A Beginner’s Guide to
Miva Merchant 4.x

Learn how to create and administer a Miva Merchant
storefront with step-by-step instructions, including:

Creating the store
Editing Categories & Products
Product Attributes
Customer Management
Price & Availability Groups
Order Processing
Related Product Assignments
User Administration
& more!
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What is Miva Merchant?

We could begin by talking code, telling you that Miva Merchant™ uses a scripting
language that varies from HTML and various other languages. It won’'t make much of a
difference, however, because at this point, you're probably just starting out. Either that,
or you've decided to really understand how to use the administration area of the store
you've had running for the past six months.

In a nutshell, Miva Merchant is a shopping cart that is installed on your hosting
company’s server. It allows you to sell products, and it allows your customers to not only
browse for items by categories or lists, but also search for those products. Essentially, it
does what a lot of other shopping cart programs do, but better. While you might have
heard that Miva Script itself is difficult to learn, the actual setup of a Miva Merchant
storeis not difficult a al if you focus on how you want your store to look and act before
attempting to make modifications.

In comparison to dozens of other online store packages, Miva Merchant is actually easier,
and better, than most any other shopping cart program out there. Here’' s why:

* Miva Merchant can be installed on UNIX or NT servers. Most others may be
installed on one or the other, but usually not both.

* Miva Merchant has a complete administration interface. Therefore, using
Miva Merchant “out of the box,” actually requires no programming
knowledge whatsoever.

* MivaMerchant can be customized beyond the depths of most other programs.
With add-on features, a Miva Merchant store can look and operate like larger,
competing company sites.

* You can change the layout of your store, add headers and footers and even
attributes to your products.

* Miva Merchant is inexpensive compared to other carts and the time spent
working on them. Sure, you can download some free shopping carts off the
web, but good luck learning just how to use them — they often provide scarce
documentation and little to no technical support.

* You can administer a shopping mall, containing dozens of individual stores,
all with their own theme.

The list does go on. As you continue to learn how to use and administer Miva Merchant,
you'll find that its capabilities surpass other programs. You’'ll be, what we call, a“Miva
Merchant Junkie.”



NOTE: Miva Merchant version 4.12 was released in the fall of 2001. This version
implements various new features which make Miva Merchant more functional for
online businesses.

Previous versionsinclude 1.x, 2.x, 2.2x, 3.x and 4.0.

Some of the new features include:

Selective Administration - alows you to administer the store depending on
your level of expertise

Inventory - allows you to set inventory levels for products
Affiliate Management - alows you to set up your own affiliate program
Store Statistics— get an overview of sales and visits

Attribute Templates —forget about retyping common product attributes
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Whom This Book Is For...

This book was designed for the beginner in mind. It was developed assuming that users
arejust starting out, and have limited knowledge about doing anything more than simply
surfing the World Wide Web. With this book, your computer, your own licensed copy of
Miva Merchant, and a highlighter, you can build your online store in a weekend (break
time for a Saturday matinee included), and become a more advanced user within days
after. You'll even understand how you made such a fine-looking commerce site, and
you'll be begging to do more. Well, maybe not begging, but you will certainly have made
afine accomplishment!

As you learn Miva Merchant, feel free to write in the margins, underline, comment and
highlight. After all, it’s your book! Circle questions, draw funny faces, even drool on the
pages. Taking notes will help in your quest to learn and understand Miva Merchant.

An Important Note
j: Users of versions 2.0 - 2.2 and 3.x will aso benefit from this book. Features

proprietary to version 4.x have been noted as such so version 2.x and 3.x users
may continue use of this book after upgrading to 4.x.

Also note that some features may not be available in version 2.x at al, as many
new features were introduced in version 3.x.
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Chapter One

Miva Merchant References

As you move throughout this book, you’'ll become familiar with terms and images you'll
encounter on the Miva Merchant administration screens and in the actual store you are
creating. Understanding these terms and events will make the learning process easier.

Common Terms

Every profession has them, and you will know them when you finish building your online
store.

HTML - the language for the WWW which, through code, displays pages (text and
images) on auser’s computer screen via abrowser (Netscape, Internet Explorer, etc.).

Miva ScriptO — Miva Corporation’'s own coding language. Unlike other languages, such
as perl (cgi scripts), Miva Script is translated on the server-end, so virtually anyone with
access to the Web can view pages created via this language. Visitors of a standard Miva
Merchant site do not need anything special installed on their computer to navigate the
store.

FTP — File Transfer Protocol is the method by which you upload graphics and files to
your web site and online store.

NOTE: Some hosting providers do not allow FTP. If you plan to offer
many products and eventually have several modifications performed,
then you should contact your host and ask them to allow you to FTP
to your site. You’ll also want FTP access if you plan to download any
of your store’ sdatafor analysis or backup.

Link (hyperlink) — the underlined text you click on in an HTML page, or in the admin
areafor your store, which takes you to a different page or screen.

Module - a file that "plugs in" to the Miva Merchant store to add functionality. For
example, in order to configure shipping differently than what is included with Miva
Merchant, you may need to install a module that allows the store to calculate shipping
costsin adifferent way.
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Miva Merchant Admin Buttons

As you move throughout the administration area, you'll find several buttons (small
graphics) which will assist you in implementing tasks. Get to know them well.

18

BUTTON

Unassigned

Uncategorized '

£

€ @ @@

FUNCTION

Displays all listings, such as products and customers.

Display only items which are assigned to that category or
group (products, customers...)

Display only items which are not assigned to that category
or group (products, customers...)

Displays all products which have not been assigned to any
category.

Will appear next to alink in the admin area. No drop-down
options available.

Signifies that the drop-down list is selected and being
viewed.

Signifies that more options or listings are available.
Located in the main menu.

Signifiesitems which are sel ected/compl eted.
Launches a color palette for links, background and list.

Allows you to create a new item, such as category, product
or customer.

Allows you to edit the existing item, such as product,
category, customer or attribute.

Allows you to edit the item without launching a new
screen. Only the information shown on the line can be
edited. Note the difference — there is no arrow on this
button.

FILE NAME

all.gif

assign.qgif

unassgn.gif

uncat.gif

dot.gif

down.gif

right.gif

check.gif
color.gif

new.gif

edit.qgif

edith.gif
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B Selects an item. select.gif
e

Uploads afile to the store, such as an image or flat file. upload.gif
\#) Allows you to search for a product, category or customer. search.gif

Prints the current order on one page. order_edit.gif

@

(=) Displays the relevant link to the product or category so you link.gif
- can integrate it with an existing site.
Takes you to the next list of items. next.gif
Takes you to the previous list of items. prev.gif
Allows you to move the product, category or other item move_d.gif
down in the listing, which will be reflected at the actual
online store.
Allows you to move the product, category or other item up move_u.gif
in the listing, which will be reflected at the actual online
store.
Refreshesthelist. refresh.gif
Launches a page from Miva's site which will explain the help.gif

option or function.

Logs users out of the admin area.

Logout4x.gif

Takes you back to the main screen. Main4x.gif
Takes you to Miva documentation section on their site. Docs4x.gif
Takes you to the support section of the Miva site. Support4x.gif
Takes you to the Mivaweb site. Blades4x.gif

If you are unsure what a button does, many times you can position your mouse over
it, and aterm will appear, telling you what will happen if you click the image.
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Key Help Features

Throughout the administration area, there is a' button in the upper right-hand corner
on many screens. This will launch a new window at the Miva Corp. site, with a brief
description of the task at hand. While it may not provide detailed information, it will help
remind you of the processto carry out atask.

Using Lists

Miva Merchant displays products, categories, customers and other information in lists.
By default, 10 items are displayed per page, with next and previous buttons. This can get
frustrating when you have hundreds of products or customers.

-
@ At any time, at the bottom of each list, you can enter a new pagination number and
then click the refresh button to re-display the list.

Sample Stores

Eva Corporation also provides a demo store and other information at their official web
site: http://www.miva.com|

A Mall vs. A Store

Stores are housed inside of a“mall”* setting created by Miva Merchant. To the standard
user, thisis simply a directory page visitors hit on the first page called by Miva Merchant
only when there is more than one store. Otherwise, the store is entered immediately.

Additional stores can be added to the mall by obtaining additional licenses (discounted
rate). This means you can have one, five, even twenty storesin your mall.

When starting out, of course, you only work with one store. Handling several in amall

will require some other duties as well and you really need to understand how Miva
Merchant works before planning to maintain additional stores.

* Miva Corp now callsthe "mall" adomain. To avoid confusion, we call it a mall in this book.
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Understanding Miva Files and Directories

This is the most difficult thing you will learn in this tutorial. Not that it's absolutely
necessary for a beginner to understand directory structures, but it does help in locating
filesif you need to make backups or obtain technical support.

NOTE: We begin with the assumption that Miva Merchant is already installed on
your server, and that setup.mv has been run. If you obtained your license through a
hosting company, this is most likely the case. If you obtained your copy of Miva
Merchant directly from Miva Corporation or one of its non-hosting resdllers, you
may have to install it yourself. See Appendix A to learn how to install and setup
Miva Merchant 4.x;

Miva Merchant actually utilizes files from two different directories on the server. One
will be named either M er chant2 or M er chant, the other mivadata or htsdata.

NOTE: By default, Miva Merchant 4.x was installed in the Merchant2 directory, so
many hosting companies will continue to use thisdirectory. However, some hosting
companies ingtall Miva Merchant in the Merchant directory (no “2”), or even a
different directory, and some users who upgrade will rename this directory to
simply “Merchant” or some other name. For thisreason, and to avoid confusion, we
will alwaysrefer to thedirectory as/Merchant2/.

The Merchant2 Folder

The Merchant2 (or other directory; see previous page) folder stores graphics and
modules. Ideally, the only items a Miva Merchant beginner should be uploading here are
graphics for the online store.

Store product images are stored in the /M erchant2/4.xx/gr aphics/0000000X
folder, where “0000000X” is the store number. The first store in the mall is
labeled 00000001, and if another is added, it’s folder will be 00000002, and so on.
(there are seven ZEROS and one digit in the beginning).

NOTE: If you add, then delete a store, then add it again, a number will be skipped.
Therefore, your store might be numbered 00000003, and so on.

Third-party modules (such as customer management and special coupon tracking
features) are usually installed in the /Merchant2/4.xx/modules directory, or a sub-
directory thereof. However, unless the process calls for smply uploading afile then using
the admin menu to install the module, you should seek assistance from an experienced
Miva developer.
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The mivadata (or htsdata) Folder

For some it's mivadata, for others htsdata, or smply data. No matter what it's named,
these "folders" do the same thing — contain important files for your online store. Database
files, including information about products, customers and categories and orders are
stored here, in the root of your server (outside both the Merchant and regular HTML
directories).

NOTE: Some installs by individuals or host providers will result in such files being
placed directly in the Merchant (or relative) directory beneath the public HTML
directory for your site. This is insecure. Secure installation will place this data
directory OUTSIDE your public accessiblefiles.

Never, ever, ever open any of these files unless you know exactly what you are doing. If
we were to take a survey, results would probably show that 85% of new users who open
these files without direction, and try to make changes, damage the files in one way or
another. And the end results could be a totally corrupt store that won't operate unless
everything is reinstalled, or you pay a programmer hefty cash. Trandation: you could
make a $100+ mistake, and who's got money to burn?

If you're a new user, and you are not familiar with how these files work, don’t touch
them. Don’'t even touch the folder they reside in unless a technician instructs you to do
so. Your initial goal isto setup a store, not crash it in the first week.

Miva Script and HTML

Miva Merchant is a complete e-commerce package, including script and database
structures. However, all sites should start with an HTML home page, as the store does not
load right from the domain address. If you know enough HTML to create your own home
page, great! You're one step ahead of the game. If you do not understand how to create
this page, you should either learn HTML (redly learn it, not just throw something
together) or you should contact a devel oper to create the page for you.

If you are familiar with HTML, then you'll better understand how you can use this
language within your store, such as with headers and footers, and other messages. We've
included a brief list of common HTML tags in Appendix B to help you when needing to
assign specific fonts or font attributes, such asbold and italic.
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Chapter Two

Preparing to Build the Store

We know you want to jump right in, but you can save some time (and probably money,
too) by first sitting down and thinking about what you want your store to look like.
Consider the layout that will look best for what you are selling. And consider how
customers should navigate the site.

The most common, yet often overlooked, elements of the store which should be
considered beforehand are:

Color Scheme — What type of products will you sell”? Should you use hard colors or
soft colors? For example, a cosmetics site which uses pastel-colored cases should use
a soft color-scheme to set the tone. A kid's toys site might otherwise use vibrant,
darker colors, but a baby’s clothes store should likely follow a softer scheme. What
you sell and how you present are important.

Shapes Scheme — Should you use rounded corners in navigation buttons and menus?
Or hard-edge graphics? Since awedding-registry site usually spotlights el egant items,
amore natural flowing scheme is needed — rounded corners or oval shapes work best.
But a workshop (tools) store is a harder, rougher environment, so hard-edges work
better here.

Product Packaging — Just as the products you sell are usually packaged one way or
another, you also need to “package’ your products online. Will you present images of
products in their original packaging? Maybe if it's a food store, but what about a
lingerie store? Should items be photographed out of the packaging? Or even
modeled? Some designers even create a digital package, such as enclosing each
product image in a color-schemed border. Any way, even the packaging of products
should be consistent throughout the store.

Navigation — How will your customers will react to your e-commerce site? It must
be easy to navigate, pleasing to the eye, and must never, ever, make them feel like
they are stupid because they can't find a product you carry. You want to include
definitive menus and steps, so customers can understand how to find a product, add it
to their shopping basket, and, most importantly, checkout of the store.

By taking some early steps, you can avoid immense amounts of trial and error with your
customers. It is up to you to make them one-time customers or repeat customers.

Surf the web for other online stores, bookmark sites you like, and take notes on why they
work! Then consider aspects of them for your own store. Note, however, that it is bad
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business to just copy someone else’s design — it's a sure way to start off on the wrong
foot.

You'll aso find a gallery of Miva Merchant stores listed at Miva Corp.’s web site —
http://www.miva.com/galerigand at the profiles section at http://www.des gnextend.com|

Preparing the Products

Before creating your store, you should sit down and determine how you will number
(code) your products. If you already have an inventory system, then you can use the
codes you aready have (you should use only numbers and letters and no spaces). Some
stores use the UPC number; many book stores use the ISBN code.

If you do not already have a preset system, you can begin with any number or letter (or
combination of letters and numbers) and create a numbering system.

Y ou should also create some assignment sheets, outlining which categories products will

fall into. You want to utilize Miva Merchant’s categorization system to better list the
items you will be selling.

A Beginner's Guide to Miva Merchant 4.x 25


http://www.miva.com/galleria
http://www.designextend.com/

Categorization of Items

Miva Merchant allows you to categorize items so customers can easily browse through
the store for items which may appeal to them. You cannot expect customers to weed
through long lists of items just to find something, nor can you expect them to just search
for things they want. Among common reasons shoppers leave sites is the mere fact they
cannot find what they are looking for.

Take some time to outline how you will categorize products. Miva Merchant alows the
use of subcategories aswell, to help narrow down browsing for products.

For example, if you are running awomen’s clothing store, you can outline categories like
this:

Dresswear Outerwear
Business Suits Parkas & Sweaters
Evening Dresses Winter Jackets
Raincoats
Casualwear
Slacks Footwear
Tops Heels & Flats
Jeans Tennis Shoes

The Layout & Style

Miva Merchant calls this the “look and feel,” and with your store license you get a choice
of two —Miva Merchant and K ool Cat.

Flank's Hardmace Haves e —
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" KoolCat v1.x Look & Feel & Miva Merchant Look & Feel

NOTE: While KoolCat is supported by current versions of Miva Merchant, the
company hasn’t made any updates or enhancements to the interface in years, and
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has no plans to. Also, many current third-party modules will not work in this user
interface. In short, it's not a popular interface and most full-fledged stores that use
it have been using it sSince a previousversion.

So, which “look and feel” should you use? Whichever one works best with your store.
Kpep in mind that many of these are customized by actually altering the code, so they
won't really apply to you at thistime. At thistime, look for standard stores only.

NOTE: Since most stores do not use KoolCat Look & Feel, this book is written
for the Miva Merchant Look & Feel. Some admin screens shown throughout
this publication may not be available in KoolCat.

At the end of this book there is a special chapter on setting up the KoolCat
Look & Feel.

ALSO: The Open Look and Fedl is a free user interface created and distributed by the
OpenUl Consortium (http://www.openui.org). This look and feel works differently but it
does make installation and updating of third-party modules easier, as well as upgrades to
future versions of Miva Merchant.

However, since it is considered "advanced,” you should build your store first, then
consider the OUI. There's a section later on that covers the OpenUl in a nutshell.

Colors and Fonts

Miva Merchant will let you specify which colors are
used for your category tree (the list of categories), the
navigation bar (that bar at the top of each page) and
the background. It will also let you choose the fonts
(typestyles) and font sizes for various aspects of your
store. Again, you need to choose what works best
with your site.

Whenever you see the i')
button, you can change the
color settings for the item.

For example, if you only sell 100 products in three categories, you might choose a large
font for your category links. However, if you have 20 categories, you might choose a
smaller font. You'll find in-depth information on fonts and their use on the WWW in
Appendix B.
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Images, Graphics, and More Graphics

There's no doubt why some sites grab visitors. A
simple layout with Kkiller graphics can be very
effective. Page load time, however, is a huge issue.
You can have the best graphics for a store of your
type, but if it takes a minute for the pages to load,
customers will leave.

Whenever you see the ,,%J

button, you can upload an
image for the item.

When creating custom graphics and scanning images for your store, pay attention to file
size and load time respectively. For information on image file types and their use on the
WWW, including resolution and sizing, see Appendix B.

Payment Processing

Obviously you need to have a way to collect payment. Collecting only checks will put a
damper on your orders — people are impulse buyers and many prefer the ease of using a
credit card when purchasing products online. If you don’t have a credit card merchant
account, you will need to shop around for one.

There are two ways to process credit card orders with Miva Merchant. You can either
receive the payment information and process it manually, or use a real-time payment
gateway which validates funds before the customer is told the order has been received.
Miva Merchant comes with modules for some merchant and authorization services, and
you'll find information about them in Appendix C.
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How To Ship?

You need to decide how you will be shipping orders. You may decide to ship UPS,
USPS, FEDEX, Airborne, or other ways. You may also sell products customers will
download (incurring no shipping charges). Finding out up front the most effective
shipping methods for you will not only make the configuration process easier, but will
give you the ability to charge accurate and competitive shipping costs.

Don't worry if your shipping methods are not included in Miva Merchant. Chances are
there is athird-party module that has been or can be created for your store.

There are, of course, many other considerations to make. Many of these will fal into
place as you design and create your online store.
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Chapter Three

Working With Admin

Before You Delve... There are Two Ways...

WEell stay away from "wrong way" and "right way." Instead we look at the "long way"
and "short way."

Shortcuts are nice, but they can be useless when something doesn't happen the way you
anticipated.

Lets say you just moved to a large city and you want to get from one end to the other.
Obvioudly there are quick ways and not-so-quick ways. The long way is to take the most
direct route - which probably takes you through al the rush-hour traffic. It's long, but it's
the route you start with because you have no ideawhere you are.

After a few weeks, you become more comfortable and dare to step off that main route
where there is less traffic, to shave a good 10 minutes off your daily trip. So you get a
map, try the route on a weekend and get to know the neighborhoods. Soon enough you
now can sleep until 7:32 a.m. when before you had to wake up at 6:45 a.m.

Y ou can now take the "shortcut" because you know where you are. Y ou also know more
than one route, and can veer off to other streets if you need to.

Miva Merchant works the same way in many cases. Wizards were introduced in version
2.10. While they seem to take longer, they are considered shortcuts because they are
more "foolproof.” However, they don't really help you understand how Miva Merchant
works per se. Wizards are perfect if you have a full-time administrator and only want to
perform tasks yourself once in a while. But if you want to save money, and ultimately
time, you need to understand all the elements of the admin area.

Also, with the 4.x release, there is now a simple administration (for users who want to

just put their store together and let it run), and an advanced administration (for those who
really want to tweak it). Still, it's best to understand how the program works.
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w We have noted throughout the tutorial those functions which can aso be done
with Wizards. Whenever you see this icon, it means the task can be done with a
Wizard.

Because it is so important to understand how Miva Merchant works, Wizards are
covered at the END of thisbook. And chances are, after you've gone step-by-step
through this entire book, you'll only glance at them once or twice.

The Administration Area
Anything you need to do to create your online store isin the administration area.

Remember that we won't be covering any coding here, so essentialy every step we take
to manipulate how the store looks will be done in the administration screens.

Logging Into the Admin Area

Depending on  your
hosting provider, and the

%rﬂhant"4 way Miva Merchant was

installed on the server,
storefront Development

4 M < the web address to log
an anagement System into your store’s admin

area should resemble one

Walcoma! of these URLSs:

Login: [username

Password: [

Login |

https://www.your site.com/M er chant/admin.mv|

https://www.your site.com/cgi-bin/miva?M er chant/admin.mv|

Miva Merchant gives you two log in options: regular or secure (using SSL encryption).
By logging in securely you take measures to further protect your store. However, you
may have to make certain changes in the admin area before you can login securely.
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To login insecurdly at first, just drop the “s” in the http:// command line.
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When you login for the first time you are prompted with the Simple Administration
Screen. Thisisthe "beginners" screen that walks you through the basic tasks of setting up
your store.

'lt'-{l- Wi bbgrchant of 00 Sk Sfresiarad on Sl 0 A psgnged A il
L Walco el Tha wvii 0 Fallied W gl IR TV Sl w0 Lkl bagin
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Corligirs Sha eirrarn ekl snd slirsann v ie bess pre farmaiar wih Rees Meesbord . (5o sk pn s el inchesle pour
1 Fwdmichar] com T Dok with an g an comipknad [5sk wiih a checkmierk A grap Wk ndicaies a baak bt i ool
1 S aegare remlatls ol an sweccisled baak bas Been compisted . &) asch Eank , & sierd lesda ored porades pai =it &
Baesn dascrgrian of | fe saneariad fegpE e resefiesd frd §VRIT ETNTE 10 OPEIEI B pIOgEy
LT
i akE pPas i | olnl tnim
L e Fay
5 LoniEuE Shiparm o A
E Comiaurtin < The Configuration Menu allows
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e process.
s H Fatilicamans bar sinrm; MeMarchani com
N G AR T Premand

Simple Administration

Based on the screen above, you see that you can use simple menu wizards to create
categories, products, attributes, and so on. Even though Miva Merchant prompts you to
start here, there are drawbacks.

For example, when adding products through the wizard, Miva Merchant builds a product
code for you. Also, as we stated earlier, learning the short way really isn't as beneficial as
learning the long way.

We will skip this section for now.

It is recommended that you follow this tutorial as it is written in order to gain the best
understanding on how Miva Merchant works.

Click the Switch to Advanced Administration
link in the upper right-hand corner.
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The blue arrows to the left of text indicate a drop-down menu of selections. They alow
you to access areas of information and admin screens.

The gray navigation bar at the top will take you to information on the Miva web site, and
on the far right is a logout button. Use this whenever you are through working in this

area.

Miva Merchant does have a timeout. If you don't utilize this area for a default of 60
minutes, it will automatically log you out. Safe is aways better than sorry.
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The Admin Structure

Miva Merchant's admin area uses tier-level menus for various settings. Here's a
breakdown of where you will find features that can be manipulated. They are explained
in detail throughout the following chapters.

MALL SETTINGS

Mall Settings are those settings for the mall. This means that unless you use a different
look and feel file (or .mv file) for each store, they will all use the same standard formats.
Some individual store settings can be different, and you’ll learn about these later.

