme, but it will have an effect in other themes.

More Information - Fixing Items In the List

If you go to the grid at the bottom of 'Marketing | Best Sellers' or
‘Marketing | New Products Listing' you can click on any item in the list
and use the drop-down list to manually change it to a different item.

Using this method it is possible to manually configure the list if there
certain products you want to promote, or certain products you don't
want to promote. You can also click the 'Lock' checkbox to fix that
product in the list and let all the other products auto-generate around it.
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Related Item Lists and Also Bought Lists

As well as the best seller lists and the new products lists discussed in the
preceding chapter, it is also possible to display lists of products
underneath each product in the store. There are two types of these lists:

® Related Product lists - where you can configure a list of
other products that are related to a product, and then display
them on the online store with a link to the related product.

e Also Bought lists - (Actinic Business/Designer only) - these
are automatically worked out by Actinic. Actinic can take a
product in your store, then look at all the orders that include
that product, and then look at what else the customers order.
These then become a 'customers who bought this also
bought..." list underneath the product.

As well as appearing underneath products in the store, these lists can
also appear on the shopping cart page in the online store. That way,
customers can see some products that are related to the products that
they already have in their shopping cart.

Exercise - Creating a Related Products List

This exercise will include a related products list for the 'Basic T' product
in your store.

1. Go to 'Marketing | Related Products'.

2. Select 'Enabled'.

3. Click 'OK.".

4. Now go to the 'Basic T' product (within the 'Clothing’
section).

5. Go to the 'Marketing' tab and click the '+' at the top left of the
'Product Related Products' list.

6. In the row created, choose Premium T' from the drop-down
list.

This is an example of how you might use the related products list to
create an up-sell from one product to another.

7. Now click the '+' and this time select 'Pair of Sandals' from
the list.

Product Related Products List

Order Product

F

:

8. (Click 'Apply Changes' and check out your changes in the
preview.

Exercise - Also Bought Lists

Actinic Business/Designer only
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This exercise will generate 'customers who bought this also bought..." lists
into your store, and show you how to change the layout of them.

1. Go to Marketing | Also Bought...'

2. Select 'Enabled' and then select 'Generate Now'.

Also Bought List Generation

-f Generating Product Also Bought Lists

3. Click 'OK'
This will generate a list for nearly every product in the default store.
4. Go back to the 'Marketing' tab for the 'Basic T' product.

You should see that some products have been automatically added to the
list. These products will appear in a fairly standard numbered list by
default, but there is an alternative layout option.

5. Go to 'Settings | Site Options | Layout'.

6. Under the Product’ sub-heading, find the Product Also
Bought Item Layout' setting.

FIICE TayToT
Product Also Bought Ttem Layaout
Product Layout

Product List Layaut

Product Related Products Ttem Layout
Width OF Product List 500

=

7. Change this setting to 'Mini Also Bought Item' and click 'OK".

TISE FATENT (=0T arT Tax EXOISTvE FIEy

Mini Also Bought Item [E3)

Also Bought Ttem Wwith AR
e

This should include an image, price and description into the also bought
list for the 'Basic T'.

People who bought this item also bought:
Knitted Sweater

£30.00
Comfortable, heavyweight and dutable - this swe
find out mare

Pride and Prejudice

[“:’_:T‘ﬁ £4.00

13 Jane Austen's classic tale of infrigue, suspense an|

find out more
| !an!

The related items list also has an equivalent layout option.

More Information - Lists in the Shopping Cart

Once you enable either related item lists or also bought lists you will see
a list appearing in the online shopping cart underneath the grid of
products. These lists show the related products and also bought products
for the product that is currently in the shopping cart. If there is more than
one product in the shopping cart, then Actinic will merge all the related
products and also bought products into a single list.
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Mailing Lists

Actinic gives you the ability to easily extract your customers' contact
details out of Actinic. This information can then be imported into
emailing programs like Microsoft Outlook or GroupMail in order for you
to mail your customers with promotional material.

This feature can be found at 'Marketing | Mailing Lists'".

Marketing | Web Housekeeping Window  Hel

®

=Y Best Sellers... 2
[ Mew Product Listing. .. [
— Also Bought. .. —
e
Related Products... 3
Discounts and Surcharges Settings. .. E.
~ 2| Customer Groups..,

Produck Groups. ..

| Mailing Lists. .. N

Export Froogle Data Feed...

All versions of Actinic allow you to filter your customers' contact details
based on when they placed orders, and what the status of the order is.
Actinic Business/Designer customers can go further and filter the list
based on what products were ordered, where the customer is located and
how large the order was. With Actinic Business/Designer, you can also
print mailing list information onto labels and envelopes.

Exercise - Creating a Mailing List

This exercise will show you how to build a mailing list based on the three
example orders that are in the 'Orders’ tab in Actinic.

1. Go to 'Marketing | Mailing Lists'.

Mailing Lists Rx
Order Details Options Preview
Main | Select Products Product Search Location Lookup
Dates: Order Status:

(3 Order Placed (O Order Completed (O Order Recejved Ay
Eom [[]14 June 2005 v | (oo 2
To: 14 June 2006 | 235959 2

Fayment Status: I
Order Payment Status: iAn_\J B ] [AND) Purged

Include Address Details From:
Inyoice Sddress [ Delivery Addiess

[ Only Include Orders From Registered Customers Export Cugtomers

Fiter On keep Details Private’: Fiter On User Defined Fields:

() lgnare this setting [ User definable 1 Walue: [

(2 Include when ticked [[JUser definable 2 Value: | |
() Include when nat ticked [ User definable 2 Value, | 1

Filenarne: [:]

Format: ~ |

2. Under 'Order Status', de-select 'Completed' and select 'Any".
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3. In the 'From' field, make sure the date is somewhere before
May 25th 2006 - as that is when the three example orders
were created.

4. Make sure that 'Order Payment Status' is set to 'Any'.
5. Click the Preview List' button.

Preview:

E-mail Addiess Name Title Home Street
jacksmithi@yourcompanyem...  Jack Smith bdr Arywhere
janesmith@yourcompanyem... Jans Smith bdrs Anywhere
jsmith@yourcompanyemail.c... John Smith tdr Anywhere

This shows you the three sets of customer data that are ready to export.
6. In the 'Filename' field, enter 'export.csv'.
7. In the 'Format' field, select 'Standard Format'.
8. Click 'Export List'.

The file will be created in the 'Actinic v8' folder by default.

Actinic automatically removes any duplicate records, based on the email
address supplied with the order.

Exercise - Advanced Filtering
Actinic Business/Designer only

This exercise will show you how to filter the mailing list based on
whether customers have ordered the 'Knitted Sweater'.

1. Go to 'Marketing | Mailing Lists' and go to the 'Select
Products' tab.

2. (Click 'Get Products'.

3. Inthe tree, click the '+' next to 'Online Catalogue'. Then click
the '+' next to 'Clothing'.

4. Select the 'Knitted Sweater' checkbox.

2 O
-]

Online Catalogue
Books
Clathing

Shoes
Basic T
Prernium T

3

Homeveare
Computers
Stationery
Sportswear
Best Sellers
New Products

- - -

o o

5. Now go back to the 'Main' tab and make sure that the 'From'
field is set to sometime before May 25th 2006.

6. Finally, press the Preview list' button to update the list. It
should only contain Tack Smith'.

Filtering can also be done on location (in the 'Location Lookup' tab) and
order size (in the 'Order Details' tab).
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Order Level Discounts

Order-level discounts are available in all versions of Actinic, including
Actinic Catalog. They allow you to create discounts in the store that are
triggered by how much the customer has spent online. For example, you
can use this to create a discount that says "10% off all orders" or "£10 off
all orders over £75".

Exercise - Creating a Discount Based on Order
Value

This exercise will create a 'weekend sale' where all orders have 10% off
within a set time period.

1. Go to the 'Marketing' menu and then select 'Discounts and
Surcharges Settings...".

2. Go to the 'Order Level' tab (if you are not on it already).

3. Click the 'New' button at the right and enter a name for your
discount of 'Weekend Sale'.

Order Level | Cart Contents | Customer Pricing
Discounts:
Description:
weekend Sale

New Bemove

4. Change the 'Based On' field to 'Cart Value Including Default

Tax'.
5. Change Type' to 'Percentage'.

6. Inthe Triggers' grid click the '+ at the top left and enter a
value of '10' in the 'Percentage’ field.

7. Click 'Apply".

General | Restrictions

Properties:

Enabled  BasedOn:  CartValue Including Defau = T¥PE! Percentage
[ Requires Coupon Code:

Triggers

Cart Value Amaoint Percentage | Surcharge
|: 2000 oo | O ‘

This will put a discount on your store right away, so before you upload
and test this, you are going to restrict the discount to only being for this
weekend.

Getting Started Guide Marketing and Promotion e 39



8. Change to the 'Restrictions' tab (within the 'Order Level' tab).

9.

In the 'From!' field select the upcoming Saturday.

10. In the 'To' field select the upcoming Sunday.

[Drate Restrictions

alid From:
24/06/2008

Walid Until:
25/0B/2006  w

11. Click 'OK'

There will now be a 10% discount on all orders placed at your store for
the coming weekend.

Note: you may want to remove this discount if you are about to put your

store live!

Exercise - Credit Card Surcharges

This exercise will apply a surcharge to your store if a customer chooses to
pay via debit or credit card.

1.

Go to 'Marketing | Discounts and Surcharges Settings |
Order Level'

Select the 'Credit Card Surcharge Example' discount that
should already be in the list.

Make sure you are on the 'General' tab.

Select the 'Enabled' checkbox.

In the 'Triggers' grid, change the 'Percentage’ value from 2.0’
to 1.5

Discounts and Surcharges Settings @El

Order Lewsl | Cart Contents | Customer Pricing | Miscellaneous

Discounts:
General | Restrictions

Propetties

Description

[Credit Cart Surcharge Example

Mew Remove

[FlEnabled  Based O CattValue Excluding Tax = 1¥9%0 Percentage

[] Rreguires Coupon Code:

Triggers

B

Credit Cart Suicharge Ex
Mieekend Sale

[+ Catvaue | Amount sy | SeEmes
I 2001 £0.00 150 |
[ o J[ canced [ gk [ Heln |

Notice that the '‘Surcharge' box is selected. This means that the percentage
value here will be added to the order value.