Refresh — reloads the screen to represent the last saved changes
Main - takes you back to the main screen you see when you first login

Domain Settings — settings required for mall operation
I nfor mation —domain name, license number and version number
Registration —owner’s name and contact information
Site Configuration — URLs and Secure URLs for graphics and files
Timeouts — how long a shopper can be idle before their incomplete order
is dumped (default 60 minutes)

Store Selection Layout —how your mall will look (displayed at runtime only
when there is more than one store)

L ayout —available “look and feel options’

Display — how the listing of mall storesis displayed

Colors— background, link and navigation bar color settings

Fonts —default font if not specified elsewhere

I mages — navigation bar logo, store selection logo (for your mall)
Users— you can add and assign permissions to various administrative users
M odules — modules that are available to be assigned to the store

Wizards — step-by-step screens for simply creating products, categories and
implementing other basic features

Stores — by default there is one store, but more may be added
Utilities— here you can pack the mall’ s datafiles

Switch to Simple Administration - takes you back to the admin area where you
can just use Wizardsto build your store
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About Miva Merchant - important licensing and registration information

L ogout - log out from the admin area
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Chapter Four
Creating the Store

How your store looks can play a big role in whether or not visitors become customers.
Selecting the right layout, colors, fonts and graphicsisvital.

Throughout the exercises in this tutorial we'll direct you to use the ¥ (right arrow) to
drop down menus in the admin.mv. Sometimes, as you may have completed previous
exercises, this will be replaced by the * (down arrow). When this happens, you can skip
step one asit has already been completed.

Whenever we say “the admin menu” we are referring to the menu of links and sub-menus
on the left-hand side of the screen, and the content area for the feature with which you are
working.

Before we start, we're going to take a look at the "default" settings for al stores. By this,
we mean the settings al storesin this mall will have unless you make changes.

If you are only planning to operate your one store at your web site, thereis really no need

to change any of the following settings. In fact, you can skip to the next section, “Adding
the Main Store.”
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Assigning Mall Settings

Mall settings are used for the directory of stores. They apply only if you create additional
stores into one licensed copy of MivaMerchant. (Additional store licenses must be
purchased.) Since Miva Merchant can handle multiple stores, they can be runinamall
environment, which includes a listing of all stores customers can visit. These stores run
independently of each other, each having it's own product line, group of customers, color
schemes, images, checkout process, etc.

The mall settings affect only the mall directory page. So, if you plan to only run one store
at the current domain, any changes made to these settings will have no effect on the
public area of Miva Merchant.

In fact, you only plan to run one store, you don't even need to make any changes here.

Remember, we are the advanced administration mode until we reach the Simple
Admin section of thistutorial.

STEPBY STEP

1. Inthe admin menu for the mall, click the Store Selection Layout link.
2. Selectthe MivaMerchant Look & Feel layout.

3. Click the Display link. By default, if you have only one store, the merchant.mv
filewill go directly to that store. If you have more than one store, aMall page will
be displayed. Here, you can tell Miva Merchant how many store names to display
per line, and if you want any information to be displayed above those links.

4. Click the Colorslink. Store Selection Layout

Use the @) button to select colors ,
from a grid. You can set default Layout Display Colors Faonts |mages

colorsfor: Body Background: [ @)
Body Background Blady Veri: @
The background color of pages. Body Link: |— @)
Body Text Body Active Link: o
The regular page text. Body Viewed Link |— @)
Body Link Nawigation Bar Background: [¢oopooo 3

The standard HTML links.

Body Active Link
The color of alink while the link is directing to another page.
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Body Viewed Link
The color of alink which has aready been clicked.

Navigation Bar Background
The “button” bar at the top of each page.

If you know the hexadecimal value for the color values (a combination of six
numbersand/or letters), you can enter them instead in these boxes.

5. Click the Fontslink. Layous Display Colors Fonts Images

Body Text: £40q [anel Hehetica

By default, the font for the
store is Arial as a first size: [

choice, and Helvetica as a
second. This means if a user does not have the Arial font installed on his or her
own computer, the Helvetica font will be displayed instead (PC users normally
use Arial, and MAC users normally use Helvetica). If the visitor has neither font
installed, the browser’ s own default font (which could be anything) will be used.

Verdana is another popular font, as are Times (MAC) and Times New Roman
(PC). Most other fonts should be avoided as they may not be installed on the
user’s computer, so they won't see the store as you do. For more information on
Fonts, see Appendix B.

6. Click the Imageslink.

Layout Display Caolors Fontz Images

Body Background: | @
Mavigation Bar Logo: |graphics,’en-US,ﬁmmui,ﬁ'blades.gif @
Mavigation Bar "Select Store™ Igraphics,"en—US,."mmui,-"SEIStr.gif @

By default, Miva Merchant assigns its own images for Store Selection for malls
(if the visitor isin one store, and wants to access another in a mall), and an image
which will return him or her back to the index page of the actua Web Site
(domain page) — this is the blades.gif image. You can also set a body background
image here.

Remember, these settings only affect the actual Mall Entry page, and they can
always be customized later.
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Adding the Main Store

Through most of this tutorial, we refer to the mall as having just one store. Y ou can have
more than one store within your mall. While we will discuss the different settings for the
store, we won't be delving into actual coding (the actual scripting language that makes
Miva Merchant run) for different stores.

STEPBY STEP W/

1. Inadmin menu, click the # next to Stores.

2. Click the Add Storelink. Add Stors

3. The administrative name created on
Setup will be entered, SO you should |1dentification Crner Setlings Layou
leave this as is. This will be the main
administrator for the store. Manager:  |admin L

Store Code: |'5hu:||:-9a

4. Enter a store code - a short code for the
store (suggestion is NO SPACES as this
will be called in the URL to the store).

Store Name: I.‘-Il- ip Estiend

5. Enter a name for the store - thisis the
actual store name and can contain spaces.

6. Click the Owner link at the top. The data entered on setup will already be filled
in. If necessary, make any changes.

7. Click the Settings link at the
top.

Acd Store

|denliicalign Cwmdr Sewings Lagoul

Lisi) & ol Mesasgramen| (Wisght) ||-||.II:|"'\.
Daskei [msenul (Minunes): ||.-|.l
Prien Ginug Dwiilap n:nllhllinv-:l'_.-_-':..:- Srica --I

8. Enter thefollowing:

* The Units of Measurement
you will use (pounds or

ounces) Flest Qs §: ||'.--|.|.l
’ Sales Taw Calowlaiion: |Shappar Selecied Seles Tex =]
Chiriargy Foimallisg: || 15 Cuimen iy Fim ifing ;I

* The Basket Timeout (how
many minutes a shopper can be idle before the basket "times out" and the
customer will need to start over).

* ThePrice Group Overlap Resolution (if you plan to use price groups, which
price the customer will see).

e The First Order # (this cannot be changed later without developer
modification).
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e Sales Tax Calculation (how sales tax will be configured; if no tax will be

used, choose state-based).

» Currency Formatting (which currency you will be charging).

Except for the First Order #, all settings can be changed later. If you're not sure
which settings to use, choose something for now.

9. Click theLayout link at the top.

B Stare B
Ko e aysgy Layaw
1 —
b «
" & LF lba Pl Lo F
ll.l.ll F'lllll

10. We suggest you use the Miva Merchant Look & Fedl. If you're dying to see
what the KoolCat v1.x Look & Feel looks like and the chapter at the back of this
tutorial isn't good enough, we suggest you choose it now, take alook, then switch.

NOTE: Switching Look & Feels later will result in the loss of settings and
you will be stuck having to redesign your store.

11. Click the Add button.
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Store Settings

After adding your store, you will see additional features listed in the admin menu. You'll
find these by clicking the » next to your store's name.

Don't feel compelled to understand all these features right now; thisis just a list of what
you will be learning how to do in Miva Merchant.

Wizards - discussed earlier, and later in the tutorial
Groups— additional admin users for the mall can be assigned permissions

Countries - you can select which countries are available for shipping
and billing

States — you can select which states are available for shipping and tax
Categories— used to group your products

Products— add, modify, search, sort and delete

Attribute Templates - allows you to use templates for product options "\"‘:ﬁk
Upsale — product offer with order amount prerequisite

Inventory - allows you to set options for managing product inventories
Affiliate Configuration - setup for your store's affiliate program %
Shipping Configuration — set shipping method and rates

Payment Configuration — set payment methods

Order Fulfillment — customer and merchant e-mail notification of orders

Logging — log activity in your store and write it to alog file that can be used to print
out various statistical information.

System Extension Configuration - used with optiona user interface modules from
third-party developers

Customer s —display customer account information
Availability Groups— allow selected customers to buy exclusive product(s)

Price Groups— grant selected customers discounts
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Order Processing — view, update and process orders

Utilities—import and export orders, products and other information
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REkaching Your Online Store

Once you have added it, you can begin viewing your store online at one of the following,
depending on how Miva Merchant was installed.

http://www.your domain.com/M er chant2/mer chant.mv|

http://www.your site.com/cgi-bin/miva?M er chant2/mer chant.mv|

If your host provider has given the “Merchant2” directory a different name, you will need
to edit thislink.

As you work through admin and create your store, you will want to view the store
itself regularly. We suggest you open a separate browser window to check the
store'slook whileyou areworking in admin.

NOTE: If for some reason your installation failed and the files are corrupt, call
Miva's technical support. If there was a problem in the install process, it is
easier tore-install than try to fix the problem.
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Editing the Store

You just created your store, so why would you edit it? The Edit Store feature allows you
to set particular options that weren’t available when simply adding the store. For now
we'll only focus on making changes to standard options. Once we learn more about the
advanced options listed here, we'll get back to them.

Changes made here can always be updated later, so don’t worry if you are not sure about
the settings you desire right now.

If you make any changes in this exercise, be sure to click the Update button at the
bottom of the screen.

46

STEPBY STEP

1. Inthe admin menu, click the > next to Stores.

2. Click your store’slink.

3. Click the Messages link and enter some basic information (you can aways

changeit later).

Edit Store; MvMerchant.com =) Z)
Idenbfication Cwmigr tin Lazoul bardenance b
Dipder Minimums Customer Flelds  Slale Daged Sales Tax Messahges Pagnalion

Ciolioes Fonds Imanges Headars & Footars Hutore

Store Front Walcome

4] g
Cirdar Comgpleded Thank You: [Trave WU for your order. Please keep this involcoe for you
il | 3|
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Store Front Welcome: Here you enter the information a visitor will see when
first accessing the store. It will basically be an index page to the store, but will
also include the category tree on the left and navigation bar on the top, created by
Miva Merchant on the fly. This section can include HTML. Use this space to hype
new and hot products, provide links to other information, such as contact pages
and ordering information. Do what you like with it.

NOTE: If you use HTML in the welcome message (or anywhere else for that
matter), do not include the <HTML>, <BODY> and <HEAD> tags, nor the
link color tags. Miva will take the Store Welcome Message and put it inside
an actual complete HTML file. You may choose to use TABLES, but do not
size the table itself (only one of the table's columns if need be), as Miva
Merchant will size the screens automatically.

For information on screen sizes, resolution and other important information on
creating these pages, see Appendix B.

Order Completed Thank You
This message is displayed at the top of the customer’s final order page. Enter any
information you want to be shown on the completed order page. For example:

Thank you for shopping STORE NAME. We appreciate your business. An email
is en-route to you confirming this order, but please write your order number
down should any problems occur. If you have further questions, please email
EMAIL ADDRESS or call PHONE NUMBER.

4. Click the Pagination link.

You can tell Miva Merchant how many products to list per page on both the
Search Results page and the Product List page. By default, there is no pagination,
but if you have hundreds of products, or more, this can leave visitors waiting a
long time for al the listings to load, and they’ || have to scroll quite a bit.

ProductList: ¢ Do Mot Paginate

& Display |15 Products Per Page

search Results: ¢ Dg Mot Paginate

& Display IED Products Per Page
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We recommend setting this to no more than 20 items per page. Next and
Previous buttons will be displayed at the bottom of each page of listings, and
customers won't have to scroll extensively.
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5. Click the Customer Accountslink.

Customers can create a login and Miva Merchant will then store the billing and
shipping contact information (no payment info). Such accounts are required if you
plan to offer discounts or product availability to select customers. Thisis discussed in
more detail later.

I Display Links Aboee Calegories

Customer Logn Link |E-l':I|l|l._'|': usiormens

Customer Accounl Link |..I ™ pors = First Mame © First Mame Last MHame ||

F Display Login Biedore Ordar Fom

Display Link Above Categories — this optional feature will display a *“ Customer
Login” link above the listing of categoriesin your store. If a customer already has
created a customer account, it can display a salutation, and his or her name. Other
wise, it will display a prompt for either “Existing Customers’ or a sign-in prompt
which you will name.

Customer Login Link —you can signify the text shoppers will read, prompting
them to either login or create an account.

Customer Account Link —you can select the greeting for logged in customers,
such as “hello, NAME”. Y ou can have Miva Merchant display the first name, the
first and last names, or no names. Y ou can also add additional text. Keep it short.

Display Login Before Order Form — when a customer decides to checkout

(order the items in the shopper’ s basket), you can aert them to either login, create
a customer account, or to checkout without creating an account.
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6. Click the Colorslink.

Y ou can select the color theme for your store on various aspects. See below for a
table outlining which items can have assigned colors.

Bty H e gnrarmi I.ll|11 E,l
—
By Link [ )
Blardy &rinve Lk |-— 5;
Bady irwed Link [ .
Calsgary Tran Backpiond [fogecaa To change any of the
S Tl colors, just click the
agiar eI I E,l
_ Select Color button
List o Fongaune om0 next to each item, or
Lt Hasdir Bachgeund. [eaimes ol enter the hex-color
Lt Mtass Bichgroind ine— value in the text box.
Mesgation Bar Backgrene ppmma
Color Item What it Affects
Body Background The background color of each page. We
recommend using either white or black.
Body Text The color of standard text. We recommend either
white or black.
Body Link The color of any linked text.
Body Active Link The color a link changes to while the link is being
activated.
Body Viewed Link The color of a link after it has been clicked; denotes
the visitor has already visited that page or item.
Category Tree The background color of the left menu which houses
Background the category links. This can remain the same as
background color, or you can assign another color
to spice up the page.
Header Foreground The color of the header text displayed in Category
pages, such as the category title.
List Header Foreground The color of the header on a product list page.
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List Header Background The background of the individual product lines on a
product list page.

List Alternate The alternate background (like shading every other
Background line in a spreadsheet) of individual product lines on
a product list page.

Navigation Bar The background color of the Navigation Bar at the
Background top of each page.

7. Click the Fontslink.

You can signify which fonts are used throughout the store. We recommend that
you use only the five most common fonts found on computer systems, and no size
smaller than —1. Y ou should also assign more than one font, so if a customer does
not have the first choice installed on his or her computer, the second choice will
be displayed.

Body Text: Face: |‘v’erdan& Arial, Helvetica

Size: |1

1

Category Tree Text: Face: |Arial, Helwetica

Size: |H1

1

Header Text: Face: IArial, Helvetica

1

Size:

List Header Text: Face: |Aria|, Helwetica

1

Size;

Serif Fonts

Serif fonts have little “hooks’ on each letter. The font this sentenced is
typed in is a serif font — Times New Roman. It is a default font on most
machines.

When assigning this font, you should use: Times, Times New Roman
— MAC users generdly use Times, and PC users generally use the
|atter.
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Sans Serif Fonts
Sans Serif fonts don't have “hooks.”

This sentence is typed in a sans serif font — Arial.

When assigning this font, you should use: Arial, Helvetica — MAC
users generally use Helvetica, and PC users generally use Arial.

Verdanaisapopular font aswell, and is common with all newer PCs,

This sentence is typed in Verdana.

To signify Verdana as the default font, enter Verdana, Arial, Helvetica

If you assign any font the user does not have, the default font they’ ve set
in their browser will be used.

For more information on fonts and which font sizes you should use, see
Appendix B.

8. Click the Imageslink.

Tu;ﬁg nar %df_l;mm W Massages Paminati
Buitons Page Sechions Product List Layoul Search Layout

Body Background: | .@
Mavigation Bar Logo: [arephicsfer S mmulblades, gf S
Mawigation Bar Logo Lnk: I

Mawigation Bar “Selact Store™ ||;||nphicaren-'.E.-'mmui.-‘eelﬂr ol n@
Mawigation Bar “Store Front™ |arephicsfer-US mmuiistarimt g @
Plzvigation Bar “Accomt”; |orephics/er-US mmujiaccount gil .@
Mavigation Bar "Search” [arephicsfer S mmulisesnch gil S
Mavigation Bar *Prodwct List* larephicsferUSimmuiprodiist gi @
Mavigation Bar "Basket Cortenis” |graphics/er)Simmuibasket gi &)
Mavigation Bar “Checkou” |grephicsferdJSimmuiicheckout gif ey
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Miva Merchant includes a set of images (buttons) for store navigation. These
include buttons shoppers can click on for the Store Front, Basket Contents,
Account, Checkout, Product List and Search. You can opt to keep these
buttons, however, your store will then look like many other Miva Merchant
stores. Chances are you will want to change these.

For right now, leave these as they are. After learning to create your own buttons
(Appendix B), and the uploading procedure, these changes can be made. We'll
discuss these and other changesin Chapter Nine: Fleshing Out the Store.

You may opt, at this time, to enter the URL to your home page (index.html or

index.htm for your site) in the Navigation Bar Logo Link box.

Asyou can see, there are many more optionsin the Edit Store section. We'll be
getting into all of them aswe work on the store. First, we need to get beyond the
basics.
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Order Confirmation Messages

As amerchant, you do not want to have to login to the store every day to seeif an order is
placed. Also, you want customers to receive immediate notification that their order was
received. Miva Merchant includes email confirmation and notification features for both
the merchant and customer.

Enabling Notification

Before editing the email notification systems, you first have to tell Miva Merchant you
will use these methods for order processing.

STEPBY STEP

1. Inthe admin menu, click the Order Fulfillment Configuration link.

~d Customer Drder Confirmation Email

2 Ernail Merchant Motification

2. Put acheck in the boxes next to both Customer Order Confirmation Email and
Email Merchant Notification.

3. Click the Update button.
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Email Merchant Notification

This feature will force Miva Merchant to send an e-mail to you each time a customer
places an order. The email will include the customer’s shipping and billing contact
information, the item(s) the customer ordered, any tax or attributes selected, and a total
amount of sale. It will not include payment information — you will need to log into the
admin areato retrieve this (see Chapter Sx: Processing Orders).

As with nearly everything else in Miva Merchant, receiving these emails is not required.
In fact, if you plan to use an automatic payment gateway module and will be receiving
severa orders per day, you may not want to receive these at all.

STEPBY STEP

1. Intheadmin menu, click the Order Fulfillment Configuration link.

2. Inthe Order Fulfillment screen, click the Email M erchant Notification link.

fodules Email Merchant Notification Customer Order Confirmation Ermail

From: & Customer's Email Address
. Dther:l

To: |infu@media5i.cnm

CC: |

Subject: |On|ine Crder Flaced YWith hMiva berchant

Header The following order was placed with Miwva Merchant: ;l
(Precedes

Crder
Information):

u o

3. Choose which email address you would like the order information to be sent
from. This is usually set at the Customer’s Email Address, but you can opt to
have the return address be from another address.

4. Enter the address that should receive the order information. This is usualy the
email address of the person responsible for processing orders.

5. If applicable, enter any other email address that should also receive the order
information.
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6. Enter the Subject of the message. Customers will not see this, as the email will be
sent to the merchant.

7. Enter any prefix message to the order email in header area. You can change the
words “MivaMerchant” to the store name. Again, customers will not see this.

8. Click the Update button.

Customer Order Confirmation Email

Most merchants will want to send immediate order confirmation to the customer;
customers have come to expect this. Without utilizing this feature, chances are customers
will email the merchant, asking if the order was ever received.

STEPBY STEP

1. Intheadmin menu, click the Order Fulfillment Configuration link.

2. Inthe Order Fulfillment screen, click the Customer Order Confirmation Email
link.

Order Fulfillment Configuration

Modules Email Merchant Motification Customer Order Confirmation Email

From: |infu@mediasi.cum

CC: |

Subject: IYDur Order with STORE MAKME

Header Thank vou for placing an order with STORE NAME. e appreci;’l
IFrecedes

Order _ Please sawe a copy of this email and refer to your order n
Information):

o
4| | b

3. Inthe From box, you should put the merchant’s email address. This is the email
address used for the store you have created.

4. You can opt to send a copy of this message to other addresses aside from the
customer’s email address.
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5. Enter the Subject of the message; it should be simple and should note that it is an
order confirmation.

6. Enter the Header of the message; this is any information that precedes the
confirmation of the customer’s contact and ordering information. It should
include the store name, estimated delivery time and contact information for the
store (email and phone for customer queries).

NOTE: You should not useany HTML in this email message. Many users’ email
accounts are set to not view HTML. Plus, since HTML is one way to spread
viruses, it's good practice to not use it in your emails. (the big guys do, defying
the standards of email altogether, and we think they'rewrong)

7. Click the Update button.
Miva Merchant will “plug” the customer’s billing and shipping contact information and

order information into this email. Credit card and check numbers will not be displayed —
you will need to login to the admin areafor this information.
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Calculating Shipping Charges

Miva Merchant includes basic shipping modules for you to use when needing to
configure shipping charges on orders. When you click on the Shipping Configuration
link in the admin menu, the above screen will appear.

Miva Merchant 4.12 and higher co
are:

mes pre-installed with seven shipping modules. They

Weight Table Based Shipping (2.2 & higher)

Shipping based on a charge for a

set weight range. Includes a handling charge. Also

allows you to add additional shipping costs on a per product basis.

Price Table Based Shipping

Shipping based on the total order amount. Includes a handling charge.

Quantity Based Shipping

Shipping based on the number of items ordered.

Minimum Weight Shipping

Shipping based on an amount per unit (pound or ounce), with a minimum charge.

Flat Rate Shipping
A set amount per order.

Base + Weight Shipping

Shipping configured by a base fee plus an amount per item.

UPS Online Rates & Service Selection Tool
UPS Online Shipping Calculation (2.00 and higher) - Shipping configured viathe UPS

online gateway. This module was u

pdated in version 4.1x, and now requires merchantsto

first register at http://www.ups.com

to use the gateway calculations.

NOTE: All of the standard shippi
UPS Online, are set to be config

ng modulesincluded in Miva Merchant, except for
ured for all customers, regardless of the shipping

address. If you need to charge different ratesby World or State Zone, you may need

a third-party shipping module. |
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Adding a Shipping Module w

Y ou can add and delete shipping modules as you need. However, if any orders have been
placed using an active shipping configuration, those orders will need to be removed from
the system before you can remove the shipping method (removing is discussed | ater).

Since you're just starting, feel free to add several shipping methods so you can decide
which ones will work best for you.

STEPBY STEP

1. Inthe admin menu, click the Shipping Configuration
Shipping Configuration link.

2. Check off any Shipping Methods Modules Price Table Based Shipping

you want to use. Assigned Module

. Weight Table Based Shippi
3. Click the Update button. Sight Table Based Shipping
Price Table Based Shipping

UPS OnLine Shipping Calculation
Cuantity Based Shipping

If you choose more than one method,
shoppers will be given a choice of

shipping methods. bdinirmum or Wyeight Shipping

Flat Rate Shipping
Base +Weight Shipping

[ I B B

Next, we discuss each of the seven shipping modules included with Miva Merchant 4.x.
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Weight Table Based Shipping W/

This module allows you to configure shipping based on the weight of the entire order. It
also alows you to add a base handling charge to each order.

60

STEPBY STEP

1. After adding this module, click on the Weight Table Based Shipping link at the
top of the screen.

Shipping Configuration

. L. To create new methods based
Modules Weight Table Based Shipping | on weight, click the New button.