6.
7.

Now change to the 'Restrictions' tab.

Notice that the 'Restricted to Payment Method' box is
selected, and the list contains 'Credit card details captured
for later processing'.
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If you wanted to select a different payment method (such as a PSP) you
can select an alternative one in the drop down list in the grid

8. Click 'OK".

You can now upload the store to test what effect this discount has online.

More Information - Restricting Discounts

In the exercise above you restricted a discount to a date range. You don't
have to set both the 'For' and 'To' fields - you can set one or the other if
you want to start a discount now and end it on a certain date, or start a
discount on a certain date and let it run indefinitely.

Additionally, if you are using Actinic Business/Designer, you will see in
the 'Restrictions' tab there is also a 'Restricted to Customer Group' grid. If
you wanted a discount only for your retail customers or for specific
customer groups you can use the grid to set it up.

Customer groups are discussed in a later chapter.
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Advanced Discounting

Actinic Business/Designer Only

As well as creating discounts based on order value, Actinic Business and
Actinic Designer allow you to create discounts that are based on the
items that are in the shopping cart. This allows you to set up discounts
such as '3 for the price of 2' and 'Buy any three books for 5.00'.

There is an example '3 for the price of 2' discount already set up in the
'Cart Contents' tab in 'Marketing | Discounts and Surcharges Settings'.

Also, you have the option to activate any of the discounts by customers
entering a specific coupon code online.

Exercise - Buy Both T-Shirts for 10.00

This exercise will create a new 'Fixed Price’ discount for the two t-shirt
products that are in the default database. The first thing you need to do is
tell Actinic that the two t-shirts are related to each other. This is done by
putting them both into a 'Product Group'.

1.
2.
3.

5.

Go to the 'Marketing' menu and select 'Product Groups'.

Click New' and enter a name of 'T-Shirts'.

Select the 'Basic T' product from the right-hand list and use
the '<' button to move it to the 'Members' list.

Do the same for the 'Premium T'.

Product Groups

Groups
Group Name:

Discounts...

BRemove

Froduct Assignments
Llnfis

|Basic T (5]

| Premium T [E]

Other Options

@

Unassigned Products -

17 inch Manitor [15)
19 inch Manitor [16)
21 inch Manitor [17)
Box of Paperclips [19)
Box of Pens [20)
Box of Staples [18)
Kritted Sweater [8)
Pair of Casual Shoes (9]
Pair of Sandals [10] |
Professional Computer Bundle [14]
Fiunning Shoes (4]

b ok 2 EE

]ProFEssionaI Computer Bundle (1‘.1)|
Teapat [11]

Seach

] @y Apply One Discount Online for This Group

Click the 'Discounts' button and click 'OK' on the message

that appears.

You should now be on the 'Cart Contents' tab within 'Discounts and
Surcharges Settings'.

6. Click 'New' and enter a discount name of 'T-Shirt Offer'.

7. Change 'Based On' to 'Quantity’.
8.

In the 'Trigger' field, enter 2'.
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9.

10.
11.

12.
13.
14.

15.

Change Product Group' to 'T-Shirts'.
Change 'Reward Type' to 'Fixed Price'.
In the 'Reward Amount' field enter '10.00".

General | Restrictions | Presentation

Properties:

[#]Enabled  Based On Cuantity - Triggen 2

[ Requires Coupon Code:

Product Group T-Shirts: -

Rewards:

Reward Type:  Fised price - Reward Amaunt: 1000

[] 0rly One Reward Per Order

Click 'Apply".
Change to the 'Presentation’ tab.

Enter the following text: 'Buy both t-shirts together for only
10.00'.

Click 'OK".

The 'Buy both t-shirts together...' message will appear underneath the
descriptions of both t-shirt products in the preview, and will also appear
in the shopping cart.

Exercise - Coupons

This exercise will set up a discount that is only triggered when customers
enter a coupon code online.

1.

Go to the 'Order Level' tab within 'Marketing | Discounts
and Surcharges Settings'.

Highlight the 'Weekend Sale' discount you created in the last
chapter.

If you don't have this discount set up, then highlight the 'Order
Adjustment Example' discount that is provided with the default database
and select 'Enabled'.

3.

4
5
6.
7
8

Select the 'Requires Coupon Code' box.
Enter a coupon code of '12345'".

Click 'Apply".

Now change to the 'Miscellaneous' tab.
Under 'Coupon Codes' select 'Store Pages'.
Click 'OK'

Coupons

If wou have a coupon for our shop
then erter i here:

Coupon Code

This should insert a coupon entry field into the sidebar of your store

design.
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More Information - Offering Products as
Rewards

One of the Reward Type' options you have in the 'Cart Contents' tab of
'Discounts and Surcharges Settings' is 'Money off extra product' and '%
off extra product'. These allow you to offer customers free/cheaper
product as part of a promotion.

The 'extra product' in question is any product from a specific product
group that you have set up in Actinic. If you want just to offer a specific
single product then you will need to create a product group that just
contains that one single product.
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Day to Day Administration

Retrieving Orders

To retrieve any orders placed at the store, click the green down arrow
(%) on the Actinic toolbar, or go to 'Operations | Retrieve Orders'.
Actinic will connect to your store and see if there are any orders on the
site waiting to be retrieved. It then downloads them and lists the orders
within the 'Orders' tab. You can view the details of an order by double-
clicking on it.

Some people check for new orders two or three times a day (or more). If
you are not expecting that many orders to be placed at your store, you
can just check your email inbox for 'New Catalog Order Received'
notification emails. This email is sent just after the first order is placed
after the most recent order download. You will then know there is at
least one order to download.

Note: You must select the 'Send me an Email When I Have an Order to
Download' checkbox in 'Business Settings | Ordering' to have this email
sent to you.

Exercise - Downloading and Viewing Orders

This exercise will show you how to download and view order details
with Actinic. You need to have placed some test orders on the site in
order to have anything to download.

1. Once you have placed one or more test orders at your Actinic
store, switch to the 'Orders' tab.

2. Click the green down arrow (i) on the toolbar.

3.  Your order should then be listed in the list on the 'Orders’
tab.

Eg Content ||[Bf Design B Orders

Order Mumber Uszer Payment
ord D'E R 00000000001 Pending
o DER 0000000002 Pending
orf DEMO0000000003 Pending

Note: There are three demonstration orders already in Actinic.
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4. Double click on your new order to open it.

8.

Order: DEMO0000000001

Custorier ! Line Ikems | shipping and Handing | Taxes | Totals | Progress and Payments | Misc, | Mal | Journdl
Irwvaice Contact Delivery Cantact
Salutstion: |Mr_| (7] Keep detalls piivate Sautation: M1 | [ Keep Detalls Frivate
Name Jshn Smith Name: Jshn Smith
Titl: Tile
Company: Compary.
Adchess Anywhere Address Anywhere
Anytown Anytown
Postal Code: | ANY 123 Postal Code: | ANY 123
Courtry Urited Kingdom Eauny United Kingdom
Phare: 01234 567830 Phene: 01234 567830
Fa Far:
Email: jemith@yourcompanyemail. com Email jemith@yourcompanyemail. com
User Defined User Defined
Evtemal Fief, Extemal Ref
Location: United Kingdom ~
Urited States =
Canada
Austiis @
[ oK [ Apply | [Reptirt Packing List] ~ Felated Dide [_Repiint Invaice | [ Delets ]

The 'Customer' tab shows you the name and address
information supplied with the order.

Change to the 'Line Items' tab. This shows you the items that

have been

ordered.

Change to the 'Progress and Payments' tab. This shows you
the payment information entered at the store.

Now click the 'OK' button to close the order.

In the next chapter you will see how to process an order.

Exercise - Creating a Packing List

When you receive new orders, you can print a ‘packing list' for each

order, which can be used when making up the order, and also can be
used as a delivery note on the front of the package sent. This exercise will
show you how to print packing lists.

1.

Go to 'Operations | Report Selection'.

2. Change to the 'Order Processing' tab.

Reports, Export and Mail

Select ired Fi

Outstanding Products
Outstanding Invoices

Outstanding Credit Card Schedule

Outstanding Preauthorized Scheduls

Report options

i

Frinter Settings
Lopies [1 :—l
|
[ Frrint I [ Preview ] [Prin_lelSetup] [ Close ]

3. Select 'Outstanding Packing Lists'.
4. Click Preview'.
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This will lay out the order information within a packing list report.

B Actinic Packing List Report

1ot3 (Y] T00% w|  Tod  100% 30t3

Order no.: DEM

My Company

My Street

My Town

United Kinadam

Phone: My Phone Mumber

Email:  YourMame @Y ourCampanyEmail.com Web Site: www Y ourCompal
Packing List

Invoice Address: Deliver to: _—
Mr John Smith MrJohn Smith
Anywhere Anywhere
Anytown Anylown
ANY 123 ANY 123
United Kingdom United Kingdom

Phone: 01234 567840
Email: jsmith@y aure ompany email.com
Phone: 01234 567890
E mail: jsmith@y oure

More Information - Assurances

Orders are encrypted to two levels on the site. Any credit card
information is encrypted with a 1024-bit encryption key - which you can
view by going to 'Housekeeping | Security'. The name and address
information is then encrypted as well, but with a lighter level of
encryption as that information is less critical.

Orders are stored as files on the website with an extension of *.ord. Once
the order is fully downloaded into Actinic, Actinic will send up a
command to the web site to delete the order files on the site. This only
happens once Actinic is sure the order has been safely received.
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Processing An Order

There is a set of order processing tools built into Actinic. Some are
optional, and some are required - i.e. Actinic will not consider an order as
being 'complete’ until you carry them out. The required order processing
steps are:

e The lines of the order must all be marked as 'shipped' or
'cancelled’. This is shown below.

e All payments for the order must be marked as being
‘received'. This is shown below. If you are using a PSP
(Payment Service Provider) the payment will be taken online
and so the payments will be marked as received as soon as
the orders are retrieved into Actinic.

e Aninvoice must be printed for the order.

Alternatively if you don't want to process orders within Actinic then you
can select the 'Bypass Catalog Order Processing' option in '‘Business
Settings | Order Processing'.

Order Processing:

g

This will mark the order lines as shipped and the payments as received
as soon as the orders are retrieved. You can then do one of the following
actions:

e Print a 'Data Entry' report. This is a single piece of paper
containing every piece of information about an order. To
enable this feature, you need to select 'Enable Data Entry
Reports' in 'Business Settings | Order Processing'. To print a
data entry report, select 'Outstanding Data Entry Reports' in
the 'Order Processing' tab of the 'Operations | Report
Selection' window.

e Export orders. This exports order information as a set of csv
spreadsheet files for importing into another application. This
is typically done in conjunction with 'Actinic Link' - Actinic's
accounts integration package (Actinic Business/Designer
only). To enable exports, select 'Enable Export to Files' in
'Business Settings | Order Processing'. To carry out an
export, go to 'Operations | Outstanding Exports'.

Exercise - Processing an Order

This exercise will show you how to use Actinic's in-built tools to
complete a new order. This exercise is based around order number
'DEMO0000000001" in the example Actinic database, but you could easily
carry out these steps with any order.

1. Change to the 'Orders' tab (if you are not there already).

2. Double-click on order number 'DEMO0000000001" in the list.
3. Change to the 'Line Items' tab.

4. Highlight 'Great Expectations' and click the 'Ship' button.
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Custamner | Line Ikems | shipping and Handling || Ta

Product Description Ma. Ordered . Nof
ectations
ord Pair of Casual Shoes 1
Size: 11
ord Teapot 1
Selection - Size: 5 Cup 1

If the 'Ship' button is not available, it might be because you have selected
'‘Bypass Catalog Order Processing' in '‘Business Settings | Order
Processing'.

5. Highlight 'Pair of Casual Shoes' and click the 'Ship' button.
6. Highlight 'Teapot' and click the 'Ship' button.

Obviously if you have different order contents, then ship whatever order
lines are in the tab.

7. Click the Mail' button. This will generate an 'Order Shipped'
email ready to be sent to the customer.

il 2]
[ o) Layout:  Order Shipped Emal -

g | |

Subject: | My Company : Order DEMODDDDO0OD! : Order Shipped Email ]

DearJahn Smith, A
The following arder has been shipped to your delfivery address:

__Invice Address and Deliver To,

Email Addhess: jsmith@yourcompanyemal com

__Customer/Recipient Detalls

MrJahn Smith

Anyhers

Anytown

ANY 123

United Kingdom

Fhane Number. 01234 567850
Fa Mumber

_ Ordler Status

gendrow | [ Done | [ Cancel

8. Click 'Done'.

You can view the email in the 'Mail' tab of the order. And send it by
going to 'Operations | Send Mails'.

9. Change to the Progress and Payments' tab, and click 'OK' on
the warning message that appears (you might want to select
the 'Don't show this message again' box).

10. On the 'Progress and Payments' tab you should see the
demonstration credit card details. Click the 'View Payments'
button.

11. Click 'New Entry' and then click 'OK'.
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Payment History for Order Number: DEMO0000000001

Date Status Transaction Amount
13/06/2006 03:40:00 Received Credit card debit 8361
Datedtime Created | 13/06/2006 03:40:00 Status Received -
Mode Production | Transaction Credit card debit -
Tupe Manual | Amaunt 8361
Comment CC Auth, Code
PSP Provider Ref
Cuztomer Bef
PSP Rezponse i
Datertime Actioned HS/DEKZDDE'DE'QD oo
[ ok ] | MewEntry | [ Delete ] [ Cancel ]

This has made an entry in the payment history of the order saying that
the credit card payment has been received. You would normally only do
this once you have put the credit card information through a credit card
terminal.

12.
13.

Click 'OK' to close the order.

Go to 'Operations | Report Selection' and make sure you are
on the 'Order Processing' tab.

14.
15.

Select 'Outstanding Invoices' and click 'Print'.
This will print the invoice to your printer.

The order should now have disappeared from the 'Orders' tab. You will
find it by going to the 'Completed' tab (change tabs at the bottom of the
window). The order is now marked as completed.

Exercise - One-Click Order Processing

Rather than doing each step of the above exercise, it is possible to pre-
configure the things you want Actinic to do to each order, and then
simply 'Complete' the orders with a single click. This is described below.

1. Go to 'Business Settings | Order Processing’'.

2. Select 'Enable One-Click Order Completion’' (if it is not
selected already).

3. Select 'Print Packing List'.
4. Select 'Mark Packing List Printed'.

One-Click Order Completion
Enable One-Click Order Completion

Create Full Payment Pririt Packing List
Ship Al Lines Mark Packing Uist Printed

Frint lrrvoice
Send Email Mark, Invoice Printed

Email Template:  Order Shipped Email

4

5. Click 'OK".

6. Now right-click on any order in the Pending' tab and select
'Complete Order'. Or highlight an order and click the
'Complete' button.
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Order Mumber Lser Payment | |
ord DEMO0000000001 Full Pay..

urd DEMO00000D]  View Ordder...
Mew Order

Delete
Back Order

Reprint Standard Packing List Report
Reprint Standard Invoice Report
Crder Summary

Highlight Colour 3
Find...
Find Ordered Products...

The order should move to the 'Completed' tab.

More |
All the ta

nformation - Full Order Details
bs within an order are described below:

Customer - This is where you can view and edit the
customer contact information.

Line Items - Use this tab to ship items, and cancel them. You
can also click the 'Add New Item' button to add a new
product to the order.

Shipping and Handling - You would only really use this if
you want to change the selected shipping method after
receiving the order. Change the shipping class in the 'Class’
field at the bottom right, and then click 'Update Order
Shipping'. You can also manually enter a shipping charge
into the 'Calculated' field.

Taxes - View the tax charges incurred by the order.

Totals - For reviewing any changes you have made to the
order

Progress and Payments - Where you can view the order
status and enter/edit payment information.

Misc. - This is where you can check any supplementary
information provided with the order such as purchase order
number, or answers to the 'General Information' questions in
the checkout.

Mail - View the emails generated regarding this order. You
can also send any pending emails, and generate new ones.

Journal - For making notes about the order.
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Monitoring Stock

Actinic includes a 'stock monitoring' feature that helps you keep track of
the stock level of the products in your store. Stock levels are reduced
when an order for that product is downloaded into Actinic.

You can enter stock levels for products by going to the 'Stock' tab of a
product and filling in the 'Estimated Stock In Hand' field. You will also
need to make sure the 'Stock Monitoring' checkbox is enabled.

Stock Monitoring

Estimated Stock In Hand:

wfarn I Below:

Suzpend Orders If Below:

27

0| Use default value of 5

0| Use defaul value of 2

You can also get an overview of the stock levels of all the products in
your store by going to 'Operations | Stock Levels' or by clicking the Pe
icon on the toolbar. This allows you to quickly add /review stock levels in
Actinic across a number of products.

I Siock Levels @El

Select Product Type: All products -
: MName Manitor Stock | \warn bel “Warning? | Suspend be Sus (A
| Great Expectations 55 |[5] | 12
Fair of $andals 43181 O 12]
| Teapat 56([5] O 12
| Gel of Glasses 12|[8] O 12]
| Starter Computer Bundle ] 0|[5] 12
Professional Compter Bundle O 0|[8] ]
17 inch Monitor 23|[5] O 2]
| 19 inch Maritor 12([5] | 12]
| 21 inch Monitor 76|[5] O 12]
B of Staples 3|18 12]
| Box of Paperclips 2|18 121 ha
| L/
[ Done ] [ Cancel I

There are two stock warning levels for Actinic:

e Warn If Below - if the stock level of a product falls below
this level, you will receive a warning when you download
orders.

¢ Suspend If Below - if the stock level of a product falls below
this level then the add to cart button will be replaced with an
'OUT OF STOCK' message.

You can set default values for these two stock warning levels in 'Business
Settings | Options'.

Drafault s IF Below' 5

Default "'Suspend Orders IF Below': 2

By default, none of the products in the example store are stock
monitored.

Exercise - Stock Monitoring

This will simulate what happens when a product goes out of stock.
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1. Go to your 'Running Shoes' product you created earlier.
If you don't have this product, you can use any product.

2. Switch to the 'Stock' tab.

3. Set the stock level at '20'.

4. Click 'Apply changes'.

This product is now stock monitored. If you place a test order for this
product the stock value will go down.

5. Now change the stock level to '1" and click 'Apply Changes'.

6. You should find that the add to cart button has been replaced
with an 'Out Of Stock’' message.

Running Shoes OUT OF STOCK

Price: £58.75 (Including WAT at 17.5%)

Quantrty:l]

Size
8 v

7. Now go to 'Operations | Stock Levels'.

8. Change the 'Select Product Type' drop down to 'Ordering
Suspended' to see the product you have just put out of stock.

You would now need to upload the store in order to see the product
marked as being out of stock online.

More Information - Stock Reports

There are a few reports available to help you monitor stock levels in your
store. If you go to 'Operations | Report Selection' there is a 'Catalog' tab
that features four 'Stock Level' reports. You can print these to help you
monitor the stock levels in your store.
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Entering New Orders

As well as receiving orders from your online store, Actinic also allows
you to enter orders straight into the program. This allows you to also
take orders over the phone or via fax, and keep all the order information
in one place.

Exercise - Adding a New Order Into Actinic

This exercise will show you the basics of entering a new order into

Actinic.

® N o O

Go to the 'Orders' tab and go to 'Operations | New Order' (or
click the 'New Order' button at the bottom of the tab).

On the first screen select 'Shopped Before'. This will save you
a lot of typing later on.

Click the 'Search' button and then click the 'Search' button on
the new window. This should give you a list of all the orders
currently in Actinic.

Select an order and click 'Select'.