Shipping Method Handling Ceiling Charge
Standard Shipping 3.00

You can add several types of shipping
methods based on weight regardless of 200 390
the carrier you plan to use. ' '

0.00

|Indate | F’Lesetl

. Click the button in the top right corner of the configuration box.

Enter a name for this shipping method, such as "Standard Shipping." Your
customers will seethislabel.

In the Handling box, and if applicable, enter a base handling charge. This amount

| will be applied to al orders, regardless of the total amount of the order.

. Click the Update button. New empty fields will appear for this shipping method.

In the Ceiling box, enter the maximum weight of the order for which you will be
charging a set price. In our example, thisis 1 pound.

In the Charge box, enter the shipping charge for the celling weight you just
entered. In our example thisis 2.50. Do not include the $.
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8. Click the Update button.

9. Continue steps 6 - 8 until all configurations are made for this shipping method.

To create a new method, such as "Priority Mail," click the k button at the top right
again and repeat 3 - 9.

Additional shipping charges can also be added per product under each product's Weight
Table Shipping Charges link.

A Beginner's Guide to Miva Merchant 4.x 61



Price Table Based Shipping

This module alows you to set shipping charges based on the total of an order. You can
also include a handling charge.

STEPBY STEP

1.

8.

0.

After adding this shipping
method, click the Price
Table Based Shipping link
at the top of the screen.

Click the button in the

top right corner of the
configuration box.
Enter a name for this

shipping method, such as
"Standard  Shipping" or
"USPS." Your customers
will seethislabel.

w

Ioddes Price Table Based Shipping
Shipping Method Handling Ceiling Chamge m
LEPS 1.0 B B)
200 3503
80.00 &.00 )
1000.00 B.05 o)
USPS Exprass Wil 11.78 n@®
[T (T
Shipping Corfiguation updated Lipdate | Fiesst |

In the Handling box, and if applicable, enter a base handling charge. This amount
will be applied to al orders, regardless of the total amount of the order.

Click the Update button. New empty fields will appear for this shipping method.

In the Ceiling box, enter the maximum total of the order for which you will be
charging a set price. In our example, thisis 20.00. Do not include the $.

In the Char ge box, enter the shipping charge for the ceiling total you just entered.
In our example thisis 3.55. Do not include the $.

Click the Update button.

Continue steps 6 - 8 until al configurations are made for this shipping method.

To create a new method, such as "Express Mail," click the button at the top right
again and repeat 3 - 9.
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Quantity Based Shipping W

This module allows you to charge shipping by the quantity of products purchased. For
example, you can charge one amount for 1-3 products; another amount for 4-5 products
and a different amount for 6+ products.

Y ou can also charge a simple standard rate per product.

STEPBY STEP

1. After adding this module, click the Quantity Based Shipping link at the top of
the screen.
Shipping Configuration (]

hWodules Quantity Based Shipping

Proyg. Floor Ceiling Amount/Unit

[USPS Priarity Mail ©

pdate | Resetl

2. Click the button to add a method.

3. Enter the ship Method — here we use Priority Mail.

4. 1If you will charge atotal ship cost based on groups of quantities, check the Prog
box (stands for Progressive). If you are charging per item based on how many
items, leave this unchecked (for Standard).

5. Click the Update button.

6. Enter thefloor and ceiling levels, and ship costs as shown on the next page.

7. Click Update to complete your additions/changes.
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STANDARD (per item char ge)

1.

2.

3.

In the floor box, enter the minimum product amount.

In the ceiling box, enter the maximum amount.

In the Amount box, enter the cost PER ITEM.

For example, if you charge $2 per item for the first five items, and $1 per item

thereafter, you will set two line items for shipping calculation. Miva Merchant
will add the amounts as needed based on the number of items ordered:

Shipping Configuration (%]

bodules Quantity Based Shipping

Remove Method Prog. Floor Ceiling Amount/Unit
I~ Standard
r 1 5 2.00
r 5 + 1.00
shipping Configuration updated pdate | Feset |

The+ denotes an unlimited number of items.

If we want to add another method of shipping, such as overnight shipping, then we would

click the button and name it Express, then enter our floors and ceilings for that
method.
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PROGRESSIVE (flat chargefor range of items)

1. Inthefloor box, enter the minimum product amount.

2. Inthe ceiling box, enter the maximum amount.

3. Inthe Amount box, enter the ship cost per item.

For example, if you charge $5 per item for shipping if the customer orders 1to 3
items, and another $7 per item for 4 to 10 items, and $8 per item for 11 or more
items, you will have three calculations Miva Merchant will consider based on the
total items ordered. In our example below, the total ship chargefor 11 items
ordered would be $72 - ($15 + $49 + $8).

Shipping Configuration

hodules Quantity Based Shipping

Remove Method

Prog. Floor Ceiling Amount/Unit

o USPS ¥
r 1 3 5.00
r 4 10 7.00
r 1 + 8.00
Shipping Configuration updated Update | Reset |

The + denotes an unlimited number of items.

If we want to add another method of shipping, such as overnight shipping, then we would

click the button and name it Express, then enter our floors and ceilings for that

method.
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Minimum or Weight Shipping W/

This module allows you to charge shipping by weight, but set a minimum shipping
amount no matter what is purchased. For example, if you charge $3.00 a pound, with a
minimum ship charge of $2 (evenif it'sjust 2 0z.), you will use this method.

With this method, you decide which shipping service to use. You also manually figure
the ship cost per weight.

STEPBY STEP
1. After adding this module, click the Minimum or Weight Shipping link at the top

of the screen.
Shipping Cenfiguration @I

Modules PSS OnLine Shipping Calculation  Minlmiaem or Weight Shipping

Shipping Method ﬁ.::;:-unt-lﬂ.felulut :"jl::rr::m E’
USRS 1.0 2.00 By
USPS Priarity Mai 1.35 320 8)
( fo.on [o.00

Lpdabe | Bezet

2. Click the \&J button to add a method.

3. Enter the method name you want customers to see (in our example thisis USPS,
USPS Priority Mall, etc.)

4. Enter the charge per unit (by default set as pounds in store setup).

5. Enter the Minimum Char ge amount — minimum amount of shipping that will be
charged, regardless of the weight.

6. Repeat steps 2 — 5 for additional selections; each of these will be available in a
shipping pull-down menu for the customer to select from.

7. Click the Update button.
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Flat Rate Shipping W/

The module allows you to charge a flat shipping rate. You can use this in conjunction
with other shipping methods. For example, if you want to charge US customers a flat
shipping rate, but other customers a charge per pound, or even a different flat rate, then
you would use this module for the flat rate, and any other module for other countries.

STEPBY STEP

1. After adding this module, click the Flat Rate Shipping link at the top of the
screen.

Shipping Configuration 2

Modules Sase +Wieghl Shoping Flat Hate Shipping bMsimum or Wigghl Sheaping

Shipping Method Amount E

s Customiers 5.00 éj

| 0,0

Shipping Configuration updated Lipdats I Fezat |

2. Click the button to add a method.
3. Enter the method name you want customers to see.
4. Enter theflat rate the customer will be charged if selecting this shipping method.
5. Repeat steps 2 — 4 for any additional methods using Flat Rate Shipping.
6. Click the Update button.
TIP: If you are not shipping UPS and want to charge more accurate overseas
shipping, you can either purchase a third-party module for a link to the USPS web

site (for US merchants), or smply enter 0.00 for overseas — stating you will email
those customer swith the actual ship costs.
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Base + Weight Shipping W/

This module allows you to charge a base shipping charge plus actual shipping charges
based on the weight of the products ordered.

STEPBY STEP
1. After adding this module, click the Base + Weight Shipping link at the top of the
screen.
Shipping Configuration @)
Modules Base « Welght Shipping Flal Rate Shipping Minimum or Weighl Shipging

AmountWeighi E

Shipping KMethod Base Charge Unit

W] oo |3.c3

Updats | Feset |

2. Click the S/ button to create a method.

3. Enter the method name you want the customer to see in the ship method list.

4. Enter the Base Charge—a“handling” charge that will be applied to each order.
5. Enter the amount to charge per unit (by default thisis pounds; set in store setup).
6. Repeat steps 2 —5 as needed for additional methods.

7. Click the Update button.
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UPS Online Rates & Service Selection Tool W/

This module allows you to charge a base shipping charge plus actual shipping charges
based on the weight of the products ordered.

NOTE: If your version of Miva Merchant 4.x does not include the UPS Online Rates &
Service Selection Tool module, you will need to update to the latest version of the
software.

STEPBY STEP

1. After adding this module, click the UPS Online Rates & Service Selection Tool
link at the top of the screen.

Shipping Configuration &]-I

2 UPE OnLing™ Rates & Serdice Sebecion Teal £l

IS Aegisiration Fember; |_

LIPS pequires yau ba register wiih them befare you can use the UPS Online®™ Fabas L %
Sermoe Seleciion Toal Blease smier pour UES segesiradion rumbes abowe. Hpou dant
hawe @ reqgisi mbion remEer, please phick heeg to obisin o

g |"‘F P, LIRS S SN B aTC D e g OO |

Rate Chart: B
K == Rezidenhial Fates
Handling: I::|'|—
Awuilibila Shipping kallads F UPS Ml Dy B F UFS Hex Doy Ei*® ira Pusio Rica]
F UFS M) Dy A Eady AM* F UFS Nex Dy & o
F UPES 2rd Doy Ai® F UPS 2ad Dy &7 A W *
F UPS 3 Day Selec® F UPS Ground
F RS Standard F PSS Wordeide Express Ples 5
F UPS Wordwide Exgedried 39 F UPS Weddwide Espregs 5
Rpdicn: s sohiwave coitulabes U aatos asasmng sfinooer sunnked pacr agng mi he poad o

demonainal ekt caicalaion of raTAeT DICASRE CatukEang e s nrnd

Lhd-u:ilFH-ﬂn‘l

2. Enter the information required:
a. Your UPS Registration Number, which was assigned to you by UPS.

b. The Rate Chart — select the type of rates you need by telling UPS how
you handle pickup or dropoff of packages.

¢. Handling —If you impose a per-order handling fee, enter that amount here
(do not include the $).

d. Available Shipping M ethods — Check off only the methods you will ship.

3. Click the Update button.
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Payment Configuration
In order to sell online you need to be able to take money. Okay, you knew this...

While accepting checks is a good start, credit card acceptance is what will make or break
your store.

There are things to consider when getting ready to launch an online store that accepts
credit cards, and the option you decide affects which settings are made in the Payment
Configuration area.

A merchant account alows you to accept credit cards.

A third-party payment gateway alows your store to approve credit card payments in real
time. This gateway works with your merchant account, and it incurs its own separate fees.

You need to determine if you want to manually approve credit card payments (less
expense, but takes more time) or if you want someone else to do this for you (more
expensive, but takes lesstime). Basically, you need to determine what your time is worth.

Manual Processing vs Gateway

If you're expecting less than 10 orders per week, manually processing payments will
probably be fine.

Whether you will obtain a dia up merchant account, software enabled or one that
requires a machine, each transaction will take you 2-3 minutes to process and log. This
does not count time needed for cross-referencing transactions to orders, etc. Overall,
we've found that stores processing 20-30 orders per week will likely waste about 6-8
hours per month processing.

A payment gateway will handle the processing for you. All of them included with Miva
Merchant also allow you to log in to a web site to place manua transactions (phone
orders) and handle other tasks such as running reports, crediting and voiding sales and
inquiring about funds. Overall, we've found that stores processing 20-30 orders per week
will spend about 1 hour per month processing.

Now is the time to apply for a merchant account, with or without a payment gateway.

Since the paperwork and setup of the account can take a few days to complete, you'll
want to get this taken care of while you are building your store.
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Check & Credit Card Payment Acceptance w
Y ou must first set payment optionsin order to accept any orders in the store.

STEPBY STEP

Aulhonze Mel FPayment Semraces w10

E-Commens ExchangeuckCommene 3.0 Paymenl Gateway

1. In the admin menu,
click the Payment
Configuration link.

Check Paymemn
cop
Momans s-SELECT Paymanl Samice

GlebalCoammerce Paymient Gatéway

2. Check off the payment
types you will be
using/accepting.

CyberSource K252 Paymend Serdces
CardserdcaLinkPoint Fayment Gatewsy
Credit Card Paymeni With Simple Yalidation
If you will manually Faradata Payment Senice
process credit card
payments, select
Credit Card Payment
With Simple Validation.

Wansagn Payflow Link

O o o R (o i i R A |

Wensagn Fayflow Fro (PaymeniMel)

If you accept checks (not online checks, but paper checks in the mail), check the
Check Payment option.

3. Click the Update button.

If you selected any third-party payment gateway, then see Appendix C for information
on setting up these modules.

Credit Card Payment with Simple Validation

The Simple Validation method only verifies the card ol bl 9
number is an actual credit card number; it does not Crudit Eand Paymest with Simgls
authorize funds or validate ownership. If you use this | "% yasijasion
method, you will have to also click on the Credit | | u—_—pG——— o
Card Payment With Simple Validation link to sefect | <=5 ——
which card types you accept. A o
Im Dz 3;!
STEPBY STEP M HasterCuwd )
Vi JaL )
1. In admin menu, click on the Payment
Configuration link. Updom | Faset

2. Check off Credit Card Payment with Simple Validation.

3. Click Update.
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4. Uncheck any credit card types you will NOT accept.

5. Click the Update button.

NOTE: If you have issued store credit cards or need to re-implement a card, simply click
the button in the top right corner, and enter the appropriate data.

COD Acceptance W

Y ou can allow customers to have items shipped to them Cash On Delivery. This method
means you will ship the product and the customer will pay cash to the carrier upon
delivery. This is not a fool-proof method; if the customer is not home, or refuses the
package, you are stuck paying fees. However, you can impose those fees at the time of
ordering.

Before accepting COD, check with your carrier and see what it charges for this type of
delivery.

STEPBY STEP

1. Inthe admin menu, click on the Payment Configuration link.

2. Check off COD.

3. Click Update.

4. Click the COD link at the top of the screen.

5. Enter the Handling Charge for COD payment.

6. Include any additional message for the customer choosing this method.

7. Click the Update button.
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Check Payment W/

With this module, you only have the customer select to mail you a check, and enter the
check number he or she will be sending. It does not offer verification services, nor does it
collect data for Internet Checks.

When offering this payment method, be prepared to hold goods while the check is en
route. Also be prepared to have to put goods back in stock as some people will not follow
through.

STEPBY STEP

1. Inthe admin menu, click on the Payment Configuration link.
2. Check off Check Payment.

3. Click Update.
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Viewing, Modifying & Deleting States

For US merchants, Miva Merchant includes alist of all states and an option for Outside
US. This list appears in the contact information page the customer fills out, and is used
for setting sales tax and the available “ship to” states customers may select upon
ordering. Y ou can modify thislist.

STEPBY STEP

1. Intheadmin menu click the Stateslink. [gaee
2. Make any modifications. swarch: | 8
R Coda Scala ﬂ
To add anew state, click the Y putton. " Fusde L= o
I~ Ak  Alazka _Eg

Y I & Elatama

To edit astate, click the button. s v
r AR Bk g
To remove a state, check the Remove I AL Aizees B
box. r A Cabfumm JR
I CcO  Colorada ‘}I
3. Click the Update button. F AT fonnectio &
. O Diesnict of Colurkia g
T DE Deleware Ja

NOTE: Theonly timeyou would remove a stateisif you will not accept orders
or ship tothat state. If you remove the Outside US option, only US customers
may shop.

Viewing, Modifying & Deleting Countries

Miva Merchant includes alist of nearly every country that can accept shipments. Y ou

may want to remove (or add) countries. For example, if there is a country you will not
deliver to, or one you will not accept payment from, then you will want to remove that
country from the list.

STEPBY STEP

1. Inthe admin menu, click the Countrieslink.

2. Scroll through the list of countries, unchecking any country you do not want to
use (thiswill unassign them, so you can always reassign them later).

3. Click the Update button.
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Remembrr@rﬁ: If you want to view more than 10 per page, enter a new number and then
click the \g button.
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Chapter Five
Categories & Products

Miva Merchant uses categories to organize products in the store. While you could just
throw hundreds of products online without any categorization, it is ill advised. We've
already discussed the importance of “ease of use” for your customers. Maintaining easy
to navigate categories and subcategoriesis part of the process.

Before you start, you need to consider how you will categorize the products the store will
offer. You can also use subcategories. It is suggested that you use no more than 12 main
categories, as you don't want to confuse your customers with dozens of choices right off
the bat. Use subcategories to break down the main categories.
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Hereisasample hierarchical view of categories and subcategories.

The Music Store

Countr By assigning products to categories,
ﬁ;lsic Countr you make a shopper's browsing
Y experience a more pleasant one.
New Country While shoppers can SEARCH for
products, they can also browse for a
Rock particular type of item they are
Classic Rock looking for.
Alternative Rock You can have many levels of
Hard Rock categories and  sub-categories.
However, the more levels you have,
Heavy Metal the more space will be taken up by
the category section when shoppers
reach that level, which means less
Soundtracks space will be available for actual
product viewing.
Clearance
Music
CDs
Cassettes
T-shirts
Pre-Order

Note that some subcategories are actually three-levelsin. There is no limit to the number
of levels you can use for categorization.
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Creating Categories w

STEPBY STEP

1.

2.

In the admin area, click on the P> next to your store’s named link.

In the admin area, click on the P next to Categories.

3. Click on Add Category and enter data.

Add Category (%]

Category Pagination Headers & Footers |[mages

Category Code: |
Category Name: I

Parent Categary: | @)

W Active

Add| PReset |

Category Code — an abbreviated code for the category, such as CY for
Country Music. Do not use spaces; only use alphanumeric characters.

Category Name — the actual name of the category, keep it brief!
Parent Category — leave this blank for now.
Active - if checked the category will show in the store, if not, then it will not

appear to the customer (but will appear in the admin section); you can
temporarily turn categories off in your store.
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4. Click on the Pagination link.

Category Pagination Headers & Footers |[mages Products

Pagination: ¢ Dg not paginate products
( Displayl? products per page

Y ou can tell Miva Merchant how many products to display per web screen in each
category. If you set this to 10 and there are 50 products in this category, visitors
will get a Next button to move to the subsequent pages of products.

You may choose not to paginate. However, if there are many products in this
category, the thumbnail images for those products will increase page load time.
Our recommendation is that if you have more than 10 itemsin a category, you
should paginate. Individual products will still load in their own pages.
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5. Click on Headers and Footers.

Here's where you can enter detailed information, such as text and or links and
graphics at the top or bottom of each category page. You can use HTML in the
Category Header and Footer.

Calegory Paginaton Headers & Feoders |mopes Progychs
[ Display Cabagary Trik

Fesder. |ifnne face="verdanm, mciml, helvetica”™ ;tica=T-173 j Headers &
<font mize="4l">IhxCousmtry Muxi -l-' hif fomts fOOterS W|” be

<f fomz>

displayed
directly above
or below the
listed products.

Faoter

o o

Display Category Title — The category title will be displayed below any
category header, so you may want to include the category name in the header
instead. If you are including the category name in the header, uncheck this
box.

6. Click onthe Add button.

The category is the basis for product listings, so once you’ ve added these, you can begin
adding products to your store or make additional changes to the Category itself. When
creating a category, the only required information is the code, name and parent category
(if applicable).
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Using Images for Categories

Y ou can opt to use an image rather than just text for the category tree and category titles.

Images are not required.

In order to use graphical navigation of categories, you first need to create the images. We

recommend the following:

Category Tree

A button (.gif) about 120-140 pixels wide by 20-25 pixels high. These buttons
should all be the same width. They will appear in the left-frame of the category

listings. Not all categories and sub-categories require images.

Category Title

An image (preferably gif, but .jpg will work) no larger than 300 pixels wide and
60 pixels high. These images will be displayed at the top of each category page
which lists your products in that category. You don't want the image to take up
too much of the screen; customers are there to shop. Show off your products not

your categories!

NOTE: If you are not sure about specifications of images and graphics for
the Web (size, file type, etc.), please review Appendix B before adding any
images or custom graphicsto your online store.

Y ou can add the image as you add the category (by clicking the Images link at the top),
or you can edit the category later.

Uploading Category Images

To upload a graphic for the category listing or category tree, click the @ button next to

the appropriate selection.

Click the Browse... button
and navigate to the directory
and file on your computer.
When you find the file,
double-click to return to this
screen.

If the file already exists and
you are uploading a new copy
of it, check off Overwrite.
Otherwise, leave this
unchecked.

Click the Upload button.
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Calegnry Hamnadion Hesdeds & Fooiers  limad e
Trem Inage: [ S
A} Uploed File - Microsolt imemet Exploaen m=E
Uplzad File
™ (heenarite
Fill::l Browse |
Uplcad | Cancal |
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Creating Sub-Categories

Sub-categories are great to further categorize your products. When a subcategory is
created, the category to which it underliesis called the parent category.

Y ou can create a sub-category one of three ways:

1. Under the Categories tree in the admin menu, click the P> next to the parent
category, and then click on Add Sub-Category.

2. Under the Category tree, click on Add Category.

3. Click onthe Categorieslink and at the category sort list, click the button.

Add Category

Category Fagination Headers & Footers |mages

Category Code:

Category Name:

Parent Category: @)

You enter information for sub-categories the same way you do for parent
categories. The only difference is signifying the parent category (which will
already be entered if you chose option 1 above).

The parent category is the category CODE, not the actual name of the
category. The parent category must already exist in order for you to create a
sub-category.

If you need to look up the appropriate parent category, click the @) button next to the
parent category entry box. Thiswill launch a pop-up window of al current categories.

When you find the category you want, click the @) button.
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Editing Categories

Don't worry if you make a typo or a mistake on some of your category headers and
footers. You can edit each and every one of your categories at any time by just clicking
on the category name in the category list, making the changes in admin and then clicking
the Update button. The entry screens are identical to when you created the category.

To find a sub-category to edit, just click the P> next to the parent category, then select
the sub-category.

Or, you can click the Categories link, and use the search box in the upper right-hand
corner. Y ou can search by category name or code.

Deleting Categories
To delete a category, just go to the category in admin, and click the Delete button.

Deleting a category will not delete the products within the category, but you will need to
assign those products to another category. Otherwise shoppers won't see the products
listed unless they navigate all the product listings, or perform a search with particular
terms which will call that product to be listed. We'll learn how assign categoriesin a bit.

Troubleshooting Category Codes

All Categories must have a unique Code. However, many categories can have the same
Name.

For example, if you sell apparel for both women and men and you want to use MEN and
WOMEN as main categories and the types of apparel in subcategories, here's what you
can do. In this example, we list the Name of the category, followed by the Code (unique
identifier).

MEN (men)
SHIRTS (m-shirt)

PANTS (m-pants)
TIES (m-ties)

WOMEN (women)
SHIRTS (w-shirt)
PANTS (w-pants)
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By using aletter- example (as shown above) this also makes it easier for us to distinguish
exactly which category products will be listed in. Y ou don't have to do this the same way,
so long as the Category Code is always unique.
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Sorting Categories

You can tell Miva Merchant how you want your categories to be ordered on the store
pages. Y ou can sort them alphabetically, by popularity or any other way you'd like.

To sort by Category Name or Code, simply click the appropriate links:

Y ou can also manually sort categories using this feature.

STEPBY STEP Categories /
- I :..:. .J. ..:.:.:...I....l. .'. JI Search: | xﬂj
1. In the admin area, click
the Categorieslink. - acCf - guriry B
43 ROCK rock ;
2. Usethe ¥ and ¥ buttons _ ) E'fl@
. 13 METAL feanry Watal J g}
to reorder the categories.
. _ - § 7 SMOTRE Soundiracks Bl
If necessary, click the - _ e ARANE et
button to move to the F 3 LARARTIE L & &
next page. R L Fre-Lindar B D
- P CLASSCY  Classic Countrg ﬂ ﬂ
Or enter a Iargq number - pINEWCY  New Couny O
to display on this screen
e § J CLASEROCK Clessic Riock i
and click the@ button. - g ATERN  Avemaiive iﬁ

If you want to view more than
10 items per page, enter a new
number and then click the
refresh button.
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Creating Products

There' salong way, and a short way to add products to your online store. We'll start with
the long way, so you'll better understand just how products are assigned to the store.