Creating Offline Order @El

Order Nurnber
Order Number: |DD00000 |- 0000001

Custorner D etail:
() Mever Shopped Before
(%) Shopped Before Dircler Mumber of a Previous Qrder: | DEMO0000000001

ar

Click 'Next >' to move to the next screen.
Review the contact information and then click 'Next >'.
This screen is where you add items to the order. Click 'New".

From the 'Select Product' drop down list select 'Set of
Glasses'.

In the 'Components/ Attributes' window select the '8 Glasses'
option.
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Components Aitributes

= ‘g? Selection

= E Size of Set

10. Click 'OK' and then click 'Next >'.

11. This screen is where you can select the shipping method and
enter payment information. Make sure 'Payment Method' is
set to 'Credit Card' and select 'Type' of 'Visa'.

12. For the 'Number' enter '1111222233334444'.
13. Select a valid 'Expiration Date' and click 'Next >'.
14. Click 'Confirm' to complete the new order.

Your new order should now be added to the list of orders in the
Pending' tab.

Exercise - Editing An Existing Order

It is possible to edit an order to add new items. This exercise will show
you how.

1. Double-click on an order in the 'Orders' tab.
2. Change to the 'Line Items' tab.
3. (Click the 'Add New Item' button.

Add New [tem

4. Click 'New' and add the 'Far From the Madding Crowd'
product to the order. Click 'OK".

5. Click 'Next >' then click 'Next >' again and then click
'Confirm' to complete the addition.

Your new book should now be visible within the 'Line Items' tab.

More Information - Settings in Business Settings

If you go to the 'Order Processing' tab within 'Business Settings' you will
see there are few settings here under the heading of 'Offline Order
Processing'.

Offline Order Frocessing
Enable Offline Ordering

[ Allows Uit Price Override
Order Murber Prefi: 0000000

Starting Seguence Number:

Select 'Allow Unit Price Override' if you want to be able to change the
price of items while you create new orders.

You can also choose a different prefix for the offline order numbers in the
'Order Number Prefix' field.

Getting Started Guide Day to Day Administration e 55



Regular Customers

Using Actinic, you can set up customer accounts for your regular
customers. This allows customers to log into the store with a username
and password, and have their name and address information preset in
the checkout.

If you are using Actinic Business/Designer you can go further and group
your customers into 'Customer Groups'. You can then assign discounts to
these customer groups and also hide products from certain groups of
customers.

Exercise - Creating A Customer Account
This exercise will show you how to create a basic customer account.

1. Go to 'Operations | Customer Accounts' or click the e icon
on the toolbar.

2. Click 'New Customer'.
3. In the Name' field enter 'Test Account'.

4. Click the 'Copy Details From Order Contact' button. This
shows you all the order contact information already in
Actinic.

5. Double-click on one of the names in the list. This will
populate the rest of the fields here - and saves some typing.

AccountMame: | Test Account | ot
Account | addresses | Buyers

Mame: " | Test Account Status:  Active -
Customer Group:  Retail -
Fayment Method:  Credit card details sent separately = Notes:

Esternal Reference: |

Maitn Contact

‘ Copy Details From Order Contact... |

Salutation: -‘Mrs

R ] Telephone: ™ [0123¢ B67830

Tile: | | Faw:

Email " ;\_anesmith@youroompanyemail com Send Email for Every Drder Placed
Iroice Address: Jane Smith - Only Invoice Address

6. Change to the 'Addresses' tab. This has been pre-populated
with the order information brought in by the previous step.

7. Change to the 'Buyers' tab and click 'New'.

A 'Buyer' is a customer who will actually log into this account with a
username and password.

8. Change the 'Login’, Password' and 'Confirm' fields all to be
'a". This is so you can log into the store quickly to test this.
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Enter New Customer Details

Accaunt Mame: iTest Account | !’
| Bccount | Addresses | EUYBTS-l
| L | e g 5
Password: | Send Email Canfimation of Orders
Confirm; | [ Mauimum Order Yalue |
Salutation
New Nams: ™ [Jane Smih Telaphone: © | 01234 567830
Copy Details From Order Cortact...|  Lite: L Fax: i |
Email hanesmllh@ynurcnmpanyi\ Send Password
Invoice Address Delivery Address
& Jane Smith -
& Orly Allow This Address
O &llow Selection but Default to This Address
O &llow User to Select or Enter New Address

9. Click 'OK.".

Your new account has now been created. To test this, upload the store
and click the 'Login' link. Then enter a username and password of 'a' to
log into the account. Add something to your cart and checkout to see the

preset address information.

Inveice Address

Jane Smith
Anywhere
Anytowen

ANY 123

United Kingdom

Exercise - Creating A Customer Group

Actinic Business/Designer Only

You will now create a Trade' customer group, who will receive a 20%

discount when they log in.

1. Go to Marketing | Customer Groups' or click the B button

in the toolbar.

Click 'New' and enter a name of 'Trade'.

Highlight your Test Account' account and use the '<' button

to move it to the left 'Associated Accounts' column.

B Customer Groups

@]

Customer Groups Accounts
Group Mame:; Associated Accounts Al Accounts
| Trade | T Account el Test Account
[Reta '|
I
Search
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Click the 'Customer Pricing' button, and click 'OK' on the
window that appears.

Highlight 'Trade' in the list and select Multiply By".

In the field enter '0.8' and click 'OK'. This will give a 20%
discount.

Frice Schedule
Base Schedule: Retail
O Add

() Multiply By 0.800
() Divide By

Now upload the store and log in to test the discount for 'Trade'
customers. You should see both a 'Retail Price' and a 'Your Price'
appearing in the store.

More Information - Sophisticated Buyer Options

Go back to the 'Test Account' account in Actinic and look at the 'Buyers'
tab. There are quite a few useful options here:

Select 'Hide Retail Prices' if you only ever want this buyer to
see a single price (rather than 'Your Price' and 'Retail Price’).

Select 'Allow User to Select or Enter a New Address' if you
want to allow your customers to enter their own new
addresses into the store, as well as using a saved address
online.

You can enter a Maximum Order Value' for this buyer if you
want to limit the amount they can spend on an order.
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Designing Your Store

Please note that the following features are not available in 'Client’
versions of Actinic.

Choosing A Theme

A theme is a quick way to assign a new look and feel to your store. It is
worth experimenting with the themes that are available so you can find
one you like - and then use that as a starting point for any further
customisations.

Exercise - Changing Theme and Colour Scheme

This exercise will just use simple settings to change the look and feel of
your store.

1. Go to Design | Themes'.
2. Inthe 'Themes' list, change it to "Technical'.
3. Inthe'Color' list, change it to 'Cool Red'".
Themes Px

Theme:

|Industrial Al
Linear

Mechanical

Medieval

Modern

Music

Retail

Retio

|Slimline

|Smart

|Sport

|Stripe

i

L'[_ﬂn_a:llyFqu? )l

Calor
Blue Sky 6

|B-Movie =
|Carabas
o e

‘Daiquili
Desert ~|

Corporate Logo

| [heme_cnrpﬂréle_lngn g\i

Advanced Themes Configuration... ak, I [ Apply ] [ Cancel ]
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4. C(Click 'OK'".
[ Business - Online Catalogue FEIX

i Fle Edt Settngs Design Cperations Marketing Web keeping  Window  Help

iPBRRD -0/ 2R TERRE AT D PN AE |}

¥g content [ Design || e orders

i Content Tree 2 % Page Preview it
'  Home 2

& [E] More Pages OS [ YE)
gD Onine Catalogus
: ONLINE.SHOP seaich woids. 5
Q) Great Expectations _
H
ch

1) Pride and Prejucice

1) Far From The Madding Books

=[5 Cothing Online Catalogus | Bosle
shoes
) Basic T
Q) Premium T Great Expectations
Q) Knitted Sweater
+ g Running Shoes
Homeware
Q) Teapot Quariy |1
Q) Set of Glasses v
&[5 Computers =
- [5| stationery i Section Details - Books 8 1 x
Best Sellers 7 1
7 e - - = il [
o s I T [l=Fa=] ol
; ~
General | Page Settings | Detals | Layout | Extended Information :
Mame: [Gooks
) ——
Desciption
This section contains some basic products without any optiors.
|
< 5| iEluewzten - 4 P fpply changes  Cancelehanges  GoToOrignsl  Resst  Resek Duplicatss

Fer Help, press F1

This has now applied a new look and feel to your store, but you can
change each individual element at a much more granular level.

Exercise - Changing Different Elements of a
Design

This will show you how to change the default product layout for your
entire store, and also show you how the 'Advanced Themes
Configuration' works.

1. Go to 'Settings | Site Options'.
2. Go to the 'Layout' tab.

3. Under the Product' sub-heading, find the 'Product Layout'
setting.

4. Change it to read 'Standard With Image On Left'.

Product Also Bought Ttem Layout
Produck Layout
Product List Layout
Product Related Products Item Layout
Width OF Product: List
= Component
Component Layouk
(= Attribute
Attribute Layout
Colurnn Count For Attributes
= Choice
Column Count For Badin Fitbon:

5. Click 'OK".

Mini Also Bought Ttern

Standard With Image On Left
Lse Parent {(=Standard Layout Using £55) ~
Standard Layout Using €55
Compact Layout Using C55
Standard With Image On Left:
Standard With Image On Right
Image On Left With Mame Above Image
Layout For Mew Products
Mo Image Mo Description Laid Out In Single Line
Product Name And Description Only
Vertically Centered Text With Image Above ™

|lse Parent (=14

You should now find that your products have changed appearance
slightly.
6. Go back to 'Design | Themes' and click 'Advanced Themes

Configuration'.

7. Change to the 'Buttons' tab and select '‘Basic Coloured
Buttons'.
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Themes ‘El El

| 1magss | Buttans | Color Scheme | Pags Layouts|

Art Deco ~
Best Seller
N
Business
Cartoon i

Celebrations
Clean Layout
Contemporary
Curves
Elegant
Flourish

add to cart

[E3

Save Sike Buttons as Customn Buttons

Simple Themes Configuration... ok | [ oeety | [ concel

8. Click 'OK".

Your add to cart buttons should now look different.
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Choosing Alternative Layouts

It is possible to select different layouts for every single item you see in
the content tree. This is done by going to the Layout' tab of the item in
question, and selecting an alternative layout.