It's wise to implement some sort of logical numbering or coding system for your
products. This system should match any current inventory or invoicing program you may
already have implemented, or you can create one as you build your store. Product codes
can include numbers and |etters — we suggest you don’t use any specia characters (except
for the dash) for product codes.

Adding a Product w

This first exercise explains how to create an uncategorized product. We can categorize it
later.

STEPBY STEP

1. Inthe admintree, click the» next to Products.

2. Click on Add Product.

II-'lmiuu:I Images Helaled Products Headers & Foolers

Product Code: | 4— The Product Code is used by
Miva Merchant’s database
files to identify the product. It

Product Hame: [

will also be used by your

Lategary Lode | “E'j inventory or invoicing

s, Ii program. Make the Product
PG X Code short and simple.
Ciost: |III.II:I )

It is recommended you do not

Weight: ||J 1] use spaces in your product
0 codes.

escnghon

4 of

W Taxahle You can turn off the product at any
B Active time by unchecking the Active box.
<l

Add| Pese |
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3. Enter the Product Code (such as
1001, RT100, ARTO1). Only use
alphanumeric characters and do not use

Product Code: |

Product Hamae: |

Spaces. Category Code | )
Price: II'II'Il'i
4. Enter the Product Name (try to keep | T —
it short).
Weight: [bo

5. If you have aready created the |Mescredion
appropriate category, you may enter

the Category Code, or click the \‘_*)
button and find the proper code. (If
you haven't created the category yet, or
if you'll list this in more than one

category, you can always assign it o
Iater) F Tazable
F Actws

6. Enter theretail pricein the Price box.

7. The Cost box was designed to house your actual product cost, but it can be used
for the wholesale price or a discount price you will offer to select customers. (If
you'll only be offering a straight discount to select customers, and it will always
be the same percentage, there’ s no need to enter the price here. If you have a Cost
price, enter it here.)

8. If you will be figuring shipping charges based on Weight, enter it here. Be sure to
use the same format as you did during Setup (usually pounds).

NOTE: Unless you have someone modify one of Miva Merchant’s coded files, or
install a module that removes it, the weight field will always be shown on your
product pages.

10. Enter the Description for the product.
Descriptions should include al information about the product. Since the
SEARCH function does look in the description field, you should be sure to
use any relative words you did not use in the title. (For example: from the

movie Ghostbusters)

The product description can include HTML, so feel free to use tags if you
know them!

11. If theitem is Taxable, leave this box checked. Otherwise, uncheck it.
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12. By default this item will be Available to shoppers. If you want to temporarily
disable it, uncheck this box. Y ou will still be able to see the product in the admin
section, but customers will not be able to see or find the product in the store.

13. Click the Images link.

Add Product ¥

Product Images Headers & Footers

Thumbnail Image: | @

Full-sized Image: | @

M Feset |

Each product may or may not have an image. Any actual product (something that
will be shipped to the customer) should have an image. An image will always
help you sdll the item.

Thumbnail Image

Thisisasmall image which is displayed on the category pages, along with
the product name, price and the “Add One” and “Buy Now” buttons.
Visitors will click on this image or the product name to view a larger
image and the product description.

NOTE: If you are usng Miva Merchant Look and Fed in its
standard format, then your thumbnails should all be the same width.
If you are using KoolCat, or plan to use a third-party module to
display the category pages horizontally, thumbnails should be the
same height. See Appendix B for more image information, including
screenshots.

Full-Sized mage

This is the full image the customer sees on the product page, which aso
includes the product description and an option for a customer to enter how
many they would like to buy.

i

To assign an image, you can either upload the image, by clicking on the é)
button;

or, you can enter the path to the image (i.e. graphics/0000001/image.jpg
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TIP: If you want to really keep track of things, name your full-sized images
the product code (and file extension) and your thumbnail images the
product code plustheletter “a” or “_small”. Example: 1001.jpg, 1001a.jpg.

14. Click on the Header s and Footer s link

With the standard store, all of your product information (description, image, price,
weight, buy buttons, etc.) will appear in it's own area on the page. Sometimes you
may want text or images to appear above or below this area. This is where
product header s and footer s come into play.

Product headers and footers work the same way as category headers and footers.
You can use a product header to include special information (i.e. SALE! Buy
One, Get One Free!!), or you may choose to use a footer to enter links or other
information below the actual product area.

Headers and Footers are not required for individual products. Many stores don’t
use them. But if you want the customer to be hit with some big special or news on
the product page (this will appear at the top, before the product), then this feature
can come in handy.

15. Click on the Add button to save your product.
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Editing Products

Any of the fields for adding a product can be edited. This is beneficial since we don't
have to commit to any of the product’s information; it can be changed at any time.

STEPBY STEP

1. Intheadmin area, click Productslink.

2. Enter the product code in the Sear ch Box and click the \‘_*) button.

Products
CHECK ANY ADDITIONAL
FIELDS YOU WOULD LIKE CLICK ONE OF THE EDIT
Products TO SEE IN THE LIST BELOW BUTTONS TO CHANGE INFO

N\

lﬁ Uncategorized

Display: W Code W Mame
™ Cost [ Weight

Search: |

Code
31 GARTHD1 Garth Brooks - Star Profile

Hame

Remove

-
I ¢+ FREBAI RebaMcentire - Zo Good Together

12 m@

Update

Eeszet

Note: If you only need to change the name of the product, or any other item which

is apparent in the product listing, then click the button (edit here).

Y ou can choose what information is displayed in the product listings. By default
this is the Name and Code of the product, but you can select from many other

pieces of information.

3. Find the product you want to edit, then click the button to view a screen for

product editing.
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4. Make the changes to the product by clicking on each of the links at the top.

Product Images Related Products AHrbges Upsold Products
Haadar F

Product Code: 5767

Product Hama: ['I BB

Price: W
Cost: T
Weighi: .00
Description

FWF Hew York, MY wich Coxrk EKiller &nd Full Frant Tan & u.."l'lj

q . of

[T Taxable

F Aciive

I mages — the product’ s full-size and thumbnail image references.

Related Products— products that are add-ons or related items to this product.
Attributes — set different product attributes, such as size and color.

Upsold Products— additional products that will be offered as “upsell” items.

Headers & Footers — content that will appear at the top or bottom of the
product’ s screen.

I nventory — the amount of this product you have on hand. %

WEe'll be discussing Related Items, Upsold Products and Inventory in just a bit.

5. Click the Update button to save your changes.

Don’'t worry if you make a mistake; the Reset button will return to the original product
information.
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Assigning Related Products

Related Products allows you to display alist of "add ons' to the customer directly on a
product’s page. This is useful for sites that sell accessories for items, or want to promote
similar items on a product's page. The additional product(s) will be listed at the bottom of
the product page. Related products must aready be an actual product in the store.

To assign a Related Product, both the original and related products must already be
created.

STEPBY STEP

In the admin menu, click on the Products link.

2. Find the main product which will house the related items, and click the *~ button
to launch the existing product's full window.

3. Click the Related Productslink.

Edit Pro-duct: 1568 =15

=i -F P ituges Aelesd Peaduom Strpiies Lisudd Fragion
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4. Find the product(s) you want to relate to this main product and check the box for
each one.

5. Click the Update button.
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Assigning Products to Categories

Unless you assign the Category Code when you enter them, when you add products
through the product administration screens, you are only adding them to the store.
Products will never be listed within categories until they are assigned.

STEPBY STEP

1. Intheadmin areg, click the > next to Categories.
2. Click on the name of the category to assign products.

3. Click the Productslink at the top of this category page.

Category Pagination Headers & Footers Images Product Layout

Products

[All Unassigned | Assigned | Search: |

ol

Assigned Code Name
v EB257 1863 4

CHECK OFF EACH ITEM THAT
BELONGS TO THIS CATEGORY

¥ 1901- 1901
295

I 78B4 1914

13 o ©

4. Using the product list, or by searching, put a check next to each product that
should be assigned to the category.

5. Click the Update button.

Filtering Products Before Assigning

When you click on the Assigned button, only products already assigned to the category
will be listed (they will have a check mark). Hence, when you click the Unassigned
button, only products that are not assigned to the category will be listed. You can aso use
the search field on this screen to search for specific products that have or have not been
assigned to a particular category.

When categorizing products, you can click the M button to remove

any products from the category, or the M button to add products
that are not yet assigned to the category.
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Locating Unassigned Products

Any product not assigned to a category will only be found if a customer either searches
for the product or finds in the complete product listing. Y ou can search the admin area for
alist of al products not assigned to any category, So you can assign them to categories
for customers to find while simply browsing.

STEPBY STEP

1. Inthethe admin menu, click the Productslink.

2. Click the _Unassigned |p o

3. For ease of categorizing, print the list of unassigned products so you can take time
to assign them. DO NOT check off any products at this screen — doing so will
delete them from the store entirely.

Assigning Products to Several Categories

You can tell Miva Merchant to display a product in a realm of categories. Cross-
referencing is a great feature, because products only have to be entered once, and will
aways carry the same code.

To assign products to more than one category, ssimply follow the same instructions as
assigning a product to any one category. There is no need to create the same product with
different codes.

NOTE: Thereisalso a way to do this by importing a file of several products. Once
you become more familiar with the products pages and how products are handled
by Miva Merchant, you can consider using the import feature, discussed later in this
tutorial.

Deleting Products

You can delete a product at its edit screen. It doesn’t matter how you reach this screen
(through the products list, categories list, search, etc.). Just click the Delete button.
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Sorting Products

Y ou may decide that you want certain products to be viewed before others. You'll need
to sort the products in order to do this. By default, products are sorted in the order in

which they are entered into the store.

To sort by Product Name or Code, just click the appropriate links (see pullout below).

Y ou can also sort manually.
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STEPBY STEP

1. In the admin area, click the

Productslink.

2. Usethej and ¥ buttons to
move the products to the

proper order.

If necessary, click the -
button to move to the next

page.

Or enter a larger number to
display on this screen and

-
click the @ button.

3. Click the Update button.
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If you want to view more than
10 items per page, enter a new
number and then click the
refresh button.
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Product Attributes W
You might have products that vary in size, color or

Attributes allow you to

weight. For example, if you sell T-shirts, you might have | oser various sizes,
ones that comein Small, Medium and Large. colors or styles of a
product without forcing

It is counterproductive to produce a single product page | the customer to search
for his or her size or
other variations of the

product.

for each of these shirts unless your offline system (such as
an inventory and sales database) sets each as it's own
product code and you want to be able to import orders.
However, making individual products will display three of
the same item in the category listings, and may confuse customers.

By using Attributes, you can create one product (the shirt) and prompt the user to select
the size they would like to order. Attributes can also call for anincreasein price.

Spec Out the Attributes

Before creating attributes for your products, you should sit down and figure out how you
will offer the products. If you're just selling shirts in different sizes, thisis quite simple,
as is selling shirts in different colors. However, if the shirts have different sizes and
different colors, how will you offer them?

Standard Tee

Without any attributes, you Attributes will help sell

are offering a plain item. | [urie g Baske o !!‘eegg)rdgglfr'sn ?ﬁ‘éera'
i Frce: .00 1z :

Our ~example . s of . a = ::.p".'-'-":' i DD poencs customer won't have to

_Stz_ar_‘dard T-shirt,  which weed through a long list

initially costs $8.00. to find the one to buy.

Guardiy: N At Tio Beers oot |

Erandaid 100% pra-chiisk cotion 16, Avalabls i wardis cobirs and Qe [chodss pouis)

Our example here offers thistee in L, XL and XXL, and in the colors white, navy, red,
green and orange. Obviously, we don’'t want to create 15 different products (3 sizesx 5
colors). So we use attributes. We can provide a pull-down menu or a radio-button select
list for shoppersto tell us which color and size Tee they would like to purchase.
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Thetypesof attributesyou can use are:

* Radio Buttons — displays all the selections right on the product page, allows
customer to select one.

* Drop-down Select List — places the selectionsin alist for the customer to use
as a pull-down menu, you select which attribute is at the top by default.
» Checkbox — used for the single attribute or “add-on” item, allows customer to

select whether or not they would like that one addition.

e Text Fidd — allows the customer to enter brief information, such as initials
for amonogram.

e Text Area - dlows the customer to enter more extensive information, such as
special instructions or a complete mailing address.
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Creating List-Select Attributes

List-Select attributes will allow the customer to select the option from a pull-down menu.

This type of attribute only allows the customer to select one option. In our example, that
option will be the size of the T-shirt.

STEPBY STEP

1. Open the product for editing.

Edif Product: Slandard Tes i @-
P rgadioeci imagas Belsiei Podocie SSsbgles Lioeold Prodgcts
Ilﬂlhli i F EOORiS

Produict Codi: [TESTEHRT

Pandiict Mame: |[Sandaed Tes
Pl T
Cast T

Dagcrpia: Szandard LOO% pre-shrunk socton tes. Pradlabls iz cErEs 4|_']

L] | ;lJ

B Taashia

' Arines
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2. Click onthe Attributeslink.

Cragec]  Imagas Hulyled Progucis Ambhutes Upgok] Products
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Pinitigt it CopyT Price  Das
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. Click onthe button to create a new attribute for this product.

Enter a Code for the attribute. Note that customers will see this code on the basket
and order screens, as well as in their confirmation e-mail. You should make it
something they will also understand, such as SIZE or COLOR. And remember,
you should not use spaces in codes.

In the Prompt box, type the command you want the customer to see on the
product page, such as “ Choose Size”

In the | mage box, you can upload an image to appear in place of the text prompt.
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7. In the Type list, select the Drop-down :
List option. | Fadio Buttans =

8. Enter the Price to add to the product if
the attribute is selected. You will only

enter aprice if using a checkbox or text- _ :
entry field. Otherwise, any additional DFI:III:I I:ZII:I'I.I'I.I'I"I I—IEt

price will be added from the attribute the

customer selects from alist. Dhel:l‘-':.tl WE

9. Check off whether or not the attribute is TEH FI = l d
Required (noted as “R”). In our
example it is required, because we have TEII: .-"f'an =]
to know what size shirt the customer wants. If your list or other type of attributeis

for add-on purposes, then you would not check this option.

10. Click the Update button.
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11. Enter the Code for the first attribute selection (size of shirt). The customer will
see thison their order, so make it ssmple, such as“Large.”

12. Enter the Prompt for the attribute — this is what will appear in the actua drop-
down list or next to the radio buttons. Include the additional price if there is one.
For example “XX-Large—add $2.”

13. Skip the entry of a path for an Image - it will not work for the drop-down list
attributes.

14. Enter the Price which will be added to the product because this attribute was
selected. (1.00).

15. If you want this to be the default attribute, meaning it will appear at the top of the
list (and, if using a drop-down list, it will be the only attribute (size) the customer
will see until the menu is pulled down), then check off the Default (noted as“D”)
box. If you would prefer another attribute (size) be the default, then don’t check
this here, but on the actual attribute which isto be the first appearing in the list.

16. Click the Update button.

17. Repeat steps 10-15 for each related attribute (appearing on the pull-down or radio
menu) for this particular list.

Fromps bmiaye Copy® Price Lot I H
SI7E Chooss Sioe Deog.dawn Lis wa Pirth o
1 LARGE Large oo 000
T b uarce HLamge nm - 0m
¥ aRGE ¥WiLamge - add &2 200 000
[ | [ S |FasicBuees 8| T 000 [0 r
| <elect asize, and that Size XXL s 82 additional. Wee slso made |22 e

LARGE the default size selection in the list.
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Since, in our example, we'll also be prompting for the color of the shirt, we'll create a

totally new attribute list by clicking the button at the very top of the attribute screen.
Then we'll create our new list (or radio buttons) just as we did for the T-shirt size.

Creating Radio Button Attributes

Radio button attributes alow customers to choose one of a group of options. It is similar
to the List-Select attribute, but instead customers can see all optionsin a list format. The
customer clicks a button next to the option he or she wants.

STEPBY STEP
1. Open the product for editing.
2. Click on the Attributeslink.
3. Click the button to create a new attribute.
4. Enter the Code and Prompt for the Attribute, and select Radio Buttons from the
pull-down menu.
5. If applicable, enter the Price (and Cost if you use it) that will be applied if any of
the options are selected.
6. If the customer is required to select one of the options, check off the Required
box.
7. Click the Update button.
8. Inthe attribute option Code box, enter the Code for this option.
LRSS
Coile Copy? Price T ¥ E
SIE Laanse Sire Hadin Hutians L L H EJ'@
[ I I = T (T
9. Inthe Prompt box, enter the option name the customer will see.

10. If you want, you can upload and image for this option.

11. In the Price and Cost boxes, enter the additional price (if any) the customer will

be charged if he or she selects this option, and your cost if you use thisfield.
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12. If you want thisitem to be adefault selection, check off the default box.

13. Click the Update button.

14. Repeat steps 8-13 for more options.

Creating Text Field Attributes

Text fields are one-line fields. Use them to obtain brief information, such as names or
four-eight word instructions.

104

STEPBY STEP

1.

2.

Open the product for editing.

Click on the Attributeslink.

Click the button to create a new attribute.

Enter the Code and Prompt for the Attribute, and select Text-Entry Field from
the pull-down menu.

Enter the additional Price (if applicable).

If you want to include an Image (to replace the prompt text), then click the @
button and browse for the image.

Choose whether the information needs to be Required or not by using the
checkbox under “R.”

Click on the Update button.
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Creating Text Area Attributes

If you want to collect more detailed info, such as complete sentences or lengthy
instructions, choose this option.

STEPBY STEP

1. Open the product for editing.

2. Click onthe Attributes link.

3. Click the k button to create a new attribute.

Frompt Price  Cost
1 TeeSize Choose Slze: AT Ay fadin Buttans hra wa
LARGE Lange G267 a jpg oo 0o

h § [Massans [Exar Gih Message |grephicf00000007, @ [T Area =] Jooo  [ooo

Updete | Delete | Riesat ||

4. Enter the Code and Prompt for the Attribute, and select Text Area from the pull-
down menu.

5. Enter the additional Price (for thisitem above, thereis no additional price).

6. If you want to include an Image (to replace the prompt text), then click the @
button and browse for the image.

7. Choose whether the information needs to be Required or not by using the
checkbox under “R.”

8. Click on the Update button.
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Creating “Check-off” Attributes

Y ou can also ask customersto check or uncheck for certain information. This can be used
as a “do you want this?’ option, or as a required acknowledgement (such as a license
agreement).

In our example, we'll offer the customer gift-wrapping for a $1 charge.

STEPBY STEP
1. Open the product for editing.
2. Click on the Attributes link.
3. Click the ‘L button to create a new attribute.
Prompt Price Cest D R
1 [wmar [ farephics000000), (S [ Checkbax ] 200 ooo [
b | Message Emter Gift Message: . G267 jpy Text Fiekd o] 0
Updsta | Dalate | Fiese |
4. Enter the Code and Prompt, and choose the Checkbox option from the pull-
down menu.
5. If you want to use an Image in place of the prompt, click the button and
browse for the image to upload.
6. Enter the additional cost (if applicable).
7. Check (or don’'t check) if the attribute is Required.
8. Click the Update button.
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Editing Attributes

Just as we created attributes, we can edit them. We can also add new selections to our
atribute lists. To edit any attribute, just open the product for editing, click on the
Attributes link, and then click the edit button. Then make any changes, and click the
Update button.

Deleting Attributes

To delete an attribute, just open the product for editing, and click on the Attributes
link.

On the left of each attribute, check off any attributes or options you want to delete, then
click the Update button.

The attribute will be removed. The product, and any other attributes for that product, will
remain intact.

Creating Attribute Templates @ﬁ

Sometimes you might want to assign the same attribute to severa products. Miva
Merchant's Attribute Templates alows you to create a template attribute, then assign that
template to various products.

STEPBY STEP

1. Click the Attributes Template link.

2. Click the button to create a new template.

Add Afiribute Tempdate ] |

w1
dimribine Teinglawe Code I
firrlkirs Templats Plﬂn||:|

o] pusa |

3. Enter aCODE for the template - this can be any code. Do not use spaces.
4. Enter atemplate PROMPT - make it one that you will remember.

5. Click the Add button.
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Click the Attribute Options link (this appears at the top after you click the Add
button from the previous screen).

Click the button to create the options. This will be done the same way as for
individual products.

Edit Attribute Template: CODE1 m|

Lgmglate  Adiributes and Opdlons

Imane Frice o=
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Assigning Attribute Templates %
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STEPBY STEP

1.

In the admin menu, find the |[zaereguce: Test Froduc
product you want to assign

the Attribute Template to. | P mes Setded Prahacty. Mrkwies Lyved Prducty

YOU Wl” need tO edlt the sriEe Dammn KT pmaes Sl Ul

product. L o e e e o
¥ Ty Tl il Wiiidas Tl Weinige
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At the top of the product's il 2
edit screen, click the I I : “‘H
Attributeslink. P A A T formcitaz:

Click the button to create
an attribute.

In the Type field, click the Drop-Down List arrow and select the template you
want to use.

If you only want to copy the attribute template, check off the Copy? Box.

Copying the template means if you change some of the elements of the
attribute for this product, it will leave the template asit originally was created.
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If you want your changes to the attribute to be global, and actually update the
template, leave this box unchecked.

6. Click the Update button.

af
Inventory Management

The Inventory feature alows you to set and track inventory levels on all counts for
products.

Inventory specifications can be set store-wide or per product. Inventory counts do not
apply against attributes. Therefore, if you carry items that come in different sizes and
colors and use attributes to display these, you will not be able to track the inventory for
each size and color — only for the product.

Configuring the Store’s Inventory Feature

The following will allow you to set a standard for inventory control for all products in the
store.

STEPBY STEP

1. Inthe admin menu, click the Inventory link.
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2. Set the parametersto signify how you want Inventory to be handled.

Inwventory Settimgs Ermal Malileation

F Track rwenlory

bn Stack Message (Sho): ',. Tk,
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|
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i
M Track Out of Shock Lo
™ Hids QOul of Stack Praducts

Dt of Stock Level: E
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Track Inventory — if you want to track inventory of products by default, check
this box.

In Stock M essage (Short) — the short message displayed for inventory levels.
In Stock M essage (L ong) — the long message displayed for inventory levels.

Track Low Stock Level —to track the level of inventory when it is getting low,
check this box.

Low Stock L evel — enter the level (quantity) for which inventory is considered to
be low.

Low Stock Message (Short) — the short message displayed for low inventory
levels.

Low Stock Message (Long) — the long message displayed for low inventory
levels.

Track Out of Stock L evel —to track when an item is out of stock, check this box.

Hide Out of Stock Products — checking this will hide products from the
customer if they are out of stock.

Out of Stock Level — usualy zero, this is the quantity which the store considers
means “out of stock.”
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Out of Stock Message (Shor): |5,:,|3 Cligl

Dt ol Stack Message (Long): Farcy, me mce currently sold owut of CRproduct_nsmsdt, F]-.-s;l

1| |

Limited Stock Message: Sorcy, = do not heve enough f¥product_neamed' to £111 ynl.:.r;l
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Auailable Tokens: Yproduct_nameT The product’'s name
taproduci_code® The product’s code
%lev_insbock™  The quanbty in sfock [cument stock - low stock leval)
%lev_avallable% The quanbty available fo buy (cument stock - ouf of stock laval)

Saimnr_bown The curent slock lewel code: in, low, or out

Out of Stock M essage (Short) — the short message displayed when an item is out
of stock.