Very often a setting will have the words 'Use Parent' in it.

| Product Layouk Use Parent (=Standard YWith Image On Left) |

'Use Parent' simply means that the value for this setting is set somewhere
'higher' up the Actinic structure, and the value is inherited down the
store structure. If you click on a setting it will usually tell you where the
value has been set in the area underneath the grid of settings.

Product Layout

Layout For your products

Current value is "Standard With Image On Left" inherited from Settings | Site Options
Variable name is "Productlayaut”

When the value is coming from 'Settings | Site Options', you can edit it
by going to 'Settings | Site Options' and then go to the 'Layout' tab.

When it says the value is coming from the "Variable Definition' you can
still change the value by going to 'Settings | Site Options | Layout' - it
just means that the value has been set in the default Actinic program
settings.

Exercise - Changing Layouts

This exercise will show you a selection of changes you can make within
Actinic. To begin with, you will change the way section links appear.

1. Go to 'Settings | Site Options' and change to the 'Layout' tab.
Site Options [E]@

General | Layout | Links | Extended Information
|= site A

Checkout Pages Layout ‘Wwiorks Best with Technical
Login Page Layout: torks Best with Technical

Mavigation Bar Layouk
Cwerall Page Layout
Quick Search Bar Layout
Top Level Section List Layout
Wiew Cart Page Layout
= Section
Boktom Parent Section List Layout
Eiottom Sub Section List Layout
Colurn Count Far Firsk Row OF Section Lisks
Calurmn Count For Section Lists
Main Product Area Layaout
Section Link Layout
Top Parent Section Lisk Layout
Top Sub Section List Layout
‘width OF Section List
= Product

Horizontal Mav Bar Images

Use Parent (=Works Best with Technical)
Standard Quick Search Bar

Standard Top Lewel Section List

Works Best with Technical

Use Parent (=Compact Parent Section List)

Mo Layouk

1

1

Use Parent (=Section Page With Section Name At Th
Use Parent (=55 Section Link Layout)

Use Parent (=Compact Parent Section List)

Use Parent (=5ub Section List With Horizontal Divide
100%

oK, ] [ Cancel ] [ Apply ] [ Help ]

2.

Layout' field.
3.
4. Click 'OK'.

Under the 'Section' sub-heading, locate the 'Section Link

Change the layout to 'Section Name Only Section Link'.
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To best see the effect of the new section link layout, click on the green
'Online Catalogue'icon in the content tree.

Next, you will change the way all the prices appear in the store. You will
change Actinic to show prices including tax.

1. Go back to 'Settings | Site Options | Layout'.

2. Under the Product' sub-heading, locate the Price Layout'
field.

3. Change this to read 'Standard Tax Inclusive Price'.
4. Click 'OK".

Look at your products to see the effect. Your product prices are now
shown including tax.

Basic T
100% Cotton
Price: £6.00 [Including AT =t 17.5%]

Now, you will change the layout of a specific product in the store.

1. Go to the 'Starter Computer Bundle' product in the
'Computers' section.

2. Go to the 'Layout' tab.

3. Change the 'Product Layout' to be 'Standard With Image On
Right'.

The 'Starter Computer Bundle' now looks different from the other
product in the section.

Computers

Online Catalogue | Computers

Starter Computer Bundle

Our basic package

More Info..

Price: £352.50 (Including AT =t 17.5%]

hionitor: Size:

I 17 inch Monitor (+£0.00]  »

Finally, you will change the layout of the choices for the running shoes.

1. Go to the 'Running Shoes' product within the 'Sportswear'
section

This was created in the exercises at the beginning of this guide. If you
don't have this product, then use the 'Basic T' product within the
'Clothing' section.

2. Click on the 'Size' attribute and go to the Layout' tab.

3. Change the 'Attribute Layout' to 'Standard Radio Button
Attribute'.
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4. Change the 'Column Count For Radio Buttons' to 2.

5. Click 'Apply Changes' to see the results.

Running Shoes

Pair of lightweight running shoes
Mare Info...

Price: £58.75 (Including vAT at 17 .5%)

Size

®s Oy
Cg Omn
Oz

In-Soles Type
I Mane b

add to cart

Feel free to experiment with any of the settings in the 'Layout’ tabs within
Actinic to see the effect.

Exercise - Further Layout Changes

Here are some examples of further layout changes you can make in the
'Layout' tabs in Actinic. To begin with, you will change the look and feel
of the main area of one of the sections in the store.

1. Go to the 'Clothing' section in the store and go to the Layout'
tab.

2. Under the 'Section' sub heading, change the 'Main Product
Area Layout' setting to be 'Standard Section Page'.

3. Click 'Apply Changes'.

This gives a different look and feel to this section.

Online Catalogus | Clathing

Basic T
100% Cattan
Price: £6.00 {Including VAT 3t 17.5%)

Size:
=

Colour:

Next, you will put the products in the store into two columns.
4. Go to 'Settings | Site Options | Layout'.

5. Under the 'Product’ sub-heading, locate the 'Column Count
For Products' setting.

6. Change this to 2" and click 'OK'".

This puts your products into two columns on the page.
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Books

Onling Catalogus | Bocks

Great i B Pride and

| Expectations s S Prejudice
Charles Dickens' Jane Austen's
classic tale of classic tele of
love, crime and - M intrigue, suspense
destiny and romance
Price: £3.00 Price: £4.00

You may want to experiment with different product layouts to see which
one works best in this configuration.

Finally, you are going to change the layout of the section list that appears
on the front page of the store.

7. Go to 'Settings | Site Options | Layout'.

8. Under the 'Section’' sub-heading, locate the "Top Sub Section
List Layout' setting.

9. Change this to read 'Standard Sub Section List'

TS e O ST Lo TSE FETETI (== FaT eI TeT TSty
Top Sub Section List Layout Standard Sub Section List
‘Width OF Section List Use Parent {=5ub Section Lisk \With Horizontal Dividers)

= Product (Pl Lerou

| Standard st
Colurn Count For Products

" Sub Secti rizontal Dividers |
Price Layout =T =) i NS TSTE FIICE

Deacuck dlen Bewioht Tharn | E Ldini filea Bauckt T,

10. Click 'OK'".

Now click on the green 'Online Catalogue' icon in the content tree to go
to the store front page. The horizontal lines should be gone from the list
of sections.

Books
Clathirg
Spoartswear
Homeweare
Computers
Stationery
Best Sellers
Iy Products

More Information - Layout Selectors

The layout selection drop-down lists in Actinic are all controlled by
things called 'Layout Selectors'. It is possible to edit the layout selectors in
Actinic to change the order of layouts in the drop-down list, remove
layouts and even add your own custom layouts.

This is described later on in “Adding New Layouts to Actinic” on page
79.
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The Design Tab

The 'Design’ tab is used to change the look and feel of specific elements of

your page design.
B8 Business - Online Catalopue [BEE]
i Flle Edt Settngs Design  Qperations Marketing  Web keeping  Window  Help
iPBRBRS -8/ 2% TERRE AT D W AE ]
¥z Content | [ Desion  [gorders
i Page Preview 3 %} Content Tree 1 x
: Select Page Type Contert Page || & 3 = 3 B @ EE | © e
| I T B -
[ Al B¢ online Catalogue
= [ Book
TS - ut ] nems:0, vae: 0 g
&) Far From The Madding Crow
[&] dlothing
Sportswear =1 Shoes

Online Catalogue | Sportsusar
Running Shoes
Pair of lightweight running shoes.
Wore Info
\ Price: £58.75 (Including AT st 17 5%]
size

Kritted Sweater

Running Shoes
Selection

X< >
i Layout Code - Works Best with Technical LS
7 A ) Fet of Glasses
YT S bediol

1 <!DOCTY¥PE HTHL PUBLIC "-//¥3C//DTD HTHL 4.01 Transitional//EN" ~ @ Starter Computer Bundie

2 "hetp://www. w3 . org/ TR/ hemld/ 1ooss . drd”> @} Professional Computer Bund

3 <htm1> & 17 nch Monkor

S nean> © lSmt: Honitor

s <titlesPagelitle</title> o o 21 inch Morikor

i [i] Stationery

d Sl Best Sellers

7 <Actinic:BASEHREF VALUE='CataloqURL'/> e

8 Jblock

s block if

10 <Actinic:BASEHREF VALUE="SSLCataloqURL"/> a
< >
i@ @ @ @  EdtleyowDesls  apph ol Of Y 5
[EX] Section Detals - Sportswear | @) Layaut Code - Works Best wih Techrical | 2] contert: Tree [ @) Desion Tree

For Help, press F1

It is divided into three main areas:

If you want

Interactive Preview - Click on anything in the preview and a
dotted line will appear around it. If a piece of text is selected,
you will be able to change the appearance of it with the
formatting controls in the toolbar above the interactive
preview. Also, the HTML that lays out the part of the page
you have selected will appear in the 'Layout Code' panel at
the bottom.

Layout Code - This shows you the code of whatever you
have clicked on in the preview. You can edit the code here
and click 'Apply’ to see the effect on the preview. At the
bottom of this panel are two tabs where you can change
between the Layout Code' tab and the 'Details' tab (where
you can edit names, descriptions, etc.)

The Content Tree/Design Tree Panel - Down the right-hand
side of the Design tab is a narrow vertical panel that either
contains the Content Tree or the 'Design Tree' - depending
on what tab is chosen at the bottom of the panel. The Content
Tree allows you to quickly change the section you are
viewing in the Design tab. The Design Tree shows you all the
layouts that make up the current page.

to select a section to edit, use the Content Tree. If you want to

edit a page that isn't a section (including email and style sheet layouts)
then use the 'Select Page Type' drop down at the top left of the Design

tab.
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Type Wﬂl “

Sike Map A
Terms And Conditions
Contack Us

Search

Login

Signature

Add To Cart Confirmation
Shopping Cart

Checkout Page 0
Checkout Page 1

Exercise - Changing Fonts

This exercise will show you how to use the Design tab to change the
appearance of the text in your store.