Out of Stock Message (L ong) — the long message displayed when an item is out
of stock.

Limited Stock M essage — the message displayed when a customer orders more of
one item than you have set in the inventory count.

Available Tokens — these key codes can be used to automatically insert
information, such as the product’s name, code, quantity in stock, out of stock
level and current stock level codes. These codes are useful in customizing the

messages displayed.
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3. Click the Email Notification link.

Inventary Safiings Email Motification

W Send Emad When Stock is Low
¥ Send Emal When Stock is Out

Fram: [sales@ designestend com

T |::|I|:~5'f§'|:||:~:|grc:-1|:~nd cam

L {products Ewhaleverhedomain ugg

Subject; %< product_nemets Sin_levels

Email Message: [sproduct names 3imv levels =

u of

Awailabde Tokens: S%product_name% The product's rams
Sproduct_code% The product's code
%lew_Instock™  The quandity in stock (cumant stock - bow stock: leval)
irms_available® The quardily sailabée Lo buy (currenl stock - oul of slock level)
iy loval’ Tha curent stack level code: in, kow, or out

4. Enter the information you would like to include when you want to be notified of
low or out of stock items.

Send Email When Stock is Low — sends an email when the stock level reaches
the Low quantity you previously specified.

Send Email When Stock is Out - sends an email when an item is considered to
be Out of Stock.

From — enter the email address you want the message sent from (this will usually
be your own address).

To — enter the email address you want the message sent to (usually you or your
purchasing department.

CC — enter an dternative carbon copy email, such as purchasing or a drop ship
house.

Subject — enter the subject of the email message. Y ou can use the codes (tokens)
at the bottom of the screen to customize it per product and levels.
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Email Message — edit and tailor the email message as needed, using codes at the
bottom.

5. When finished making al changes, click the Update button.
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Assigning Inventory Counts to Products %

Once you have set the default configuration for your store's inventory management, you
want to make some changes per product. Here, you will change product inventory, and
may also override any default store inventory settings.

STEPBY STEP

1. Inthe admin menu, click on the Products link.

2. Find the product you want to set the inventory level on, and click the ‘L button.
3. Click the Inventory link.

4. Set the parameters according to how you want to handle the inventory on this
particular product.

™ Track Procict €| You must check this box for the
Currerit Stock s EE inventory to be tracked. Each time
Increase Stock By | one is placed in the basket, the count

Decreass Slock By Ii will decrement.

In Stock Message [Short] |'

In Stock Massage [Long) | H

By using an In Stock message you can let
customers know if the item is in stock. If you leave
this blank, the default inventory settings for the
store will be used.

L ;IJ
Track Low Sinck Leveal: | Doy it rl

Lovws Stk Lasal: |:| * ar I Use Defaukt
Lo Sbock Message (Shart] [ \

Low Stock Message (Long) I \ J

Any menus that read “ Default” means the
default store inventory settings will be used.
You can opt to override them if you wish.
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Hierv_levalt Thee Cumeed slock lessld Code: in, kow, or oul

Just as with the store's default settings, you can use codes (tokens) to customize
the messages.

5. When finished, click the Update button.

Y ou can, of course, update the Inventory count for any product by editing that product.

If you have severa products and want to bulk upload inventory, this is covered later in
Flat File Importing.
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Chapter Sx
Customer Management
& Salability

Now that you've created the shell of your online store, how will you manage customers?
Do you want to be able to obtain and maintain contact information? What about making
it easier for customers to checkout in the future?

Have you thought about targeting specific products or | THIS WEEK ONLY!!
special pricesto any existing customers? What if you want

to have a “customer appreciation week,” where al or 20% off to all
some of your existing customers can take advantage of registered
special discounts? customers

Maybe you also sell wholesale, and need to be able to offer specia prices or discounts to
storefront retailers?

Y ou can assign customers to specific groups in order to do just these things.

Customer Accounts

Miva Merchant 4.x includes a Customer Account feature that allows customers to create
a login to your store. Customers can then later take advantage of special offers, select
items, and have their billing and shipping contact information saved for future ordering.

When we initially setup the store, we told Miva Merchant how to handle customer
accounts in respect to providing login links and account creation pages. With this feature
already implemented, we can begin managing our customers and offer various prices and
products to those who register. If you opted to not utilize customer accounts, you will
need to re-enact this feature (see Chapter Four: Creating the Store).
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Viewing Customer Accounts

When you click the Customers link in the admin area, the following screen will appear.
Any customer who created an account with your store will be listed here.
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I Bil. Sials ™ Bl Tp ™ Bil. Couslry
R i L ogin Parss, Aacovary Emdasil Ship, Firsl Rame Ship, Last Name
e nisiEmedas com Tl A ool y Ej

The customers screen displays information about all customers who have created
an account. Without customization, you can't force customers to create an
account, so obviously not all of those who have shopped your store will be listed.

Viewing Customer Infoln List Form

To view additional information in the standard customer list, you can check the boxes
in the Display area. Usualy you'll want to view the Login, E-mail, First Name and
Last Name.

After checking off the additional options, click the Update button.
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Creating Customer Accounts

While Miva Merchant gives the customer the opportunity (and the decision) to create his
or her own account, you may have some existing customers for whom you want to create
the accounts for now.

STEPBY STEP

1. Inthe admin menu, click the Customerslink.

2. In the lower right-hand corner, click the @} button to create a new customer
account.

Add Customer {F]

Identification Shipping/Billing Information

Login: |j|:|esmith
Email Lost Passwords To: |j|:|eSmith@designeﬂend.cum
Password: Immmwi

Confirm Password: I

Add|  Peset |

3. Enter the Login name, e-mail address and create a password for the customer.
Y ou will need to retype the password to confirm accuracy.

4. If you will have the customer enter his or her own shipping and billing contact

information when they login the first time, then just click the Add button.
Otherwise, go to step 5.
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5. Click the Shipping/Billing Information link.

Add Customer &2

Hesificatin ShipghegHilling ledematios

Firsd Marrs [ Fitel Mame [

Last Hame | Lust bame |

Email Address | Emai Addeess: |

Fhene Humbar. | Phare Mumntar |

Fax Wumber | Fax Humbar, |

Caspiny | Compriy |

Hrdraes | Agdres e |

City | Gty I

SiaeFimncs Im Sisla/Proencs Im

Ferrmcs: | BaPncs: |

TP eaial Cade: TpPastal Cada: |

Comriy TENT Bl counry | «Eaiat O =
Aad|  Rase |

6. Enter the customer’s information.

7. Click the Add button.

Don’t worry if you forgot to write down the password in a safe place. Y our customer
need only request an e-mailed password from your store’ slogin page. Provided your
mail server isconfigured properly, and the speed of connection and inter net activity
at the time, the customer should receive the email from the store in a matter of

seconds.
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Editing Customer Information
When viewing the customers list, next to each customer’s information are two buttons.

The \ button alows you to edit only the information shown in the listing (in our
example, just the Login, E-mail, and First and Last Names). Clicking this button will
make the currently displayed fields editable.

The \&J button will launch a new window containing access to all of the customer’s
information.

STEPBY STEP

1. Inthe admin menu, click the Customerslink.

2. Find the customer’s listing you want to edit. You may have to navigate through
the listings or use the search field.

3. Click the button to launch a new window with the customer’ s information.

Edit Customer: test )

Identification ShppingEillng Information

L ovigimc ||-,_= =

Email Losi Passwords To: |,,-,1,:,.:-_.':.NE.,:|,I:,E_, o

Passwnand: |

Caonfirm Passwond: |

Update | Delete | Reset |

The only information you should usualy consider changing on the
Identification screen is the e-mail address. Since most customers
create their own login and password (and can have any lost passwords
e-mailed to them viathe store), you should not change this information
unless a customer requests you do so.
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4. Click the Shipping/Billing Information link.

Edit Customer: test &)
denjifcalion Skipping/Biling Information
Bill To:
First Mame:  [Test Firsl Mama [T
Ll Pdarie Idu_:_:_:,.ul Lasl Mame |.-"U.l.l.l.rl
E.;::Iﬁ [irc@enachaz con EE: o @mecae com
Fhrang I Phona |
Purrbar. MurTiber
Fax Wi b I Fax Mijmbian |
Company | Cornpaniy |
Addraas [P0 Bex 827 Addres [P O BiewB27
ity [Cifon Fark City [ Pk
StatpProance INI’-w“"l’lI-' :I Sl Prowings |N|='w'|"|'r-\. :J
Hhar I T |
StateProanca EtanaProvince
HipPosial - FpPosial
Code |12065 Coda [12065
Country ILInln:d S j Coaunibry [Unn::l Etmias j
Update | Delete | Peset |

Here you can edit the customer’s phone/fax numbers, company name, and
shipping or billing addresses.

Since no common payment information is stored in this file, you won't
have access to view or change this type of information.

5. Once al changes have been made, click the Update button. If you have made no
changes, or do not want to save your changes, click the Reset button.
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Deleting Customers

Y ou may decide you want to delete certain customers. The reasons for this will vary, but
common ones are inactivity, falsely providing payment information and customers who
attempt to “take you for aride.”

STEPBY STEP

1. Inthe admin menu, click the Customerslink.

2. Find the customer you want to remove from the account list (see exercise above,
Editing Customers).

3. Click the Ddete button.

NOTE: After deleting a customer, you will be taken to an Add Customer screen,
which will allow you to re-add the customer. However, you will need to enter a
new password. If you do not want to re-add the customer, smply move on to
another task.
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Assigning Customer Fields

As a customer navigates to the checkout section of your store, you can make customer
fields (information you will collect) required, hidden or optional for completion. You can
also hidethe BILL TO section altogether.

STEPBY STEP

1. Inthe admin menu, click on your store name'slink.

2. Click the Customer Fieldslink.

Billing Information: Im

First Mame o = i
Last Marne o = i
Email Address & = i
Phone Mumber . ~ -
Fax Mumber It is recommended that . . =
compary | vl | o e e
Address Number. o ol e
City . = e
State/Province o = i
ZipfPostal Code o = i
Country & = i

3. Using the radio buttons, assign the proper requirement method to each field.

4. Choose for the Billing Information to be optional or hidden. If optional, the
customer will only need to fill it out if the shipping and billing addresses are
different. If hidden, the customer will only complete one field, which requires all
items to be shipped to the same address as the billing address.

5. Click the Update button.
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Availability Groups

Sometimes you may want to offer select items as an exclusive to particular customers.
There are several reasons a store might offer such exclusives, including:

* You want your existing customersto get “first dibs’ on new or rare product.

* The items might be “wholesale only,” so you want to offer them just to
retailers at awholesale cost.

* Youwant to offer your best customers an item that is scarce, or hard to find.

With Availability Groups, you can make these selected items invisible to any customer
that you have not included in this group.
There sa specific processin creating and utilizing Availability Groups:

1. Create the group

2. Assign the product(s) and/or categories

3. Assign the customer(s) who you want to “see” those products.
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Creating the Availability Group

STEPBY STEP

1. Inthe admin menu, click the » next to Availability Groups.
2. Click onthe Add Availability Group link.

3. Enter the name of the Availability Group.

Add Availability Group &

Aurallabiliy Group

Ayrailability Growp Hame: [

s puse|

You can name the group whatever you'd like. Your customers will not see this
name — it is for administrative purposes only.

4. Click the Add button.
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Editing Availability Groups

After creating an Availability Group, you will automatically be taken to the Edit area. It
is here where you will begin to add customers, as well as any categories and products you
want to assign to just those customers. You can aso reach this area any time by
navigating to this group’s name in the admin menu. Just click the » next to
Availability Groups, then click the link of the group you want to edit.

STEPBY STEP

1. Inthe Edit Availability Group screen, click the Customerslink.

2. Check off al the customers you want to Assign to this group.

Edit Availability Group: Test Group &

Awzilabdity Groyp Customers Categories Products

Al Unassignad | Assigread Search: [|.:-:_| J‘_ﬂ
feigned Login Fass. Kecowveny Email Name

[ tesl  infaimediasi com Tesl Account @
141 o | =

When editing an existing group, you can click the M button to remove

any customers, or the M assigned button to add customers who are not yet
assigned to the group.

3. Click the Update button.
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4. Click the Categorieslink.

Edit Availability Group: Test Group &
Ayailabilily Geoup Customers Cavegosies Products
Al Unassighed | Assigned Saarch: | Ay
Asgifned Lode Mame m
r oy Country B
F ROCK Rack )
r METAL Heavy Metal B
™ SNDTRK  Soundiracks J)
r CLEARANLCE Clearance REMEMBER. YOU CAN ,Eu
r  PRE Fra-Cirdar ALWAYS VIEW A LONGERLIST | | )
BY ENTERING A NEW NUMBER
M CLASSCY  Classic Country AND CLICKING THE REFRESH B
BUTTON.
M HEWCY  Mew Country B
T CLASSROCK Classic Rock )
M ALTEAN  Altemnative )

=
|

o)

-

Updaie | Dalete | Flnsnrl

Y ou can choose (check off) to assign an entire category to the Availability Group.
This means that when any of these customers logs into the store, they will see the
category link. Any customer who is not logged in, or is not on your selected list
will not see this category.

To further navigate thislist, usethe - button, or use the Sear ch feature.

NOTE: Even if the products you want to assign are in this category
you must assign products to the group as well. Otherwise, any
shopper could find (and buy) the product during an item search.
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5. Click the Productslink.

Y ou can select specific products for this Availability Group the same way you
selected categories. If you decide to select just products and no specific
categories, assigned customers will see these products within the categories
they are assigned to through the actual store.

As with the customers areg, if you ever want to add or remove categories in
this Availability Group, you can navigate quickly using the AS587&2 o

Unassigned | | jitons,

NOTE: If you assign a category to a group of customers, and do not
assign the products within that category, other shopperswill still be able
to find those productsin a Search on your store. Therefore, if you only
want the assigned customers to see specific products within an assigned
category, you must assign both the category and the products.

6. Once you've made al your changes/additions, click the Update button.

Deleting Availability Groups
Once you are finished offering specific groups of items to select customers, you can
delete the Availability Group.

STEPBY STEP

1. Inthe admin menu, click the » next to Availability Groups.

2. Click on thelink to the group you want to delete.

Edit Availability Group: Test Group &)

Ayrailability Gromp Cusfomers Cafegones Producls

Availability Group Name: |Test Group

Updeie [  Delete | Fl-asatl

3. Click the Delete button.
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Price Groups

While Availability Groups allow you to offer select products only to certain customers,
Price Groups alow you to offer the same products to al customers, but at different
prices.

A price within a Price Group can be a fixed price (such as $5.00) or a percentage from
the actual store price (such as 10% off).

Price Groups can be offered to different customers for different reasons, including:

* Wholesale — you might offer products to resellers, such as other online (or
offline) retailers, or people with web sites and storefronts who also want to
offer your product(s).

» Select Customer Program — you might offer your best customers a fixed
price on certain items, or a percentage off one or many products.

* Rewards for Creating Customer Accounts — you could tell al customers
that if they create a Customer Account, they will be offered discounts.

Thereissomething to keep in mind, however.
While it's possible to assign customers to many price
groups (and alow them to purchase at the lowest price

REMEMBER?

When creating products,

possible), and it's possible to create many groups with | yoy are prompted to
various discount percentages, there's only one cost | enter the Product Price

(wholesale, or other assigned discount cost) that can be | (the retail price shown in
the store), and the
Product Cost (usually a

wholesale rate).

applied to any product. This is the amount you entered (or
will enter) in the Cost field in the actual product
create/edit screen. (Chapter Four: Creating Products)

In other words, you can have a dozen Price Groups, al offering various percentages of
discounts. But any Price Group which offers the Cost field will carry the same cost
throughout each group.
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Types of Pricing
Before creating a Price Group, we need to analyze the various types of costsinvolved.

Retail — the retail price of the product, which is the price al customers (and any
of those not assigned to a price group) see by default in the store

Cost — either the wholesale rate you are offering, or another fixed price you will
offer to certain customers

Discount From Retail — a percentage off the Retail price
Markup From Cost — a percentage added to the Cost price

It is up to you (or your pricing staff) to determine which way you will offer your Price
Groupsto your selected customers for that group.

The Percentage | ssue

It's possible you are not able to offer the same percentage discount on all products. This
usually calls for creating (and assigning customers to) more than one price group. Miva
Merchant can handle several price groups, and customers can be assigned to none, some,
or all of them.

For example, if you sell new toys and can only offer 10% off Pokemon cards, but want to
offer 15% off the new Lego sets, then you would create two Price Groups (one for 10%
and one for 15%) and then assign the appropriate products to each one.

Percentages do not have to be whole numbers (1%, 2%). You can enter a fraction of a
percent (.25%, .50%), or a combination percentage (1.5%, 4.7%).

NOTE: If you plan to offer percentages spontaneously (not regularly) to specific groups
of people, you might want to consider purchasing a third-party coupon module, where
userscan enter a coupon code which can apply a discount to specific products ordered.

The Cost Issue

Just as another reminder, when you created your products, you were shown a Cost field.
Y ou can use this field for discount pricing if you wish. It’stotally up to you. Just because
thefield islabeled cost does not mean you cannot use it for other pricing factors.
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Creating a Price Group
Once you' ve figured how you are going to offer the discount, you can add the group.

STEPBY STEP

1. Inthe admin menu, click the > next to Price Groups.

2. Click the Add Price Group link.

Add Price Group [ﬂl

Frice Group

Price Group Mame:
Pricing: Hilal
Cinsd
Uk cound Froem Helal ||: an L8

Markup Frarm Cost ||: an %

i I B

saa] e

3. Enter aName for this Price Group. No one else will see this name.

4. Select the Pricing method. If a percentage, be sure to also add the percentage
you' ve decided upon.

5. Click the Add button.
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Editing Price Groups

After you've created a Price Group, you will automatically be taken to the Edit screen,
where you can begin assigning customers and products. If you need to edit an existing
group, click on the » next to Price Groups, then click the link of the Price Group you

want to edit.

Edit Price Group: Test Price Group

=

Price Group Cusiomers Froducis

Price Growp Name: [T=st Frice Group

Pricing: " Rela
 Caost
* Descount From Retail {1500 %
€ Markup From Cost  [0.00 %

Updﬂal Delatal Flasat|

In the Edit Price Group screen, you can make changes to the Pricing method for this
group the same way you defined the discount method when you created the group.

Customer Assignments to Price Groups

STEPBY STEP

1. Click the Customerslink.

2. The same way you did for the Availability Group,
check off all the customers you want to assign to this

group.

3. Click the Update button.
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If editing an existing
group, you can click

the M button

to remove any
customers, or the

Unassigned button to

add customers who
are not yet assigned
to the group.
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Product Assignments to Price Groups

Like Availability Groups, you need to assign products to
your price group. You can decide to offer discounts on all
products or just afew products.

STEPBY STEP

1. Click the Productslink.

2. Check off al products you want to assign to this
group.

3. Click the Update button.

Deleting Price Groups

If editing an existing
group, you can click

Py |

the 255875 | 1y ytton
to remove any
products, or the

o o oy e

‘Unassigned | tton to
add products that are
not yet assigned to
the group.

Once you are finished offering discounts in a certain Price Group, you can delete the
group. This will have no effect on the actual products or customers your files. The only
change will be that none of them will be associated with this particular group, because it

will no longer exist.

STEPBY STEP

1. Inthe admin menu, click the > next to Price Groups.

2. Click on the name of the price group you want to delete.

3. Click the Delete button.
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Giving Customers the Best Price

Since customers can be assigned to more than one group, you need to tell Miva Merchant
which price they should see. There is no staggering factor here — they either see the
highest price or the lowest price. Chances are if you are offering special discounts, this

will be the lowest price.

When we created the store, we were given an option for Price Group Overlap Resolution.
Now’ s the time to check to make sure we' |l be offering the proper price for the customers

within price groups we' ve created.

STEPBY STEP

1. Inthe admin menu, click onthelink for Y our Store.

2. Click on the Settingslink.

Units of Measurement (WWeight):

Basket Timeout (Minutes):

Price Group Overlap Resolution:

Sales Tax Calculation:

Currency Formatting:

pounds

Al
Highest Frice j

Lowest Price

LIS Currency Formatting

3. Inthe Price Group Overlap Resolution menu, choose Highest Price or Lowest

Price.

4. Click the Update button.
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Upsold Products

Pretend you run a music store. Let’s say you want to offer the latest Melissa Etheridge
CD at just $10.00 to any customer ordering $50 or more worth of product. Or, maybe you
have a special sampler CD to offer free with a purchase of $25. Either of these could be
an Upsold Product.

An upsold product can be an existing product in the store, which is normally regular
price. However, if a customer spends a certain amount of money in the store, he or she
can be offered the same product at a discount or free. An upsold product can aso be an
item you don’t categorize, and only want to offer as an upsold item.

Adding an Upsold Product

STEPBY STEP

1. Inthe admin menu, click the » next to Upsale.

2. Click onthe Add Upsold Product link.

Add Upsold Product

Upsold Product

Product Code: | @)

Threshold Percentage of Order Total: |EI o

Pricing: & Ahsaolute Price: IU.DU
 Percent of Original F'rin:e:lﬂ.ﬂﬂ %

If you know the Product Code, you can enter it in the Product Code box.
Otherwise, click the @) button to launch a product listing. Once you find the
product you want to upsell, click the @') button to select the product.
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Threshold Percentage of Order Total

The Threshold Percentage of Order Total is based on the sale price of the product you
plan to offer. For example, if the product's regular price is $20 and you want to offer it at
half price only if the customer spends $100 or more, then the threshold is 10%. (You are
offering the product at a sale price of $10 and $10 is 10% of $100.)

To calculate the threshold percentage, we use a simple percentage formula, wherein the
upsell price of the product is divided by the total amount the order must be for the offer to
be made. For example:

Original Price: $30
Sale Price: $15
Order Must Be: $120
15/20 = .12 or, 12%

Original Price: $5.95
Sale Price: $3

Order Must Be: $20
3/20=.150r, 15%

You can price the upsold item two different ways. You can offer a percentage off the
original price, or set an absolute price. In other words, you can set a 20% discount or an
actual dollar amount for the product. Either way, you will still need to formulate the
threshold based on the actual sale price of the product.

3. Click the Add button to save the information.

Now, when a shopper goes to checkout, if he or she has met the dollar amount you have
set in order to get this item (at a discount or for free), he or she will be asked to purchase
the item. If the item is selected, it is placed in the shopping basket and added to the order.
If it is not selected, the shopper will continue checking out as usual.

TIP: Many successful stores use upsold items, and some find that giving

away something free with each purchase can actually entice visitors to buy
something, anything, in order to get something for free.
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Offering Upsales as Free Iltems

There is only one way to offer an upsale at an absolute price of $0.00, and that is by
offering it to anyone, regardless of the order total. Since the number zero cannot be
divided by a whole number, there is no way to configure the threshold percentage.

Therefore, you can use the upsale feature to offer free items at the checkout screen, but

you may not require any order amount to so. Y ou can, however, require that other
products be purchased.
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Examples of Upsale Items

If you are a bit confused about how upsale items work, you are not alone. It's a term
many department stores have used for years. All those sales that scream, “Y ours free with
a$25 purchase,” utilize this method.

The information they have to plug into their cash register is a bit different, however,
because unlike a department store with loads of signs, you are actually going to remind
the customer that the item is available at the checkout. In order to do that, you have to
figure the right method for Miva Merchant to use in order to know when to offer the item,
and when not to.

Let’s say you sell homemade candy in your online store. Chances are your profit
level is better than if you were selling in a physical store. So, you decide to offer
al customers a sample package of 20 assorted candies at half price with every
purchase of $20 or more.