1. Go to the 'Homeware' section.
2. Click on the 'Teapot' product name in the preview.

3. Click on the Eflicon in the preview toolbar to make the
product name italicised.

4. Click on the B icon and then choose an alternative colour for
the product names.

You can do this kind of text formatting for any text in the store.
5. Now click the 'Undo' icon on the toolbar - £
6. This should reverse out the colour change.

7. Now select a different colour.

R
Teapot.!

Thiz classzic teapot iz
available in two sizes.

Notice that the change you made changed all the products on the page -
this is because they are all using the same layout. It will also change the
appearance of products in other sections in your store.

Exercise - Using Panels

This exercise will help you understand how the panels on the Design tab
work.

1. Make sure you are on the Design tab.

2. At the bottom right of the tab you should see two tabs called
'Content Tree' and 'Design Tree'. Click on the 'Content Tree'
tab to make sure that the content tree is visible.

" ] = Cnntel:lt Tree | (@) Design Tree

3. Click on the Running Shoes product in the content tree (or
click on any other product if you don't have the Running
Shoes.
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Locate the tabs at the bottom left of the Design tab and click
on the 'Layout Code' tab to make sure that the layout code is
visible.

E Edit Layout Detals APETy Cancel [0
” [E] Product Details - Running Shoes - test | (@) Layout Code - Standard Layput Using C55 r
la

In the preview, click on the Running Shoes product name.
This should highlight a piece of blue text in the layout code
that says 'ProductName'.

ProductHame

Now use the tabs at the bottom left of the Design tab to
switch to the 'Product Details' tab.

In the 'General' tab, change the short description to read
'Running Shoes - New!" and click 'Apply changes'.

This should change what appears in the preview.

In other words, this has changed the text which is inserted into the
design by the variable called 'ProductName'.

You'll learn more about variables in the next section.
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Inserting Variables into the Design

When you are looking at the layout code in the Design tab, as well as
standard HTML code, you will also see 'variables'.

A variable is a placeholder for a piece of Actinic data. For example, if you
click on a product name in the interactive preview, it highlights a
variable called ProductName'. In the layout code they appear in blue.

ProductHame

You can use the 'Insert Variable' toolbar button at the top of the layout
code panel to add new variables into the design.

Exercise - Adding a Variable Into the Design

This is a basic exercise that will show you the principle of adding a
variable into a layout in Actinic. It will add the current section
description at the top of each section page.

In order to do this exercise you need to have the name of the section at
the top of the section.

If you don't have this, go into a section in your store, and in the 'Layout'
tab, change the 'Main Product Area’ setting to be 'Section Page With
Section Name At The Top'.

1. In the preview in the Design tab, click the section name at the
top of the page.

i
BO0KS

Online Catalogue | Books

2. This should highlight a variable called 'SectionName' at the
top of the section.

<h1>SentiunHame|<fh1>

3. Add a new blank line after this line.

4. Putyour cursor in the new blank line and click the 'Insert
Variable' button - &

5. In the 'List Names Containing' box, type 'Section'.
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M Insert Variable F

Mame Description Ladll
DefaultSectionImage Defines the image to b
IsMavBarTopSectionOmitted Flag to hide the navigz
IsTopSectionListIncluded Flag to sek if the list of
JavaScriptSubSectiondrray Inserts an array conta
ParentSectionLinkItem Insetts entries inko ap
ParentSectionListBattan Select whether you we
ParentSectionListTop Select whether you we
PrevhextSectionLink Layout selector for ins
SearchResultSectiontlame Section name for the <
SearchSectionList Inserts a list of search.
SearchSectionListEntry Inserts a section inko £

| SectionCatFile The filename of the cal

I tio ion an
SiectionDiscountList Inserts a list of discour
SectionID Unique 1D of this sectic
SectionlmageFileName Filename of section im:
SectionImageHeight Height: of section image
SectionlmageWidth width of section image
SectionLewvel Level of section {0 is k-
SectionLink Layout for the section
SectionLinkColurmnCaunt Number of columns use |
SectionLinkFirstRowColurmnCount Number of columnsin F . |
P B Cub sk |
£ »

List names containing | section |in Class  all -

L |
[ Insert ] [ Cancel ] [ Mew ]

6. Locate 'SectionDescription' in the list and click Insert'.
7. Click 'Apply'".

This has inserted the section description at the top of each section page.

Books

This section cortains some basic products without any options.

Online Catalogue | Books

Great

Exercise - Looking Up A Variable

If you ever need to find out what a variable does, and where you can set
the value of it, you can use the 'Variable Reference Guide'. This exercise
will show you how.

As an example, let's say you needed to find out more about the
'SectionDescription' variable.

1. Goto Help | Variable Reference Guide'.

2. Change to the 'Search' tab.

3. Type 'SectionDescription' and click 'List Topics'.
4. Double click on the first item in the list.

This gives you a short description of the variable, and tells you where the
value of the variable can be set.

You can also use the 'Contents' tab to browse by product area.
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E? Variable Reference Guide E]@@
<& H-

Hide Back  Print  Options

Conternts | |ndew | Search| SectionDescription

3] Q Scripts -~ ) )
= @ Sections Description of section
z CatalogReference
2] DefaultSectionlmage Type of Wariable: Text

3 IsHotLink ListOmitted
2] IstainFomsed

[2] IsParentietal ncluded
[7] |sParentSectionLinkShown Place of Setting: Section | General
[2] IsSectionHiddenOrwebsite

3 15ThisS ectionNameS hawn

E |=T opLevelParentS hown

E JavaScriptSubSectiondiray

2] Maintrea

2] MetaDescription

3 Metak epwords =
2] ParentSectionLinkltem

[2] ParentSectionListBottom

2] ParentSectionListTop

[2] PrewNextSectionLink

Related Product Area: Sections

[2] SectionDizcountList

[2] SectionH asisibleProduct
[2] SectionlD . M
LS | &

More Information - Typing Variable Names

It is also possible to add a variable into a layout by starting to type the
variable name into the layout.

30 block if

31 <hl>Sectionflame<fhl>

32 Sect |

3z A mlaaa=Tanlid Jimne hloatorime gpe= )
34 ¥ SectionCatFile "~

35 ¥

36 f. SectionDiscountList

37 ¥ SectionID

35 ¥ SectionImageFileName v

After typing three or four letters, a window will appear that shows you
the possible variables to insert.
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Creating New Variables

Actinic allows you to create any number of custom settings for the items
in your content tree. Examples of this include an 'Artist' field for CDs, a
‘Starring' field for DVDs, or an 'Author' field for books. These custom
settings are referred to within Actinic as 'User-Definable Variables', and
they appear within grids like this:

=| Site A
Cart Price Description Price:
Company Logo Image theme_corporate_logo.gif

Fooker Text

Header Text
Hazdi Eor | aft B,

You can then include these custom settings into your store designs by
inserting the variable into the layouts, as discussed earlier.

Exercise - Creating a New Variable

In this exercise you will add a new 'Author' variable within Actinic, and
then include it into the design.

1. Go to the Design tab and then make sure you are looking at
the '‘Books' section.

2. Click on the name of one of the books on this page. This
should highlight the ProductName' variable.

3. Add in a new blank line straight after the variable.
4. In the new blank line, type <br />

You might notice that Actinic prompts you here to complete the tag. This
is a feature of Actinic - it will help you create the HTML within the
layouts.

5. Just after the <br /> right-click and select 'Insert Variable'.

"R SR R [T [ TR T f e [ e A
<td width="75%" align="left" valign="top >
<a nawe="EncodedProductinchor">
<b>ProductHame
<br /;F Ihor £ans
Insert Layout..,
Insert Block erence
Insert Inner Page Layout
Insert File Mame
Unda
Find...
mLinks
=
MEe Cancel OK
Huct Details - Grl  saject al - Standard With Image On Left [ |
o1

6. Click the New' button on the window that appears.
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9.

10.

Add New Variable -

Basic Definition | Yz

Namne: ||

Deccription:

Prompt: |

Group: Other

Place Of Setting
[site

[ 5ection

] Brochure
[ Praduct

[] Fragment

Tab Mame:

Tupe: Text
Allow Emply Yalue

[ Upload

[[] Companent
[ Attribute
[ Choice

[ Pemutation

[#] &llows <Use Parent> as an Option

Allowy <Mews as an [

Initial Yalue
Tap Level Yalue

Use Parent )

[s]4 Cancel

In the 'Name' field, enter 'Author'.

In the 'Description’ field enter 'New field for the author of the

books'.

In the 'Prompt’ field enter 'Enter Author Name'.

Under 'Place Of Setting' select Product’.

This means that the new field will appear for your products.

11. De-select 'Allow <Use Parent> as an Option'.
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[ Add New Variable - Authar PR

| Basic Definition Advanced Place of Setting

Hame: [uthor

Desciiption: |New field for the author of the books

Frompt:  [Enter Author Name
Group: Other -
Place Of Setting
[site [[] Companent ] &llows <Use Parent> as an Option
[ 5ection [ Attribute 3
] Brochure [ Choice
Produgct [ Pemutation
[] Fragment

Tab MName: Properties =

Tupe: Text &
Allow Emply Yalue

[[] Searchable [Site, Section and Product wariables only)
[[] Modifiable in Duplicate [Product variables onily]
[ Upload

| Initial value
| Top Level Value

Cancel

12. Click 'OK' and then click 'Insert'.
13. Click 'Apply'.

You can now change to the Content tab in Actinic and enter the author
value in for the three books. You will find the new field within the
'Properties' tab.

= Other
Enter Author Name

F Great Expectations
Charles Dickens
=4 Charles Dickens' classic tale of love,
Price: £3.00

Charles Dickens|

== Buy any three example products, an

If the author value has not appeared for all your books, it may be because
your books are using different layouts from each other. You may need to
insert the <br />Author in more than one layout.