The sample packet usually sellsfor $4, so you will be offering it for $2.
Therefore, you need to determine what percentage $2 is of $20 (upsaleitem sale
price/ purchase requirement). In other words, the $2 you will offer the packet at
must be a certain percentage (or more) of the total order in order for the customer
to be offered the special.

Packet Sale Price:  $2
Purchase Must Be:  $20
2dividedby 20 = 20%

If you would rather offer the packet for free, you can set the absolute price for the
item at $0.00, but keep in mind that unless you require other products be
purchased, this upsale will be offered to every customer, regardless of the order
total.
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Upsold Product Refresher

In afictitious store, you can get the New Jersey’s Rockin’ Tee for half price when you
purchase $20 or more. The Tee normally sells for $16. Here's how we figure the Upsale
properties.

Add Upsold Product el

Upsold Product

Product Code: |NJTEE @)

Threshold Percentage of Order Total: |BIII o

Pricing: " Absolute Price: IEI.I]EI

& Percent of Original  |50]
Price: o

Add|  Peset |

The Tee sells for $16 and we're offering it at HALF PRICE with a purchase of $20 or

more. That’s 50% off (Percent of Original). Or, we could have just put $8 in the Absolute
Price.

The tee's sale price of $8 is divided by the required purchase price of $20, which equals
40% (threshol d).
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Requiring Additional Products

Now, let's say we've got another T-shirt from the Texas Jam that also costs $16. This tee
can be purchased for just $5 if the customer spends at least $20 on any country music
selections. After determining the threshold (5/20 = 25%) and creating the upsale, we can
assign specific products the customer is required to purchase in order to receive this offer.

Edit Upsold Product: Official Texas Jam Tee

[#]

Upsald Product Required Products

[AIl' Unassigned | Assigned | Search: |
Assigned Code Name

v SARTHDT Garth Brooks - Star Profile

[ REBAD1 Heba Mcentire - So Good Together

I TJTEE  Official Texas Jam Tee

eealle

o ©

After adding our Upsale (using absolute cost rather than percentage), we click the

Required Products link, and choose from the list — everything country, that is.

Then we click the Update

button, and voilal Any | shecs S CrRcalTEs T - .

. v il ot [hia asder anhe e customer will
customer purchasing $20 or be prompted to
more of country music will | F«s HTE accept the upsale
now be adeted to take | sesines fam onlyllfapurc.hase
advantage of this special | s s 1 requirement is met.
offer.

A5 1 T Orchar | Do et Adel To Dvdar |

NOTE: When using upsale items, you still want to hype the special offer elsewhere and

throughout your site.
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Configuring Upsale Displays
Y ou can tell Miva Merchant how many upsales to offer at any given time. In most cases,
you'll offer customers one upsale per order.

STEPBY STEP

1. Inthe admin menu, click the Upsale link.

2. Inthe Upsale screen, click the Settings link.

3. Enter the number of upsale items you want to show and the maximum number of
items the customer may select.

With " Show" Set to 1 - The customer will be prompted with one upsal e per
order, as displayed in our example.

With " Show" Set to 2 or more - The customer will be shown alist of
upsales available, with a checkbox next to each item.

With "Max Number" Set to 1 - If multiple upsales are displayed, the
customer will only be able to select one.

With " Max Number" Set to 2 or more - If multiple upsales are displayed,
the customer may select as many as he or she would like.

NOTE: In order for more than 1 upsale to be displayed, the order must fit the
criteriayou set for that upsale.

4. Click the Update button.
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Deleting an Upsale
To delete an upsale, in the admin menu click the Upsale link, then check off the upsale(s)
you want to remove. When finished, click the Update button.

Viewing Upsales from Product Pages
Y ou can view required Upsal e features from product screens in the admin menu.

STEPBY STEP

1. Inthe admin menu, click the Productslink.

2. Search for the product that is a required product purchase for an upsale and click
the \ button.

3. Click the Upsold Productslink.

4. View the product(s) that will be offered as upsales when this particular product is

purchased. If none are listed, then this product is not required in order to be
offered another item.
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Running an Affiliate Program

An affiliate program allows your store to get referrals from other sites, while only paying
for the advertising if sales or visits are made.

Other people post your ad on their site, and when visitors click on it, they are taken to
your store. You can opt to pay the affiliate based on the number of visitors, or a

percentage of sales that are made.

Configuring the Affiliate Program

In order to take on affiliates, you must first enact the program.

STEPBY STEP
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In the admin menu, click the Affiliate Configuration link.

Affiliate Conflguration

Qi Hegder & Froler SN ARG Logn

hptinnm o3l Pasewond Emal Afksles SRiale Empl Holifcalign Payouls

Diefaull Agplicalion Staus: Im
[edwuli Commission Par Hoferrsd gz [20000
Dedsuli Commissien Porcant of Order: 1000
Defaul Commissien Flat Fee Per Order: 00

F &ctivaie Sfiiale Frogram

Paggaiit Thiisshild: |E il
Lifk Irsags |
Lirk Taxd I.ﬁ.hlrl'-l--_ph
Tarms
]

2. Set the Options for the program.
Activate Affiliate Program — must be checked.
Default Application Status — You may select Pending (applicant must be

manually approved), Approved (all applicants are automatically approved) or
Disabled (disabled signup for the program). If you plan to allow auto-signup, it is

recommended that all signups are Pending until you can approve or reject them.
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. Click the Lost Password |;,m T

] Enter the ema” ajdre$ the o .--.-.: e 18 che AEfiliecs boooont Lefoarmscion yod cequaaced. S

Default Commission Per Referral (hit) — the amount you will pay for each time
avisitor comes to your store after clicking on the affiliate’s link. Many programs
do not offer a pay-per-hit because anyone can continuously click the affiliate’'s
link to add up. Enter thisis awhole number.

Default Commission Per cent of Order — Enter the percent of the entire order or
subtotal you are willing to pay and select Entire Order or Subtotal from the
drop-down list. Enter the amount as a whole number with no % sign.

Default Commission Flat Fee Per Order — you can optionally offer affiliates a
certain dollar amount per order, such as $.50 or $1.00. Enter this as a whole
number with no $ sign.

Payout Threshold — this is the dollar amount the affiliate’s earnings must reach
before you send them payment.

Link Image — the image the affiliate is to place on higher site. This usualy
follows the format of a banner ad.

Link Text —thetext link the affiliate must display on his/her site.
Terms—outlinein great detail the terms of your affiliate program.

. Click the Update button.

Email link.

lost password email will be | e
sent FROM (and include a
CC if you want someone
other than the affiliate to
receive it). Enter the Subject
and text for the email.

. Click the Update button.

. Click the Affiliate Email Notification Link.

. Set the parameters, telling Miva Merchant where to send the New Message from
and to (or uncheck the Message box to not send one). Enter the Subject and text
for the emall.

. Click the Update button.
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Adding Affiliates
Y ou can manually add affiliates to your program.

STEPBY STEP

1.

In the Affiliate Configuration screen, click the Affiliates link.

Click the \ button to create anew affiliate.

Enter aunique login, email address, and password for the new affiliate.
Click the Info link.

Enter all information, including site name and url, mailing address, etc.
Click the Commission link.

You can override the default program settings, so each affiliate can earn
differently. Make any changes on the commissions for this affiliate here.

Click the Add button.

Editing & Managing Affiliates
Y ou can change an affiliate’ s status, information and/or commissions at any time.

If you set all new affiliates as a Pending status, you’ Il want to check here often to approve
or reject affiliates.

STEPBY STEP

1.
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In the Affiliate Configuration screen, click the Affiliates link.

Find the affiliate you want to modify and click the button.

Verify the status of the affiliate — if it's Pending, you want to approve or reject.
Rejecting will not remove the affiliate from your store.

If needed, click the Info or Commission links to change affiliate information.

Click the Earnings link.
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6.

You can remove or void any commissions earned. For example, if an order was
canceled, you may want to remove the listing. Or, if you find the affiliate is
cheating the program, you may want to void the payout.

EERESCHET lof Cysmnuspm Femiage

I fakdigss Tgppes kg @ Caigw Al [ i

.
I DRI 1741 & fame - Lt N1 il :'.I
. -

To void an earning, click thek?ﬁ?l button next to that actual earning, and make the
adjustments. When finished, click Update.

Making Earning Adjustments

You can adjust the earnings of any order that istied to an affiliate OR any order that an
affiliate was supposed to get acommission on, but didn’t.

STEPBY STEP

1.

2.

In the Affiliate Configuration screen, click the Affiliates link.

Find the affiliate you want to modify [!ransaction

and dlick the \B) button, then diick |** e
the Earnings link. Ty At
N =l |
In the top left corner, click the Clrdier Ami |
button. Earned: {00000
™ “oid

Enter the Order ID, Order Amount, | v Bessan |
the amount the affiliate is to earn. |viged ey

Y ou can also void. Adjuisted Ressor:
Adyusted By par=ia

Enter the void or adjustment reason
so you have arecord.

Click the Add button.

NOTE: The Adjusted By field will always be completed according to the user
whoislogged into theadmin.
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Logging Affiliate Payouts

You'll want to log your payouts in the admin aso so affiliates can have a record, and so
you can quickly verify what is owed.

148

STEPBY STEP

1.

2.

In the Affiliate Configuration screen, click the Payouts link.

Find the affiliate you want and click on the Earnings link.

l¢--n:,-l n |l moEzsipn Eamings I

Tenu 1P Aelslizss Wirpei Dwidid D DOvdad Bl Eamid Void Yaid Aeaein Voldéad By G

Verify that the orderslisted are legitimate.

Click on the Commissions link.

l[dentification Info Commission Earnings

Commission Per Referral: a.ooon

Commission Percent of Order: |10.00

Commission Flat Fee per Order: [0.00

Balance: 10 5020
Pavout (This Affiliate Onlyi

To record a payment just for this affiliate, click the Payout link at the bottom.
Click the Payout link.
Check off the Processed box, then click Update.

After processing payouts, there will be a new entry under each affiliate’'s Earnings
section.
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Troubleshooting the Affiliate Program

The Affiliate Program was introduced in version 4.x, so there are some issues that still
need to be ironed out.

Existing Customers Don’t Qualify

The Affiliate Program in version 4.00 and 4.1x runs off cookies. Therefore, if a customer
has previously shopped your store from the same computer he/she is using now, no
affiliate credits will be given. For example, if Tom shopped your store from his home PC
last week, and this week shops from the same computer, but instead clicks on Joe's
affiliate link, Joe will not get credit for the sale.

Tofix this:
1. Find the affiliate who should get credit for the order.

2. Click the Earningslink.

3. Click the button to create a new earnings entry.
4. Enter the Order Number, the Order Amount and the Commission Amount, then
click Update.

Payout Multiple Affiliates at Once
Y ou can opt to record payments for several affiliates in one shot.

Todothis;

1. Inthe Affiliate Configuration screen, click the Payouts link.

2. Click the button. This |Add Payout i)
displays the total amount that
is due to be paid out to all
affiliates whose earnings have
reached the Payout Threshold
(the  minimum amount that
must be earned in order to get
paid).

=

Fayoul Threshald:
Payer Couwt:
Payout famnant:

e B H
Pt
(5]
[=]

Confrug | Rasat ||

3. Click the Continue button.
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4. At the Payout Details screen, click the Payout link.

5. To record payment to all qualified affiliates, check the Processed box and then
click Update.
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Chapter Seven
Processing Orders

After a customer places an order in the store, it must be processed. If you setup the
Merchant Notification feature (Chapter Four: Creating the Store), then either you (or the
order processor of the store) will receive an e-mail whenever an order is placed. In fact,
an entire list of people can receive copies of every order.

While an attractive and easy to navigate store will bring customers in, it is timely order
processing (and product quality, of course) that will keep them returning, as well as
referring your stores to other. You can have the best-looking, fastest loading store, and
the best quality products, but if your customers can't receive their orders in a timely
fashion, forget about it.

Remember the holiday season of 19997 Two high- | +p

profile, multi-billion dollar stores were boycotted by | Use good packaging, a
online shoppers because presents couldn't be delivered | responsible shipping
on time. Some customers didn’t receive orders until mid- | method, and have a plan
January. The result? Both of these online moguls lost fo[jac“on w he?.mul'“p'e
thousands_ of customers. One felt so bad they gave $100 gre“i"esr; rcr;]eﬁ] ;LT;?;
gift certificates to all those affected by their lack of | preak any online
ability to do the one thing customers wanted — timely | business.

shipments. Is this something you can afford?

In fact, many customers are willing to pay a little more if they know they will receive
their item(s) in one piece and within a week. Keep thisin mind — it is another issue that
can make or break an online venture.

IMPORTANT
In order to be able to view and process orders right now, you will need to place
sometest ordersin your store.

Take a few minutes to place some test orders, and be sure to jot down (but not
dwell on) thingsthat irk you, or need improvement. You will addressthese later,
AFTER you finish understanding how to use your admin ar ea.
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Viewing & Editing Single Orders

If you plan to process orders one by one in the order screens, you can do so. You can aso
make changes to the customer’ s order information if need be.

STEPBY STEP

1. Intheadmin area, click the » next to Order Processing.
2. Clickthe» next to Un-batched Orders.
3. Click thelink for the order you want to view.

Information about the order is separated into three screens.

Initially the Customer Infor mation appears, displaying al of the contact info for
billing and shipping.

Edit Order #1008 If a customer has made a mistake, you can edit the
info here in any of the text boxes.

Customer Informatiom Dyder indgemation  Chack Paymen

First Marnge |Pamals ! Firet Mame [Famals
Last Mame [Hezahan Last Nama [Hezeiton
Email Addraas [inoEmeiasi com Ermad Address [intaiEmediasi cam
Fhone Mumber [F16-664-3478 Phane Number. 5186643475
Fax Numbar | Fax Murnber |
Compary [Madia Sanicas Inamakic Campany [Miadia Senicas keamaiic
Addrass [P0 Bocz? Address |F O Biooc 827
Gty [Ciihan Fark City |Ciiman Fark
State frrv State (b1
Dp/Postal Code:  [12065-0801 Tip/Postal Code:  [12065-00D01
Couniry Jus Cauntry [us
Update | Delete | Rese
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4. Click onthe Order Information link.

Edit Order #1000 &

Custormegr Information  Order Information Check Payment

Cinile Prroduct Duantity Price/Ea
FAHRTHDY Garth Brogks - Siar Profle 1 11.959 11.959
MESSAGE: Sammy, ¥ou're Wondedul
GIFTWHAR 1.00 1
TITEE  Official Texas Jam Tes (Special Offer) 1 5.00 500
Saea Iax |l.l i
Etpping: LISFS Prosty Mad |3 20

Update | Delete | Fesst |

This arealists the item(s) ordered, the price of each, Sales Tax, Shipping and the
Total amount of the sale. Any attributes will aso be included. Only the tax,
shipping and total can be edited.

5. Click on the Payment link.

The customer’s payment details
are what you need to get
payment for the order. In this |
example, the customer has |emeciiumilion Cudar Homalion Check Payment
decided to pay by check (which | Cheek#: [1412

will be mailed to us).

Edit Crder #1000 &E)

Updete | Delete | Feset |

When credit card orders are placed, this screen will display the credit card
number, expiration date and name on the card IF the card processor you use is
configured to do so. Some Merchant gateways will not display thisin detail.

6. If you made any changes, click the Update button. Otherwise, click the Reset
button.
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Printing Single Orders
Y ou can print single invoices on a per-order basis right from this screen. To do this, using

the admin menu, locate the order and click onit'slink. Then click on the@ button in the
top right corner.

The print button will only appear on the first screen of the order, which contains the
customers Bill To and Ship To address information.

Deleting Single Orders

The only time you should delete orders in the editable screensisif the ordersis atest or if
it is a failled order. You should be keeping records of all your actual sales (see next
section).

STEPBY STEP

1. ClicktheP nextto Order Processing.
2. Click the» next to Un-batched Orders.
3. Click the order you want to delete.

4. Click the Delete button.
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Batch Processing — The Right Way to Process

When orders are grouped according to the date they were submitted, you can better track
processing methods, and make it easier to file paperwork on the store. In this sense, a
group of ordersis called aBatch.

¥ Order Processing
® Croate Bateh

Essentially, you should batch orders each day, and name the

B 04/0E2000:

P 04002000
B 0444142000

B 044242000

B 04262000

010272000

;0440942000
: 0441042000
B 04pzi2000:
B 04/32000:
B 041552000
B 047 12000:

011200

011352000
01452000
0162000

;0444742000
B 04M952000:
B 04/2002000:
B 04izE2000:
P 04242000
B 04252000

011972000
01,20/2000
012172000
012372000
012452000

: 0442442000
B 04s27 2000
B 0422000

015272000
04282000

batch accordingly.

As you can see by the example to your left, batching orders
makes it easier for one to find what orders were purchase
during a particular timeframe.

Batching serves other purposes as well:

Reports — you can run printed reports of all ordersin a batch,
which can then be filed, or noted for processing.

Processing — if you are using a module for a third-party

¥ Un-batched Orders
® 470: 04292000 Joh
® 472 01292000 Rob
® 173 042002000 stew
B Utilities

payment system, such as CyberSource Payment Services or
CyberCash, this feature will actually mark for payment the
ordersin the batch.

New Orders — any unbatched orders will sit loose at the bottom of the list, so you'll
know which orders have been worked on, and which ones haven't.

Exporting Orders — Miva Merchant includes an order export utility for tracking sales
which will only export batched orders. We'll discuss this procedure later.

Our Recommendation

Batch your orders. If you don’'t you'll find yourself filing through a long list of orders,
not knowing which have been tended to and which haven't, and you'll have to manually
track al your online ordersin order to compare them with the actual completed sales.

Orders don’'t necessarily have to be batched every single day. If you run a small store, or
if you only process orders once aweek, then you can batch once aweek. It all depends on
when you plan to charge and ship your orders.
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Batching Orders

STEPBY STEP

1. ClicktheP nextto Order Processing.
2. Click the Create Batch link.

3. Enter aname for the batch. We recommend using the current date as the name.

Create Batch: 2 new orders 5]

Batch Hame: |

Create | Reset |

4. Click the Create button.
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Running Batch Reports
Immediately after you create a batch, | |pun Bateh Report: 013000 B
you will be prompted to run a report.
This is not necessary, and you can -

Repert: | «Select Onex =
always run the report later so long as __
you don't delete the batch of orders. Standard Baich Riap ot

Batch 013000 craaied Fasn Aepord | Reset |

The batch report will create printable reports of each order and will include the customer
information, item(s) ordered and payment information. Unless third-party batch and/or
invoice modules are installed, only one type of report is available: Standard Batch
Report.
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Printing Batch Reports

When you select to run the batch report, your orders will appear in ascreen like this:

Stan-dard Baich Repot

LA RN NN}

Emall fidcliwec
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NOTE: Miva Merchant's Standard Batch Report runs orders together, which means an
order may print on the bottom half on one page and the top half on the next. There are

two ways to force orders to print one per page.

1. After running the report in the admin area, use the mouse to highlight each
individual order (on a PC, hold the left mouse button down at the top of the order,
and drag until you reach the end of that one order). Then click on File... Print...

and choose to print only the selection.

2. Purchase athird-party module that runs the reports one order per page. |
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Processing Batched Orders

When you batch orders, you are filing them together according to when the orders were
placed. Then you can process the orders.

If you are utilizing a third-party payment gateway which requires processing, then the
following steps must be taken in order for you to get paid. This is how you tell the
gateway that you are filling the order.

NOTE: In order to process ordersthisway, you must batch the ordersfirst.

A payment gateway is a company that approves credit card charges in real-time; an order
cannot be confirmed to the customer if the credit card is declined. This service isused in
conjunction with a credit card merchant account and incurs its own separate fees. If you
are using a different third-party payment gateway that does not require processing, or if
you will approve credit card payments manualy, then the following exercise won't do
much for you. Essentialy, it will show that the order has been filled, but no funds will
actualy be transferred.

If you are not using a gateway that requires processing, you can skip this step of
order processing.

STEPBY STEP

1. Intheadmin area, click the » next to Order Processing.

2. Click the» next to the batch you want to process.

3. Click the Process Orders |Pmm= Orders: 01/30/2000: 013000_2
link.
4. Click the Process button for | Check
Check &= 353 E
each order you want to Mark e Frocasssed |
process.

5. When the order is processed, you can click the Mark As Processed button.

NOTE: Even though we show a check payment in this example, you
wouldn’t process these with a credit card payment gateway.
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Deleting Batched Orders

When al orders in a batch are complete, you may wish to delete the batch. There are
several reasons people choose to delete batches, including:

1. If you are using smple validation for credit cards, or have opted to keep a copy of
credit card numbers with the order, then any orders or batches that remain on the

server aso keep that information there. This means anyone with access to your
server has access to that payment information.

2. If you run an active store, the databases storing this information can get large in
size.

3. Keeping it clean makes running the store easier.

However, if you are using a third-party customer order tracking module, you may need to
leave these batches on the server. Check with the developer to see what is required.

If you are using a payment gateway which requires you use the Process button,
make sureyou process all ordersin the batch before deleting.

NOTE: If you want to backup the orders before deleting them from the store,
then be sureto review the next section first!

To delete a batch, just click on the name of the batch you want to permanently remove
from the store, then click the Delete button.
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Backing Up / Exporting Orders

Chances are you will want to backup all the orders that have been placed at the store.
Thisisideal for record-keeping, tax purposes and analyzing sales over a period of time.
Orders need to be batched before they are backed up, and you should always
backup before deleting a batch.

While Miva Merchant 4.x maintains log files, it doesn't log the actual orders. In order to
back these up, you have to export the batches to aflat file.

A flat file is a generic text file which can be converted to a spreadsheet or database
program, such as Microsoft Excel or Microsoft Access. You can then manipulate the data
and use it for various purposes. Refer to the manua or other instructions for your
software on charting this data.

Miva Merchant 4.x also includes an export module for Quickbooks.

Exporting Processed Orders to a Flat File (.dat)

Only batched orders can be exported this way. All orders you back up should aready be
processed (completed).

STEPBY STEP

1. Inthe admin menu, click the » next to the store’ s Utilitieslink. (Thisis the first
occurrence of the word “utilities,” as there is another section named the same for

the mall.)
Export Orders To Flat File
Batch to Export: |<SEIEI:1 ez j
Export Orders to File: |Drders.dat
Delimiter: & Tah
C Clther:l,
If File Exists: i* Append To File
" Replace File

Export | Feset |
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2. Click the» nextto Export Data.

3. Click the Export OrdersTo Flat Filelink.

4. IntheBatch to Export pull-down menu, select the first batch listed.
5. Click the Export button.

6. Repeat steps 4-5 for each subsequent batch listed in the pull-down menu.

The following additional options can be set when exporting orders:

Delimiter:

By default, the orders.dat file (the default
file name for exported orders) is tab-
delimited. This means the text file will | Export Orders to File: |orders dat
contain a TAB SPACE between each field

Batch to Export: I<Se|en:1 One> j

in the ord ds. Tab-delimited files | " © Tab

in the orders records. Tab-delimited files

can usually be opened by any common - € Other|
spreadsheet or database program. However, | 'f File Exists: & Append To File
if you know what you are doing, you can " Replace File

tell Miva Merchant to use a different
delimiter, such as acomma.

If File Exists:

By default, each exported batch will append to the existing orders.dat file. This means
any orders you export next week will automatically be added to the existing file. If you
choose Replace File, then any previous exports to this specific file will be overwritten.

Export Types:
Append and Replace M ethod
Let's say you want to export orders on a weekly basis and import them into
Microsoft Excel for analysis. On week one, you export batches for days 1-7,
choosing Append to file orders.dat

The next week, since you've aready imported the information into the first
spreadsheet, you export days 8-14, and choose Replace file, since you only need
the information for these particular days (the others are adready in the
spreadsheet).
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In this case, each week when you export, you will choose Replace file for the first
batch listed, and Append for each thereafter until all seven days are exported.