Exercise - Limiting By Content Category

Go to a product in the 'Clothing' section and look at the Properties' tab.
You'll see that currently, the 'Author’ field is appearing for all the
products in the store. However, you only need it to appear for your
books. It is possible to limit custom variables to specific products by
using a feature called 'Content Categories'.

You are going to create a new 'content category' in your store called
'‘Books' and then restrict the 'Author' field to only appear for that content
category.

1. Go to 'Design | Content Categories'.
2. Highlight Product'.
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1

Click 'New' and enter a category name of 'Books'.

B Content Categories

Content Levels: Categories of Selected Content Levels:

|Site | | Books|

|Brochure

|Section | [ wew |[ memove | [ setDefautt |
Cr—— |
|Cormponent | Standard (Defaul |
|attribute

|Choice

|Fragment

Click 'OK".

Go to the 'General' tab of each of your books and change the
'Category' field to 'Books'.

Categony: |Books ‘ ,l

Standard

You are now going to limit the 'Author' field to only appear for this
books category.

6.

10.

In the Design tab, click on an author name in the preview,
then right-click on it and select 'Edit Variable'.

Change to the 'Advanced Place Of Setting' tab.
Click the '+' next to Product’
De-select 'Standard'.

O Site

[ Brachure
[ Section

= [ Product

ooks
[ Component
[ Attribute:
[ Choice
[ Fragment

Click 'OK".

Your 'Author’ setting should no longer appear for the products in your
store that are not books. To check this, look at a product in the 'Clothing’
section and check the 'Properties' tab. The 'Author' field should no longer

be there.

More Information - Lists of Choices

When you are creating a new variable, you can change the Type' field to
'List of Choices'. Once you do this, the 'Values' tab becomes activated and
you can preset a list of choices for this variable.
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Biasic Definition | Yalues |

Chaices

|Thomas Hardy ‘

[ Hew ] [ Bemove ]

Select the Author

Charles Dickens
Jane Austen
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Editing Layouts

The Layout Code panel within the Design tab can also be used for
making general HTML changes to your layouts, and also inserting new
layouts within your layouts.

Exercise - Making HTML Changes To Layouts

This exercise will guide you through a basic HTML change to a layout,
and show you how to change it back to how it was before.

1. Locate the Product Sections' section list that is in the sidebar
of your page.
2. Click on the 'Books' link within this list.
This will open the 'Section Name Only Section Link' layout in the layout

code panel. The 'SectionName' variable should be highlighted within the
layout.

If you cannot see any HTML code, try clicking on the 'Layout Code' tab
at the bottom left of the Design tab.

3. Just after the 'SectionName' variable, add three dots "..." and
click 'Apply’.

SectionHame. . |
<fax

block if
<a href="SectionPageHame" class="product_section"s
Ffhlock

(2 T

4. You should see the three dots after each section link in the
preview.

5. Now replace the '..." with a ' > and click 'Apply'".

6. Now click the 'Undo' (£3) button on the toolbar twice to
cancel both changes.

This shows how it is possible to experiment and tweak the layouts in
Actinic without worrying about not being able to go back.

Please note though that once you leave the Design tab, or make any
changes to your product data (such as changing the product name etc.)
you will not be able to undo your design changes.

More Information - The Library

If you go to 'Design | Library' you will see the 'Library'. This is where
you can manage all the layouts and variables that are in Actinic.
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M Design Library

POpUp menu

outs | yarishles | Conditions

=@ Page Areas
@ Parent Section List Entry
@ Parent Section Lists
=} ﬁ Permutation Chaice Lisk
@ Permutation Layouts
- Permutation Lists
=@ Permutation Prices
ﬁ Permutation Row Layout
B Previous and Mext Section Links
- Price Lists
- Prices
ﬁ Product Image
@ Product Lists
= Products
. Allows Larger Product Images
. Compack Layouk LUsing C55
@ 35 Product Layout
@ Image On Left With Name Above Image
@ Lovout For New Products
. Mo Image Description Along The Bottam

@ Product Name And Description Only
© ProductLayout

. Standard Layout Using C55

@ standard with Image On Left

@ Standard with Image On Right

uick Search Bar

Select the appropriate item in the tree, then right dick and choose what you want to do from the

& o Image No Description Laid Qut In Single Line

. Wertically Centered Text With Image Above

Close

e Inthe 'Layouts' tab of the library, layouts (and layout
selectors) are all grouped by Type' - and the types are sorted

alphabetically.

e In the 'Variables' tab of the library you will see all the

variables in the design that are editable.

e The 'Conditions' tab is discussed later in “Using Conditions”

on page 85.

You can use the library to edit and rename the elements that make up

your design.

You can also create new layouts, as discussed in the next chapter.

More Information - The Design Tree

Layouts are always inserted into other layouts, which creates a hierarchy
of layouts within the page. This is what is shown in the Design Tree at
the left hand side of the Design Tab. It shows you the hierarchy of
layouts that makes up the page design that you are currently working on.

W Header Text
=@ Section Page With Section Name At The Top

E Campact Parent Section List
B standard Sub Section List
=B Product List With Horizontal Dividers
[ER ¥ ctandard \with Image On Left
. Shopping Cart Script URL
& standard Product Image
@ standard Extended Information Links
B standard Retail Price List
BB standard Discount: List
B <randard avtvibobe Lick
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Adding New Layouts to Actinic

It is simple to add your own new custom layouts to Actinic. This is useful
if you want to experiment with changing layouts without affecting the
default layouts that came with Actinic.

Exercise - Creating a New Product Layout

This exercise will show you how to add your own custom product layout
to Actinic.

1. Change to the 'Content' tab.

2. Select the 'Running Shoes' product you created earlier. If you
don't have this product, then you can use any product in the
store.

3. Change to the 'Layout' tab and locate the 'Product Layout'
field.

4. At the bottom of the 'Product Layout' drop down list you
should see a <New> option. Select this option.

= Product
Price Layout Standard Tax Inclusive Price

Product Layout Use Parent {=5tandard With Image On Left) =]
= Attribute Standard \With Image On Right ~
Calumn Count For Attributes Image On Left With Name Above Image

Layout Far Mew Products
Mo Image Mo Description Laid Out In Single Line
Product Mame And Description Only
Vertically Centered Text With Image Above
Product Layout Allows Larger Product Images
Layaut far vour products Mo Image Description Along The Bokkom
Current value is "Standard With Image On Left" inherited o
Vatiable name is "ProductLayout”

For the name of the new layout enter 'Sale Layout'.
In the 'Based on' field, select 'Standard With Image On Left'.
Click 'OK'.

® N o O

Make sure 'Sale Layout' is selected in the Product Layout'
field.

9. Click 'Apply changes'.

The product won't look any different at the moment. This is because you
haven't made any changes to the layout yet. You can now switch to the
Design tab and customise your new 'Sale Layout' layout.

10. Change to the 'Design' tab.

11. Use the content tree to select the product you have just been
editing.

12. Click on the product name in the interactive preview.

You should be in the layout called 'Sale Layout' and a variable called
'ProductName' should be highlighted.

13. Just after it, type ' - ON SALE'".
<h>ProductHame - ON SALE<fh:-

14. Click 'Apply' and then click 'OK".
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This will include an 'on sale' message to any product that is using the
'Sale Layout'.

Exercise - Looking at Layouts in The Library

This exercise will show you how to find layouts in the Library, and also
how to change where the new 'Sale Layout' appears in the 'Product
Layout' drop down list.

1. Go to Design | Library' and change to the 'Layouts' tab.
2. Right-click anywhere within the library and select 'Find'".
3. In the 'Search for Text' field, type 'Sale Layout'.

4. Click 'Find Next Item'.

This will highlight your new 'Sale Layout' layout. It is within the
'Products' group.

[ & @8 Produck Image

= B Product Lists

=@ Products
@ Alows Larger Product Images
. Compact Layout Using 55
. 55 Product Layout
@ Image On Left with Name Above Image
@ Layout For New Products
. Mo Image Description Along The Bottom
. Mo Image Mo Description Laid Out In Single Line
@ Product Mame And Description Only
© ProductLayout

. Standard Layout Using €55

@ standard With Image On Left

@ standard with Image On Right

. Vertically Centered Text With Image Above
+ @B Quick Search Bar
= @ Referrer Links

It is now possible to edit the 'ProductLayout’ layout selector - which
controls the drop down list where you select the product layout. Layout
selectors have the following icon - ©.

You are going to move 'Sale Layout' to the top of the drop down list.
1. Double-click on the 'ProductLayout' layout selector.
2. Change to the 'Values' tab.

3. Highlight 'Sale Layout' and use the arrows to move it to the
top of the list.

Layouts Offered By This Selectar.

Standard Layout Using CS5
Compact Layout Using CS5 i
Standard With Image On Left

Standard With Image On Right —
Image On Left With Name &bove Ir +
Layout For New Products

Mo Image No Description Laid Out |

Product Name &nd Description Onl

YVertically Centered Text With Image:

Allows Larger Product Images

Mo Image Description Alang The B

LS55 Product Laiaul

4. Click 'OK.".

The new 'Sale Layout' layout will now be first in the list of product
layouts offered by the 'Product Layout' setting.

5. Go to any product in your store.
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6. In the Layout' tab, change the Product Layout' to 'Sale
Layout'. It should be the first layout in the list.

7. (Click 'Apply changes'.

More Information - Deleting and Restoring
Layouts

If you have created a layout that you no longer want, you can right-click
on it in the Library and select 'Delete’. If the 'Delete’ option is greyed out
for any reason, this is because the layout is being used somewhere in
your store, so you need to make sure it isn’t selected in 'Site Options' or
anywhere in the content tree.

If you have made a change to one of the layouts that came with Actinic,
and you want to put the layout back to how it was originally, you can
right-click on a layout in the library and select 'Revert to Factory

Settings'.
W Compact Layout Using 55
®

. Image On Le

. Lavout For M

. Mo Image De Mew Layaout

. Mo Image Mo

@ Product Nam|  Edit

@ ProductLays  Find

. Standard Lay  Copy

@ standard wif

@ standard wit

@ vertically Cer
@ Quick Search Bar
@ Referrer Links

It is also possible to create new layouts while you are in the library.
Simply right-click on a layout and select New Layout'.

W T T T DS T T T T g T
. Product Mame And Description Only
© ProductLayout

& standard with T
& standard with T
& vertically Cente w
@ Quick Search Bar
@ Referrer Links Edit
@ Related Product It Find
@ Related Product List  Copy
@ Related Products Lis
@ Search Price Band L
@ Search Price Band L
@ search Result Lists
@ sSearch Results
Lo

ek Fier | ik

] ]

Revert To Factory Settings
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Inserting Layouts Into Your Design

When you are looking at the layout code within Actinic, as well as
standard HTML code and variables, you will also see things that look
like this:

AddToCartButton

These are 'layout selectors' in the design. Layout selectors work like
variables, but rather than inserting text into a layout, they actually insert
a layout within the current layout.

You can use the toolbar button at the top of the layout code panel to add
new layout selectors into the design.

Exercise - Adding a New Navigation Link

This exercise will add a new 'Terms and Conditions' link to the store
navigation bar.

To do this exercise, you need to be using the 'Technical theme. Please
change to this theme if you are not on it already.

1. In the interactive preview, click on the 'Search' button
halfway down the list of buttons in the sidebar.

2. You should now see the code of the 'Search' button in the
Layout Code panel at the bottom of the Design tab.

3. Click the Navigate To Parent Layout' button - @ - in the
toolbar that is underneath the layout code. This should take
you to the 'parent layout', which is called 'Works Best With
Technical'. If it doesn't take you there, try clicking it again.

<div class="tech pege body content left column's
<div clags="tech mein menu'r
Home €55 Large Button
Sitemap CS5 Larige Button
Search CSS Large Buttonl
Checkout €55 Large Button
Store Top CS55 Large Button
block ifUp & lLevel CS8 lLarge Buttonfbhlock
Contact Us €S5S Large Button

You are now looking at the layout selector that inserts the 'Search' button
into the design.

4. Add in a new blank line underneath the 'Search CSS Large
Button' layout selector.

5. Put your cursor in the blank line created and click the 'Insert
Layout' button on the toolbar - @

6. Inthe 'List Names Containing' box, enter 'nav'.

7. From the list at the top of the window, select
'Navigationlcon'. This is the layout selector you are going to
insert.
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Insert Layout

Layout Selectors

Lisk names containing | nav inClass gl

[(use Fixed Layout

|BrochurenavBar

} NawEatmnBar

| Mew Selector
Edit Seleckar

You could just insert the layout selector as it is, but this gives you no
control about the actual layout that will be inserted into the design.
Instead, you are going to 'fix' the layout so a specific layout will be

inserted by this layout selector.

8. Select the 'Use Fixed Layout' box.

9. From the list of available navigation icon layouts, select
'Terms CSS Large Button'. The layouts are in alphabetical

order.

Insert Layout

Layout Selectors

|BrochureavBar

} NaviEatiDnBar

List names containing | nav inClass Al

Use Fized Layout
Store Top C55 Button ~

Store Top Image and Text Link,
Store Top Image Mavigation But
Store Top Text Link
Eutton

= Large Button
| Terms Image and Text Link
| Terms Image Mavigation Button

| Towens Tonsb tinls

w

Mew Selector
Edit Selectar

Store Top €55 Large Button ] Mews Layout

10. Click 'Insert'.

11. Click 'Apply' to see your new layout in action.
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More Information - Fixed Layouts

If you ever want to change the layout that is being inserted by a layout
selector, simply right click on the layout selector in the code and select
'Edit Appearance'. You can then select the layout with the 'Use Fixed
Layout' setting.

[=I Site

Bald False

55 Style

Encoding Mone

Fant Color

Fonk Marne

Fank Size

Tealic False

Style Marmal

Underline False

Use Fixed Layout Terms 55 Large Button B
= Other Checkout €55 Large Button A

Condition Store Top €55 Large Button

Selactable Up A Lewel £55 Large Button

Contact Us C55 Large Butkon
Back C55 Large Button
Enter Shop C55 Large Button
Login 35 Large Button

Sitemap C35 Large Button
Terms C55 Large Button —
Wiew Cart £55 Large Button b

[ OF ] [ Cancel ]

When a layout selector isn't using a fixed layout, it generally means the
layout can be selected within the 'Layout' tab in 'Settings | Site Options/,
or within the Layout' tab of a product, or section. In the chapter called
“Adding New Layouts to Actinic” on page 79 you'll find out how to edit
the layout selectors in Actinic to change the range of layouts that are
available for you to select from.
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Using Conditions

'Conditions' allow you to show /hide pieces of your layout based on
settings in Actinic. They allow you to not just change the way Actinic
looks, but also change the way Actinic works.

Conditions in Actinic look like this:

block if

fhlock

The text between the two block' tags will only be shown if the condition
statement is 'true'. You can specify the condition statement using
variables and rules that control when to display the text.

If you ever want edit a condition statement, double-click on the opening
'block’ tag. This shows you the condition that must be 'true' in order for
the text to appear.

Exercise - Creating A Condition Based On Stock
Level

This exercise will include a simple message into the product layout based
on the stock level of the product.

1. Inthe Design tab, select any product layout by clicking on a
product name.

2. Scroll to the bottom of the layout code of that product layout
until you find 'ProductRelatedProductsList'.

3. Add ablank line just below this line.
4. Inserta <br /> into this line.

5. Then enter the following text 'This product is running low on
stock. Please call us to check availability'.

Eroductil soBoughtlList

ProductRelatedProductslist
<br />This product i= running low on stock. Ples

6. Click 'Apply'. The text should appear for some or all of the
products on this page.

7. Now highlight the entire line you entered and click the
'Insert Block' button on the layout code toolbar - @

8. This will open the 'Expression Editor'.
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M Condition Editor X

| Q @ ansert an operator inko expression ~

?

|~

You are going to create a condition that says 'the product is stock
monitored AND there is less than 10 of them in stock'.

9. Start typing 'IsStock...". You should see Actinic prompting
you to insert a variable. Select 'IsStockMonitored' by pressing
'Enter’ on your keyboard.

W Condition Editor

| Q; @ Q Inserk an operator inko express
IsSto

il I=StockMonitored

10. Now click the 'Insert an operator into expression' button and
select 'And' from the drop-down list provided.

B Condition Editor,

| Q. (ﬁ. Glnsert an operakor inko express

IsStockMonitored AHD

11. Type a standard left bracket - '('

12. Now start typing 'StockLevel'. When Actinic prompts you to
enter the 'StockLevel' variable into the design, press 'Enter’
on your keyboard.

13. From the 'Insert Operator...' list, select 'Less Than'.

14. Now type '10' (without the quotes) and enter a standard right
bracket - ')’

B Condition Editor

| Q. Gﬁ. Glnsert an operakor into expression

IsStockMonitored AHND (StocklLevel < 1III:||

15. Click 'OK".
16. Click 'Apply' to confirm the changes.
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ProductilsoBoughtList

ProductRelatedProductslist
block if

<br />Thiz product iz running low on stock. Please call
Jfhlock

Now change to the 'Content' tab to test this change.

17. Go to any product in the content tree and go to the 'Stock’
tab.

18. Select 'Stock Monitoring' and enter an 'Estimated Stock In
Hand' of '6'.

19. Click 'Apply changes'. The stock message should be visible
in the preview. It will be underneath your list of 'also bought'
products, if you have one displayed.

4 ' find out mare
®

This product is running low on stock. Please call us to check
availability

' Pride and Prejudice
20. Now change the 'Estimated Stock In Hand' to '20' and click
'Apply changes'.

The stock message should disappear.

This is a condition based on stock level. You can also create conditions
that are based on whether or not a setting has been filled in by using the
'Is Not Empty' operator. For example, the following condition will hide
code unless the 'Author’ field has been filled in.

=
B Condition Editor

| Q a ansert an operator into exp

Author != ™r

More Information - Reusable Conditions

The 'Conditions' tab of the Library is used to store reusable conditions.
As an example, go to the Product’ group within the Conditions tab and
double-click on 'IsAddToCartButtonShown'.

This shows you all the conditions that must be met in order for the add to
cart button to appear. You can see where this reusable condition is used
in the design by double-clicking on the block tags that surround the
'AddToCartButton' layout selector in your product layouts.
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Content Lists

Sometimes a layout needs to be inserted multiple times into a design. For
example, a product layout needs to be inserted multiple times into a
section page, depending on how many products are in the section. When
this happens, Actinic uses a 'list' to control the insertion of the layout into
the page.

If you look in the Design Tree, lists have the following icon - EH.
The best way to select a list for editing is:
1. Select an item in the design that is being laid out by a list.

2. Click the Navigate to Parent Layout' icon - @ - to select the
list.

To then edit the list layout, click the 'Edit List Layout Settings' button, or
click the orange 'Click here to edit list layout settings' link at the top of
the layout code.

fFSRF SRF | [ TAP I T TES | = #a

Flblock if

Exercise - Editing A List

This exercise will show you how to change the layout of the 'New
Products' list that is in the sidebar.

If you don't have a new products list in the sidebar, use the best sellers
list.

1. Click on the 'New Products' text that's at the top of the new
products list in the sidebar. This will select the entire list.

2. Click the 'Edit List Layout Settings' button.

B | BH Edit List Layout Settings

- Great Fxnectations | @11 avonk
3. Click the 'Edit' button next to the 'Start of List' field.

4. Change the New Products' text to read New This Week'.

o
M Advanced Editor, Dialog,

Doaalmpsmm o

i <br />
2 <gtrong>New This week:kfstrongxhr />
3 <table horder="0" cellspacing="0" cellpadding="2">

5. Click 'OK'" and then click 'Apply'.
This should change the text that appears at the top of the list.

More Information - Editing List ltems

If you want to edit the formatting of the actual items in the list, then you
need to switch to the 'Edit Rows/Columns' tab within the list layout
settings.
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