New File M ethod

Now let's say you want to export orders every week, but you want to keep a
different .dat file for each on the server. In this case, you would enter a different
file name for the exported orders.

Either way you choose, you are able to export each week, even when you batch each day,
and import your datainto Excel for analysis.

Once your exports are tested to be intact, you can then delete the batches you exported,
as you now have a backup of those orders.

Retrieving Flat File Exported Orders

After exporting your orders, you'll want to get the orders.dat (or other file, if you
changed the name) off the server and onto your computer.

The orders.dat file may be located in one of two places on your server, and you will need
to FTP to the server to get this file. The location of this file depends on how your store's
setup was configured.

Most commonly, this file is located in the mivadata or htsdata folder off the web-
accessed root of the server. This folder is supposed to be located outside the Merchant
folder on root of your server (if it’s not, contact your 1SP).

The file may be inside this directory. Just look for orders.dat. If it is not, then you will
need to navigate to the Merchant4/0000000x/export directory. There you'll find the file
(orders.dat).

Once you' ve found the file, you can download it to your computer (in ASCIl mode), then
import it into a spreadsheet or database program.

NOTE: Whether or not the orders.dat fileisin the mivadata (or htsdata) directory,
if you cannot access one of these folders on your server, you should contact your | SP
—some restrict you from accessing folders on the root of the absolute server. This
means no one, not even a developer, could help repair any database files that might
be damaged if you make a serious mistake.
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Exporting Orders in Quickbooks Format
Only batched orders can be exported this way. All orders you back up should aready be

processed (completed).
You will aso need to have already installed a licensed copy of Quickbooks on your
computer.

STEPBY STEP

1. Inthe admin menu, click the > next to the store’ s Utilitieslink. (Thisis the first

occurrence of the word “utilities,” as there is another section named the same for
the mall.)

Click the Quickbooks Export link. QuickBooks Export

If you're new to this, you should accept the
default filename of quickbatch.iif. File Customers Orders

If you have previously exported and want Export to File: |quickbatch.iif
to append this data to the existing file, then | If File Exists: & Append To File
choose Append To File.  Replace File

Otherwise, choose Replace File to overwrite old data that you have already
imported into Quickbooks.

Click the Customerslink.

QuickBooks Export &)

File Customers Crders

b Expoi Cuslomers
Export Customer Information: 7 Firgt Name P Last Name ¥ Phone

¥ Fax W Company W Address

6. Select the customer information you want to export to thefile.
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7. Click the Orderslink. QuickBooks Expart |

8. From the Batch to Export |es cussmss ordes
list, select which batch you
want to export to thefile.

F Espeit Ordecs
Batch m Exgesat: || 757300

9. Click the Export button.

Expor | P

After exporting one batch, Miva Merchant will default to the Append to File option and
will retain your settings on the Customers screen. Therefore, you can simply click the

Batch to Export list, choose your next batch, and click Export again until all batches have
been exported.

To import your batches into Quickbooks, follow the instructions with the program.
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Chapter Eight
Store Maintenance

Your store will only operate as well as you maintain its information. Now that you have
an online store, you want to take every step possible to keep it in tip-top shape.

Theinformation in this chapter isvital for your store' s operation. It is also contains
some of the most common issues users bring to other Miva Merchant users.
L earning these steps can save headaches.

This chapter is so important we wish it were simple enough to put on page one.
Unfortunately, you need to have learned the process of creating your storein order
to understand maintaining it.

The best thing you can dois print out or copy this section and tack it to the bulletin
board, then live by the necessities.
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Taking the Store Offline

Maintenance Mode allows you to take the store offline for any maintenance. It aso
allows you to notify customers when the store will go offline, and provide any message to

them.

STEPBY STEP

1. Inthe admin menu, click your store'slink.

2. Click the Maintenance Mode link.

Stada Aooint & Strara Cindire

It i carmembly 21040000 TG o 124022000

|[' Mimules before store gaes offine

Mo Mew Cuslomer

© Ofne & [Z213 on Month 12 Day: [T vear [E000

By presetting the
"offline" time, you

w""“"m] “m‘!ﬂ: iEtore_namei will b= closing in Amedinc_cod can alert customers
to checkout quickly
or return shortly.

il | 1|

Mabniemance Htﬂ’ﬂ: il ol ;-:rn-i-_.-nw-\. im glo=ed for msint=nanoe. W= will r--_'l

' of

Eggilable Tokers Esbora_niamnes S
S gt m %

‘amiain?_timae

Sz nl_dala %

Marma of your o

W ul e& wniil 2hans clodss

Tha time your stare goes affine
Tha date your slare goes afling

3. Set the options.

Store Activity - tellsyou if the store is online or offline

No New Customer - allows you to prohibit new shoppers from using the store if
they enter X number of minutes before scheduled maintenance
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Warning Message - alows you to display a warning message above the
navigation bar, telling customers the store will be going offline.

a Shinp Exbend - Meciasobl |l st FH[HEIH

| B Edt Yew Fyodes ook Heb [ |
I S I I DR B~ R B IFG S i
Black Skop  Rebsd  Home Seach Favonbe:  Heboy Mad Pl

Atk IE'I It Fuan. shopesterd como shopymenchant. my 75 creerm SFH TS ore. Docle=shopes d p}ﬁn

Shop Extend will be clasing in ¥ minutes for maintenancs. Please complete

your selection and proceed to the checkout. All abandoned baskets will be
emptied.

Holem Storee Siore Fromi  Socoounl Search Producd Lisd  Basket Conbaris

Fagn In

Maintenance Message - allows you to display a message, telling customers the
storeis offline for maintenance.

NOTE: If you want to include any of the defined parameters, such as the store
name and offline time, and do not want to retype this yourself, you can use the
TOKENS listed at the bottom.

4. Click the Update button.

When to Take the Store Offline
Of course you need areason to take the store offline. Here's afew common ones:

168

When performing mass imports of products or updates of existing products
(updating price, €tc.).

When manualy changing inventory levels on several products (to prevent
ordering of those products while you are changing levels).

When issues arise that cause errors in the store.
Whenever you delete expired baskets and pack data (next section).

Whenever you are unable to take orders.
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Delete, Pack, Pack

As visitors navigate your store, files are accessed. Over time and use, like anything else,
these files can become filled with more information than is needed.

That’s why we regularly:

1. Delete Expired Shopping Baskets
2. Pack the Mdl's DataFiles
3. Pack the Store's Data Files

Many users might tell you to only perform these functions
once in awhile. We've noticed that, at least for active stores,
making this a daily routine can help cut down potentia
problems.

In the admin menu, you'll find two Utilities directories. The
first one shown here is for the STORE you are editing. The
bottom one, just above the About Miva Merchant link, is for
the MALL. Even though you might only have one store, that
store is till considered to be housed in an “invisible” mall
that only you know about.

¥ Ralish
® Boman Ssfings
B o Selection Layayt
F Uiz
W dadules
W Giorex
[ i Starg
W Wi et ol 2 e
[] Jeaupe

P Caiegani
F Piciucs
[] Lipeals

® Shipging Conflgugtion

¥ Pavimiasl Oeilgiialic
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® Logging Cerdiguratics
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NOTE: Thefollowing tasks are essential to your store'soperation.

These tasks also block shoppers while they are performed. If you plan to perform

thisduring peak times, you should take the store offline.
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Deleting Shopping Baskets

Asvisitors shop around your site, they are assigned an order number. If a customer leaves
without ordering, that order number sitsin a database until it is deleted (and possibly used
again). Because of this, you'll notice skips in some of your order numbers. Obvioudly,
not every person who enters your store is going to buy something. Many will place items
in the shopping basket, then change their minds.

For this reason, you want to delete these expired baskets — they time out after 60 minutes.
Depending on how active your store is, you may want to delete this every week or every

day.

STEPBY STEP W Utilities
b Import Crata
1. In the admin menu, click the > next to P Export Data
your store. ® Delete Expired Shopping Base

® Pack Data Files

i P tdiva Merchant biods & Stuff
2. ClicktheD nextto Utilities (theonefor | p pupriee

your store, not the mall - this is the first | ® about hiva Merchant
occurrence of the Utilities link).

3. Click the Delete Shopping Basketslink.

Delete Shopping Baskets: Shop @
Extend

Delete: & Eypired
Al

Recover Order Humbers: ™ Yes © Mo

Delete Cancel

4. Choose to either delete only Expired baskets (ones that potential customers let
time out) or All baskets (any basket that hasn't become an order - could be baskets
only left for five minutes).
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5. Choose Yes or No on Recovering Order Numbers. If you choose yes, any
skipped order numbers will be available for assignment on orders. If you choose
no, those order numbers will never be used in your store. We recommend
choosing NO in order to minimize potential data corruption.

6. Click the Delete button.

When compl ete, you should see a message stating that the baskets have been del eted.

Packing the Mall’s Data Files

As you delete information from the mall, such as modules or stores, etc., the items are
still stored in Miva Merchant, they are just marked for deletion. When you Pack Data
Files, the items are actually removed, freeing up space and avoiding conflicts.

STEPBY STEP

1. In the admin menu, click the » next to the
mall’s Utilities link (the second occurrence in
the admin menu).

2. Click the Pack Data Fileslink.

W tilities
® Pack Data Files
® Sbout Wiva Merchant

When complete, you should see a message stating that the domain data files have been

packed.
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Packing the Store’s Data Files

The store is more open to problems because it contains your product information,
category information, customer and ordering information, payment information, and a
dozen other databases. When you delete products, orders or batches from the store, they
are only marked for deletion. Only packing the data files will remove them from the store
completely.

If you do not pack data after deleting anything in the admin area (including orders,

products, customers, categories) you leave yourself prone to errors and duplicate
order numbers.

STEPBY STEP

1. Inthe admin menu, click the » next to your store.
2. Click the» next to Utilities (the first occurrence in the admin menu).
3. Click the Pack Data Fileslink.
When compl ete, you should see a message stating that the data files have been packed.
NOTE: If you receive errors during this process, it is possible you have corrupt

files or duplicate order numbers. Contact Miva Corporation or a known Miva
Mer chant user/developer for assistance.
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Backing Up Server Files

Y ou should backup the files on your server on aregular basis. If you are familiar with the
directories enough so far, you can create a backup folder on your computer, and use your
FTP program to backup all the files located in both the Merchant2 folder (or other named
Miva Merchant folder), as well as the data files (usually located in the mivadata or

htsdata fol der).

If you are not yet accustomed to doing this, you should consider paying someone to do it
for you. Aswell, you should make sure your hosting provider backs up all server fileson
aregular basis; most IHPs do this daily or weekly for their own protection.
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Chapter Nine
Advanced Store Administration

Now that you’ve learned the ins and outs of the administration area and what you can do
to create a store with Miva Merchant, it's time to move on to some of the advanced
implementations, if you so desire.

None of the explanations here are required for the store to run, but you'll find that many
can assist you when administering the store. Also, you might find some of these a little
difficult, especially if you are not technicaly-inclined. If this is the case, you're not
alone. Many new store users find they have to hire someone to implement additional
featuresin Miva Merchant.

Giving Others Admin Permissions

If other people need to be able to perform administrative functions, such as order
processing or product administration, then you’ll need to give them access to the admin
area. It is recommended that you do not allow anyone to login with the same username as
anyone else. Only one person should have the admin password used to create the store,
and that is you. You can offer the same permissions to others, but each should have a
separate login and password.

Assigning permissions in Miva Merchant calls for creating user accounts, establishing
groups of privileges, then assigning users to those groups. A user can belong to one group
or severa groups, since each group can encompass different privileges.
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Adding Users

Users are added to the Mall, not the store. Then they are assigned permissions in the
store.

STEPBY STEP

1. Inthe mal’sadmin area (Domain Settings) click the » next to Users.

2. Click the Add User link.

Add Usear

Usar

Passwaid: |
Varlfy Password: |
I Administraton
I Uszar May Create Additionsal Lsars

3. Enter the User Name of the person who will use thislogin.

4. Enter the Password for the account, and then enter it again to verify the
password.

5. Set any other privileges.

If the person is an administrator, he or she will have the same privileges you do,
except for creating more users. However, you can assign that privilege as well.

NOTE: An administrator has access to make changes to the entire
mall. This includes modules, domain settings and any additional
stores.

6. Click the Add button.
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Editing Users

To edit auser’slogin, password, or other assignments when added click on the User’s
name and make the changes asif you were adding a user. Y ou can only edit assignments
if the user has the permission to create other users or to act as an administrator.

Creating User Groups

User groups are assigned to a store. This means if you have more than one store you can
assign users to one store or more.

Chances are if you are just starting out with Miva Merchant, you won't be making all of
your assignments now. However, you can always come back and edit these settings.

Here, we'll create a group for users who can manually add and delete products to
any existing categories.

STEPBY STEP
1. In the admin area, click Add Group
the next to Stores.
2. Click the » next to the [=™*
store to which you will | Grosp Hame: |
add thisadmin group. [ Presss [P T Py
Amlahibty Groups r r r
3. Click the » next to Categones i R =
Groups. imercy Configuration r r r r
Cuglomers O IO r r
4. Click the Add Group Loggirg Configuration O 0 O O
link. Order Fulllment Configeation T T T r
Jrder Processing r r r
5. Enter the Group Name. Paymant Configuration il =
Prce Gigps r r r
6. To make this group able Froducts O 0 0O [
to add, modify and delete Sales Tax O O 0O O
products, Slmply check Shipging Configuration Ll (L r I
off the four options on the Sales O 0 O ©
Products line (View, Stare Setbings will B =
Add, Modify, Delete). =nre Lhilitis 0 0 O O
Zyslem Ewtersion Configuration ™ [ [ r
7. Click the Add button. Jpsold Prosdhucts r r r r
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Elements of the Group

The User Group has severa elements, which means you can assign some privileges to
some users, and different ones to other users. For example, if three people need to be able
to process orders, but they are not supposed to touch the rest of the store (shipping
configuration, customers, etc.), then you can restrict their access.

You can aso restrict users from modifying data, but still allow them to view the
information.

Here' s a breakdown of the possible admin permissions, and what they mean if more
than View is selected:

Affiliate Money — the user(s) can

) . Girnmp Mami: |

view, add, modify and/or delete N e View Add Madiy Delete)

affiliate payout info AFiate Woney -
Efibalas »

Affiliates - the user(s) can view, Adiribute Terrelatss -

add, modify and/or delete affiliates Aesilabily Grougs -
Calepgones I

Attribute Templates — the user(s) Countris r

can view, add, modify and/or delete Curmancy Confgurain -

attribute templates Custoener =
Irrmlany I

Availability Groups — the user(s) Logging Configurstion

can create, modify and/or delete Drder Fulilment Cosfiguralion

Ceger Fricasiing

customers, categories and products

1 1003003030303 330
1 71
SN EEE e e I IS I e B DA e e D Ahw B e e e D i

s s e le Bs Be Be Be Be Be e s B e e e e e e . .

from the availability groups ::'w“'”" .
Categories — the user(s) can add, :":':T' =
modify and/or delete categories (this S _
will not delete the products within Sialss ~
those categories Stare Seflings -

Store LHikly Confgursaton I
Countries - the user(s) can add, Systeen Extension Canfguratis r
modify and/or delete countries that Upsseld Products r

are listed for customers to select

Currency Configuration — the user(s) can add, modify and/or delete any currency
methods acceptable at the store

Customer — the user(s) can add, modify and/or delete any customers; user(s) can add
customers manually, whether or not the person has shopped the store

Inventory — the user(s) can add, modify and/or delete settings for inventory tracking,
default stock levels and messages
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Logging Configuration — the user(s) can add, modify and/or delete any of the two
logging configurations you may have set with your store

Order Fulfillment Configuration — the user(s) can add, modify and/or delete customer
notification or merchant notification of orders (via e-mail), or any third-party fulfillment
modules which may have been installed

Order Processing — the user(s) can add, modify and/or del ete orders and batches

Payment Configuration — the user(s) can add, modify and/or delete the payment method
modules, such as credit card methods or check options

Price Groups — the user(s) can add, modify and/or delete products or customers from
specific price groups

Products — the user(s) can add, modify and/or delete products from the store

Sales Tax — the user(s) can add, modify and/or delete the assignments for adding sales
tax to orders

Shipping Configuration — the user(s) can add, modify and/or delete any of the shipping
methods

States — the user(s) can add, modify and/or delete any states from the list the shopper
selects from when entering his or her billing or shipping address

Stor e Settings — the user(s) can add, modify and/or delete the store, as well as change
colors, fonts, pagination, messages and other functions found in the settings when you
click on the link to the store in the admin menu

Store Utility Configuration — unless given admin privileges, a user assigned to this
section will not be able to import or export data, pack data files or delete expired
shopping baskets

System Extension Configuration — the user(s) can add, modify and/or delete any system
extension modules, including third-party modules, which may have been installed

Upsold Products — the user(s) can add, modify and/or delete any upsale items from the
store
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Editing Groups — Assigning Users
After adding a Group, you will need to assign any usersto the group.

STEPBY STEP

1.

2.

Click the» next to Groups.
Click the Group link you want to edit.
Click the Userslink.

Use the checkboxes to assign or remove Users.

Edit Group: Product Only Group &)
Group Lisars

Al Unassigned | Assigned Search: | )

Bexigned User 'E'

r [ETEES .,EJ

1 . =

Updste | Delete | Fesst |

If you have a long list of users you can click the
Assigned| piion to remove any previously

assigned users and the Unassigned | 1y itron to add
any other users you've aready created.

5. Click the Update button.

Deleting Groups

To delete a group of assigned permissions, simply click the »  next to Groups, click on
the group’ s name, then click the Delete button.

No users will be deleted from the actual mall in this process.
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Importing Products from a Flat File

If you have more than 20 products to sell, chances are you’ ve found the process of adding
these one by one to be nothing short of cumbersome. Miva knows this; that’s why thereis
an import function to upload severa products at once.

It is not necessary to create your categories in the administration area first, but it does
make the process of importing go faster. If you do not create categories first you will
need to assign the imported products to the categories one at atime later.

If you are a new computer user, the following procedures may be difficult. This
means of importing products is not necessary, but saves time as it eliminates the
need to add productsthrough the product screensone at atime.

Miva Merchant version 4.x contains many new features, and this means additional
fields you may want to import. You are not required to import any fields other
than Product Code, Name and Price. You may feel free to consider the other fields
discussed here optional.

Creating a Products File

After creating any needed categories in admin, you need to create the products file, or
database. Thiswill include all the information shoppers will see when they visit the store:
Name, Price, Description, Images, etc.

WEe'll use Microsoft Excel as an example because most people have a spreadsheet
program, and Microsoft Excel is the most popular. If you plan to create your file in
Microsoft Access, or another database program, you can follow the same structure — if
you understand databases, then this should be quite easy.

If you are using a spreadsheet program, you want to make sure you only have one

worksheet for the file. Otherwise, you might get an error when attempting to save the file
astext only.
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The file we will ultimately import will not contain column headings, so if you do use
them now, you will need to delete that row before importing. If you import the headings,
you'll find that Miva Merchant will import it as a product.

Y our spreadsheet should look something like this:

A B € ] © E F E TR
1 1000 COUNTRY Rebia's G Encomspissing 1299 graphca/I000001M007. jpg  praphcoDO00MTN00Ta. jpg Yas 0E 998
i 1007 COUNTRY Garh's Chistn A, epecial abun 15 58 grapheufOOOONTADNZ jpg  graphe o TOOOO01 ACH 28 pg e 16 1154
. 10008 ROC: Wil ¥ oare] el fret alau 16593 prapho s 000003 jpg praphe X001 1003 pg Yo a6 1558
4

LARGER VIEW:

A B C O E

1 1001 COUNTRY Reba's Greates Encompassing 1295

2 1002 COUNTRY Garth's Christrr A special albun 13.99

3 1003 ROCHK Meill Young Meil's first albur 16,94

4

F | G [ H [T [ J ]

graphic=0000001001 jpg  graphicsA000001 10018, jpg Yes 0B 504
graphic=0000001 002 jpy  graphicsA000001 0028, jpg Yes OB 11.99
graphic=0000001,1003. jpg  graphicsM000001 10034, jpg Yes OB 15599

Aside from the Product Code, Product Name and Price, all other fields are optional.
You may also include some fields for some products but not others. For example, if

some products contain no images, you can leave the image field blank for those
products.

Theimage aboveisjust an example. Here we list all the different fields you may import.
Product Code — the item number; can contain letters, numbers and dashes
Category Code — not the name, but the code used when creating the category
Product Name —try to keep the name brief
Description — try to refrain from using “quotes’ if using Excel, as they can
multiply themselves during export to a text file. However, you can aways use a

text editor to strip any quotation marks before importing to the store

Price — do not use a dollar sign ($) [this field must be formatted as a general
number field with 2 decimals|
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Product Image — unless you’'ve changed the location, this will be entered like
gr aphics/00000001/1001.j pg

Product Thumbnail Image — unless you’'ve changed the location, this will be
entered like gr aphics/00000001/1001a.j pg

Taxable—useaYesor Noif theitem istaxable
Weight —if you are shipping according to weight, enter the weight of the product

Cost — if you are including the cost of the item (not price, but cost, such as
wholesale cost) for account customers, then enter it here. Thisis not required.

Available - useaYesor Noif theitem isto be viewed by the customer

Attribute Template Code — enter the code for an attribute template you may
have created and want to assign to this particular product.

Adjust Stock By — for inventory, enter the negative or positive number of
inventory to add or remove from the product’ s current count.

Track Product Inventory —Yesor No.

In-Stock M essage (Short) — the short in-stock message for the product.

In-Stock M essage (L ong) — the long in-stock message for the product.

Track Low Stock Level —Yesor No.

Low Stock L evel —apositive number indicating the product’s “low stock” status.

Low Stock Message (Short) — the short message indicating the product’s
inventory islow.

Low Stock Message (Long) — the long message indicating the product’s
inventory islow.

Track Out Of Stock Level —Yesor No

Out Of Stock Level — the positive number that indicates product is out of stock
(usualy Oor 1)

Hide Out Of Stock Products— Yesor No to hide the product from the customer
if out of stock.
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Out Of Stock Message (Short) — the short message indicating the product is out
of stock.

Out Of Stock Message (L ong) — the long message indicating the product is out
of stock.

Limited Stock Message — the text you want displayed if a customer orders more
of one item than what you have on hand.

Saving the File

After entering all the information, you need to save the file as a delimited file. We
recommend saving as tab-delimited. You can save as comma-delimited, but the program
may get confused if you also use commasin your product descriptions.

In Excel, and most other spreadsheet programs, you need to click on File... Save As...
and select Tab-Delimited asthe file type.

If you are using a database program, you may have to use an export feature to create a
tab-delimited file.

After saving, you should now have two files—the original file (.xIs if Excel), and the new
file (.txt).

TIP: If your new text file contains many “quotes’ you may consider opening it in a
text editor, such as NoteTab or NotePad. You can then do a Find & Replace, finding
all “” and replacing with nothing (leave the r eplace box blank).
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Importing the File
To import the file, you need to login to the admin area.

STEPBY STEP

1.

2.

7.
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Click the» next to Stores.

Click the > next to the store to which you will be importing thefile.
Click the > next to the Utilitieslink ( the first occurrence).

Click the > next to Import Data.

Click the Import Products From Flat Filelink.

e
To locate the file on your computer, click the Q;' button. This will launch a new

window that will let you upload the file from your computer.

Import Products From Flat File [E]

Data File: | @

Delimiter: & Tap

- Dther:l,

He:-:tl Feset |

You can enter the path to the file here, or click the Browse button to launch
another window showing your computer’s directories.

Upload File

[T Overwrite

File:l Browse. . |

LIpload | Cancel |
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text fileis stored. Rl Desn =
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9. Click the name of the file you fomoy =000

created, and then click the Open '™ & Py iec,
button. Y ou will be returned to the .'w:;" 29 Ferwywstie ek 1] e P i
Upload File window (above | eft). A ¥

"I g (L1

ﬁ HibveDaks BhsgFibid

10.If the file has been imported |*m= = ...
before, check off the Overwrite [ —
box. Otherwise, you will not be
able to import new products from
thisfile.

i,
E fEREEF

Microsoft Windows 95/98 Example

11. Click the Upload button.

12. Click the Next button to move to the import screen.

Import Products From Flat File

Existing Products: & Lgop Exizting Products
™ Updste Existing Products
" Replace Evigting Products
Adtribule Templates: & |

 Copy
Fialds: I = —
Row || Product Code =] || «Skip> =
1 4003 -
3 0010 rr:Dl:Iuﬂ Code
ames

2 SR Cabiqory Lode
A 3208 Frice B
£ 311 Coest

W eighl

Diescripion

Tasahle

AAnil

Thurnbrnail LIEL -

13. Choose what you would like to do with the existing products.

Keep Existing Products — any products already in your store will not be
updated or affected in any way

Update Existing Products — if any products in this file you are importing

carry different information than those already in the store, those products will
be updated and will reflect the changes
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Replace Existing Products — any existing products will be replaced by those
productsin this new file.

14. Choose if you would like to Use or Copy attribute templ ates.

15. Use the pull-down menus on each field to tell Miva Merchant what field it
corresponds to in the store.

16. Click the Import button.

Depending on the number of items you are importing, along with your
connection to the Internet, the import process could take from 10-15 seconds
to a minute. If you receive timeout errors, and continue to do so, you can
increase your | SP’stimeout settings (contact your |HP/ISP) or you can break
your largest fileinto smaller filesfor import.
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Retrieving Customer Information

You may want to obtain a list of all account-holding customers for mailings or records
keeping. Miva Merchant 4.x allows you to export your customers list so you can view or

manipulate it offline.

Exporting Customers

STEPBY STEP

1. Inthe admin menu, click the » next to your store’s Utilities link.

2. Click the » next to Export Data.

3. Click the Export Customersto Flat Filelink.

Expart Customers To Fiat Flle

el

Expon Cessamar e Fila: fousinears det
Expnre F Lgn

™ Shig Country I~ B
I Bidl Phone I B
™ Bl Campany T B
™ @B Elais I~ B
Crirfmsiinagi . ¥ Tsh
r |:1I|-||
W Film P " Appand To Tila
™ Repce Fie

F St Lag Mama T Sea Emad
T Sty Fa I Sk Compary
I Shis City [ Skig Elema
Fra Mo

Fus
L
fp

F Paas Feciviry Eval F Skig. Firss Mama

Im Sta Fhera
I Sem Addrege
M Soe I

™ B Last Nama
I’ B Emed

™ B City

™ Bl Counery

| |

4. Inthe Export Customersto File box, enter the name of the file you want Miva
Merchant to export the information. By default, thisis customers.dat, and you can

leaveit asis.

5. Inthe Export section, check off the fields you want exported. For example, if you
want to send a mailing to customers in the “bill to” section, check off all the Bill.

Options.

6. Inthe Delimiter section, enter the type of delimiter you want to use. For example,
when opening the .dat file in Microsoft Excel, you can tell the program which
delimiter was used to separate each field. Many people use the PIPE delimiter (the
| above the enter key) because its highly unlikely this character is used in any of

the customer fields.
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7. Inthe If File Exists section, you can choose to Append the information to data
which is already present in the file (if you' ve exported before), or you can replace
an existing export file with only the current information.

8. Click the Export button.

Obtaining the Exported Customers File

To obtain the exported customers file, you must have FTP access to your store’s data
files.

STEPBY STEP

1. Using an FTP program, connect to your web server.
2. Navigate to the mivadata (or htsdata) directory.
3. Double-click the datafolder for this store (usually Merchant4).

4. Double-click the 0000000X folder (where X is the number for the store — usually
this is 00000001).

5. Double-click the export folder.

E. iﬂ !rl'll- T'WLI H'I'ﬁ- a1
E||r-i|_J fin|ole] Bs| x| cimim| afe (B
rmpwmmmf

5

] e

o Fendis '.-_:
= ] ek | roaivEEnAd
T3 FONERET
o Fr—— V\
1) cwamnl
] e
i e Download this file. Refer
_1 stetn to your FTP program’s
) et .
" help section to learn how
j il to download in ASCII
0 riset - format.

6. Using your FTP program’s menus, download the data file in ASCII format, to an

area on the hard drive you will be able to find.

Once you have downloaded the .dat file, you can then use a database or spreadsheet

program to view and/or manipulate the information.
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Chapter Ten
Fleshing Out the Store

So far, everything you have learned will make your store operational. Chances are,
however, you want to do a little more to make your store unique and competitive. There
are additional featuresin Miva Merchant that allow you to provide additional information
and content to the customer. These are listed in no particular order, as each person will
want different features and will want to make different changes.

The instructions covered here are based on the Miva Merchant Look & Feel and the Open

Look & Feel only. They also assume you are not using a third-party display module for
the OpenUlI, which may override or replace some of the assignments.

Replacing Navigation Buttons

Y ou can change the buttons used for the Navigation Bar (the row of buttons at the top of
each page of the store) with your own graphics.

Store Front Account Search Product List Basket Contents Checkout

If you want to change these, you will need to create your own buttons, measuring
approximately the same height and width. Buttons should be no taller than 25 pixels and
no wider than 110 pixelsto follow standard design.

See Appendix B for sizing and graphics creation infor mation.
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STEPBY STEP

1. Inthe admin menu, click on your store name'slink.

2. Click on the mageslink.

Maagation Bar “Product List™  [graphics/errUS menuifprodlist g

Paragation Bar "Basket Contents™ |graphicser-USmmuibasket gi

|ifeertifoc: il LT aetlings Layoul Cusomer Fields
Maintenance Mode Order Minimums Shopper Selecied Sales Tax Messages Eagination
Colors Fonks Images Headers & Foolers Cusiomer Sccounts
Buttons Eage Sections  Product List Lavout ggarch Layout
Baody Backgmund: | @
Marmgation Bar Logo: [araphicsfen-USimmuyblades il &
Maragation Bar Logo Link: |
Magation Bar “Selact Stone” [oraphicsfen-USimmultselar gil =Y
Mawgation Bar “Sore Froni™ [araphics/ferUSimmuitsarkntof =Y
Mavigation Bar "Accourt” [graphics/en-USimmuifaccoun gif &
Mavigation Bar “Search”; [graphics/er LIS menuitsearch g =
&
=
=

hemgation Bar "Checkoul™ [araphicser-USimmui/checkoul gif

3. Next to the location of each button you would like to change, click the@ button.
4. Click the Browse button.

5. Navigate to the directory on your computer that contains the new button.

6. Click on the new button, then click Open.

7. Click the Upload button.
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Replacing Shopping Buttons

Throughout the store shoppers are faced with buttons or text links to click on. The
buttons are standard form buttons that do the following:

e Add To Basket * Previous
e Buy One Now * Remove
» Continue * Save

* Login e Search

* Next * Update

Miva Merchant 4.x allows you to choose how each button or action link is displayed.
Y ou can choose to display each as a standard form button (the gray box with test), an
image that you have created, or aplain text link.

STEPBY STEP

1. Inthe admin menu, click your store'slink.

[T— Fage Sechiors  Peoduci Lisi LaFaul Esamch Layoul
Add Owi To Baskel [Eagandadle = Defaul Ssttings
r et |

r rags | Sl

Add Owee To Baskel [Lise Hemjz & Defsgh Sallings

T Texi I
™ faps | -ﬂ

&ddl O To Oredar: & Diafash Eattings
™ Texi I

r e | =]

Adid T Hashar = Defmuh Satlings
™ T I

© rage | @

2. Click the Buttonslink.

3. Make your selections for each button or link. If you want to use an image, you
will need to click the\@ button and browse for the file and upload it to the store.

4. Click the Update button.
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Modifying Display Features
You can make various changes in regard to what will be displayed on certain store
screens.

Aswith most other features, you can always change settings back later.

Eliminating Miva Merchant's Navigation
Y ou can choose to not display the navigation bar and/or the category tree.

STEPBY STEP

1. Inthe admin menu, click your store'slink.
2. Click the Page Sectionslink at the top.

3. Uncheck (or check) to turn on or off the navigation bar and category tree.

4. Click the Update button.
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Customizing the Category Screen

Y ou can customize how products are displayed on the Category Screen. Better yet, you

can customize thisfor each category.

STEPBY STEP

1. Inthe admin menu, click the > next to your store'slink.

2. Click the» next to Categories.

3. Click thelink for the category for which you want to change the product display.

4. Click the Product Layout link at the top.

Category Pagination Headers & Footers |Images Product Layout

Products

Format:

Product Fields:

Buttons:

Image:

Inventory Level Message:

|Expandedj

V¥ Product Marme M Product Code
W Price ™ “Weight
™ Description

¥ Add One To Basket
W Buy One Mow

Thurnbnail =]

Long j

5. Make any changes applicable to your tastes.

Format - choose Expanded (default display) or Line Item (list format with

aternate shading)

Product Fields - you can opt to turn on or off Product Name, Code, Price,

Weight and Description

Buttons - you can opt to show or not show the Add One To Basket and

Buy One Now buttons

I mage - you can opt to show the Thumbnail image, the Full Sized image,

or no image at all
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Inventory Level Message — you can choose to display the Long or Short
messages in reference to the inventory level messages you set for your
store.

6. Click the Update button.

Customizing the Product List Layout

The product list is the list of items displayed when a shopper clicks on the Product List
button. Y ou can display the product list in the same way as category screens.

STEPBY STEP

1. Inthe admin menu, click your store'slink.

2. Click theProduct List Layout link at the top.

Format: |Line item j

Product Fields: W Product Mame M Product Cade
W Price ™ Weight
™ Description

Button: W Add One To Basket
W Buy One Mow

Image: Mone j

Inventory Level Message: |Long 'I

3. Make any changes applicable to your tastes.

Format - choose Expanded (default display) or Line Item (list format with
aternate shading)

Product Fields - you can opt to turn on or off Product Name, Code, Price,
Weight and Description

Buttons - you can opt to show or not show the Add One To Basket and Buy
One Now buttons
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I mage - you can opt to show the Thumbnail image, the Full Sized image, or
no image at all

Inventory Level Message — you can choose to display the Long or Short
messages in reference to the inventory level messages you set for your store.

4. Click the Update button.

Customizing the Search Screen Layout

The search layout affects the search results page. Y ou can display the product list in the
same way as category screens and the product layout.

STEPBY STEP

1. Inthe admin menu, click your store'slink.

2. Click the Search Layout link at the top.

Format: |Line item j

Product Fields: W Product Mame M Product Cade
W Price ™ Weight
™ Description

Button: W Add One To Basket
W Buy One Mow

Image: Mone j

Inventory Level Message: |Long 'I

3. Make any changes applicable to your tastes.

Format - choose Expanded (default display) or Line Item (list format with
alternate shading)

Product Fields - you can opt to turn on or off Product Name, Code, Price,
Weight and Description
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Buttons - you can opt to show or not show the Add One To Basket and Buy
One Now buttons

I mage - you can opt to show the Thumbnail image, the Full Sized image, or
no image at all

Inventory Level Message — you can choose to display the Long or Short
messages in reference to the inventory level messages you set for your store.

4. Click the Update button.
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Headers and Footers

We dready learned about category and product headers and footers, but some other
sections of your store may require additional information. For example, the Customer
Login feature is nice, but wouldn't it be better if you explained to your customers the
benefits of setting up an account?

You can assign headers and footers to various sections of your store. You can include
headers and footers for the customer login screen, order screen, and other screens. If you
areusing the KoolCat L ook and Fedl, turn to the end of thistutorial for Header and
Footer information.

To create Headers and Footers, click on your store’'s link in the admin menu, then click
on the Header s and Footerslink.

Lialegory Tree Haader fPant facesPgriml, vardans, helveEicabs ;I
<font =ize="+1l"r<hrBroms=;< /b foncs<s Tants

4 of

LCalegoey Tres Footer 2P -
<font face="srisl, verdsns, helvecica®:>
rfoRt Siee=PalPrchxSrope TREO ! Do/ fORE e ChE D

“font mligest-] M-

Enbepr inbepr<d HEEF="hooprffwew. designestend. camn' B=rohant

cnbhaps cnbap:ch HEEFePheop: S fuew. designes ceid  cam' Heschaie S
LnbeEp: fnbEps<ik HEEF="http: # i wngwr e Lgney T e cam’ B=rchant /
TomnT

¥ | o

Headers and footers can include HTML, which means you can signify fonts, font sizes,
even font attributes (such as bold and italics), as well as include image references. It’s up
to you, of course, to understand the coding of HTML; we have included a reference of
basic commands you might use in Appendix B.

Keep in mind that Headers and Footers are just that — collections of information (text
and/or graphics) which will appear above or below the actual “meat” of the page. Be sure
you don’'t take up too much space in your headers. Otherwise, customers will need to
scroll through al the information before actually viewing what they are looking for. See
next page for alisting of Header s and Footers.

A Beginner's Guide to Miva Merchant 4.x 197



We've provided a detailed list of the headers and footers you can create, where they will
appear, and some ideas on what information to include.

198

HEADER/
FOOTER

Global Header

Global Footer

Category Tree Header

Category Tree Footer

Customer Login Header

Customer Login Footer

Edit Customer Account
Header

Edit Customer Account
Footer

Create Customer
Account Header

Create Customer
Account Footer

Missing Required
Attribute(s) Header

WHERE IT APPEARS
IN STORE

Adds a header to the entire
store.

Adds a footer to the entire
store.

At the top of the categories list
on the left-hand side of the
screen.

Below the category listing on

the left-hand side of the screen.

At the top of the page where a
customer will either log into the
store or create an account.

At the bottom of the page
where a customer will log into
the store or create an account.

At the top of the page where a
customer can edit his or her
account information.

At the bottom of the page
where a customer can edit his
or her account information.

At the top of the Account
Creation page.

At the bottom of the Account
Creation page.

When a customer does not
select an attribute, a separate
page will alert him or her to do
Sso.

WHAT TO
INCLUDE?

Store logo, customized
navigation.

Text links for the entire
site, copyright
information, company
name, address & phone
number.

Words like, “Choose a
Category:”

A link to offline ordering
info or contact page.

Prompt to create
account, and reasons
why.

Note about privacy
issues.

Tell customers what
they can edit, and to be
sure SAVE box is
checked.

Remind customer to
check SAVE box

Remind customer that
their information is
privately held.

Remind customer that
their information is
privately held.

Explain that the
customer should select
an attribute, or just
continue.
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Missing Required
Attribute(s) Footer

Search Header

Search Footer

Product List Header

Product List Header

Basket Contents Header

Basket Contents Footer

Order: Customer Login

Header

Order: Customer Login
Footer

Order: Create Customer

Account Header

Order: Create Customer
Account Footer

Order: Customer
Information Header

When a customer does not
select an attribute, a separate
page will alert him or her to do
Sso.

At the top of the search page.

At the bottom of a search page.

At the top of the page which
displays the product listing.

At the bottom of the page which
displays the product listing.

At the top of the basket page,
which tells the shopper what is
ready to be purchased.

At the bottom of the shopper’s
basket page, which tells him or
her what is ready to be
purchased.

This page will appear if a
customer who has not signed in
wants to proceed to checkout.

This page will appear if a
customer who has not signed in
wants to proceed to checkout.

Page appears if a customer
who has not signed in attempts
to checkout, then decides to
create an account.

Page appears if a customer
who has not signed in attempts
to checkout, then decides to
create an account.

This page displays the
customer’s shipping and billing
contact information.

Miva will state whether
or not the attribute is
required. Put your add'l
info in the header or
footer.

Tell customer he or she
can search by product
name, code, or
description or price.

Tell customers they can
search by name, code,
description or price.

Tell customer to click
the product code link to
view the product page.

Tell customer to click
the product code link to
view the product page.

Tell customer how to
remove, or update the
guantity of an item.

Tell customer how to
remove, or update the
guantity of an item.

Give a brief explanation
of what a customer
account is.

Give a brief explanation
of what a customer
account is.

Explain your site’s
privacy issues, and
exactly what
information is stored.

Tell the customer that
next time he or she can
simply sign in.

Ask customer to make
any changes if
necessary.
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Order: Customer
Information Footer

Order: Upsale Header

Order: Upsale Footer

Order: Upsale Missing
Required Attribute(s)
Header

Order: Upsale Missing
Required Attribute(s)
Footer

Order: Select
Shipping/Payment
Header

Order: Select
Shipping/Payment
Footer

Order: Payment
Information Header

Order: Payment
Information Footer

Invoice Header

Invoice Footer

This page displays customer’s
shipping & billing contact info.

If you offer upsale products, this
will prompt the shopper to take
advantage of the special offer.

If you offer upsale products, this
will prompt the shopper to take
advantage of the special offer.

If a customer selects an upsale
item that contains attributes,
this page will appear.

If a customer selects an upsale
item that contains attributes,
this page will appear.

This page contains the
customer’s order information,
as well as prompts for shipping
and payment method.

This page contains the
customer’s order information,
as well as prompts for shipping
and payment method.

This page prompts the
customer to enter the credit
card or check number.

This page prompts the
customer to enter the credit
card or check number.

This page includes the final
invoice.

This page includes the final
invoice.

Same, or reiterate
privacy policy.

Tell the customer this is
optional, not required.

Tell the customer this is
optional, not required.

Tell the customer he or
she can select an
attribute.

Tell the customer he or
she can select an
attribute.

Ask the customer to
select shipping and
payment method below.

Tell the customer that
shipping and payment
selection is required.

Ask customer to include
this info so order can
be processed.

Explain the format for
entering this info.

Don't duplicate Order
Completed Message.

Ask customer to print
and save order.
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Existing Web Site Integration

Some site owners like to integrate part of their store’ s links and information with existing
HTML pages, such as the home page or related pages.

If you want to hype products on your HTML pages, you can navigate through the store,
then copy and paste the link to the product right from the browser window.

Or, to make life easier, you can get the link from the administration screens.

Throughout the admin area you'll see a\?ij button at the top right of the screen. Thisis
the link button.

NOTE: Some users obtain links right from shopping the site. However, Secure URL
links (account and checkout) will not work properly thisway. If you want to customize
your store by using HTML pages instead, you may run into problems. A better option
would be usethird-party modulesthat assist in modifications.

Obtaining Store Links
Main store links include storefront, search, product list, basket contents and order form.

STEPBY STEP

1. Inthe admin menu, click on link for your store.

2. Inthe upper right-hand corner, click the\?) button.

Store Fromt Hipmymrerchant mediasi comierchanidimerchant ms? Sereen=SFMTES one o=

Search: hitg Vweneschard mediasi com®erchanldimessham. S reprm SECHE Sore_Code=hi

Prodwet List: hito S ---'-.I--|--'| wedasicon -"-1.,--.,|.qu'-- werchanl mrtScreen=PLETES e Code=i
Basked Conlamts hilp Smsmerchant madiasi comPlerchanidimerchard mw?Sereen=Ha0KES ne Code=i
Oirder Farme hifp 0 |:.]:. chant mediasi ;gu: Tolpr ;hgnl ’merchand mw? "'-:r“'-—II [ & Store ':-'.I.I:'_E
Customer Login: I 1 2mechant metEoeen=LOGHES gre Cocde=jd

Customer fdd Form: |:||| oo chand mediasi comPechamdimerchanm ratScreen= SO HTESSorm  Code=f
Afffiliate Loginc it Srwmerchand. mesdiasi. com@dechamdimese ham, rw T Ecreery=»aF CLESlore_Code=fd
Affiliate Add Fonom: o Ymymerchart mediasi comPerchani?imerchand mw?Screen=~AFAEE Slore Codesi

3. Click thelinks to test them.

4. Copy and paste the links to your HTML pages.

You can use the same method to obtain the linksfor products and categories.

IMPORTANT: Because Miva Script uses statements similar to IF and THEN to
determine whether or not a customer islogged in or has items in his’her shopping basket,
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linking directly to secure pages, such as CHECKOUT and LOGIN will not work ideally
when linked directly from HTML pages.
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Chapter Eleven

Store Add-Ons and Alternatives

Y ou can use Miva Merchant right out of the box and have a fully functional, appealing
ecommerce site. However, many companies desire further customization and
functionality for their stores to make them unique. To do so may require the use of third-

party modules or additional services from either Miva Corp., or certified partners.

Miva Marketplace

Realizing that online merchants need further advancements in obtaining more customers,
Miva Corp. developed Miva Marketplace. The feature is an automated marketing service
integrated with Miva Merchant that drives targeted shoppers to Miva storefronts.
Introduced in version 4.1, this new feature allows merchants to advertise products
effectively, only paying for what is actually viewed by potentia customers.

How It Works

Miva Marketplace is a pay-for-performance search engine.
After signing up and bidding for results, merchants are sent
traffic.

Merchants bid for placement. For example, if the current bid
for top results of the search “lawn mower” is 25-cents, you can
bid 30-cents to be placed first. When potential customers search
for that term, your site will be listed first. Y ou only pay for the
listing if a shopper clicks on it, so you only pay when potential
customers actually visit your site.

The shopping search box is placed on various profiled sites
throughout the World Wide Web.

Whenever you add or edit the products in your Miva Merchant

store, you can optionally assign it to appear in the Miva
Marketplace.
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Joining Miva Marketplace

Any MivaMerchant 3.x or 4.x store can join Miva Marketplace. Y our hosting company
must have the commerce library for this serviceinstalled.

STEPBY STEP

1. Inthe admin menu, click the MAIN button at the top of the screen to return to the
screen returned just after login.

2. ClicktheMiva

Marketplace Signup R Susie | G
Wizard link near the gl

bottom of the screen.

3. Acceptthedefault host [ Mttt s st g v ot e v
URL, OF Ger ONByoU | i oo st s e - e i
may have been provided. | | i =

4. Click the Next button.

5. Sdlect New Account,
then click Next.

6. Createal ogin and Password for your account.

7. Click the Next button.

8. Verify the contact information. By default, thisis pulled from the registration of
the store you are currently running. Make any changes or additions necessary,

then click Next.

9. Makeadeposit of funds. Thisisan initia deposit which will decrement as click-
throughs are made to your store.

10. Click the Next button.

11. Verify al information on screen. If you need to make changes, click the Previous
button. Otherwise, click Finish.
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Assigning Products to Miva Marketplace

Y ou can optionally include any products in the Miva Marketplace directory. Since you
get to select each one, you don’'t have to add limited items that may not stay in stock.

STEPBY STEP

1. Inyour admin menu, click the Products link for your store.

2. Find the product you want to add to Miva Marketplace, and click the \E_J button

to edit the product.

3. Click theMivaMarketplacelink at

the top of the product’s screen.

4. Click the Actively Listed radio button,
and enter your bid for click throughs
in the Price/Click box. Do not include
the $ You will only be charged this
amount when a shopper clicks the link
from Miva Marketplace' s search

results to your store.

" Actively Listed

" Listed, Disahled

* Not Listed
Price/Click: |0.00

Categories:
select

5. Click the Select link to select the categoriesin | cuegeries:

which you want this product displayed. A new
window will open, displaying the main
categories available for product assignment.

6. Navigate the category listing by using the - G :
button next to each main category. If you * (i

opt to add a subcategory.

cannot find the category you need, you can [

a. Beneath amain category, click the

Add category link.

b. At the bottom of the window (you may B e

need to scroll), type the subcategory

name.

c. Click the Add button.

7. Check off each Miva Marketplace category [ sl
you want this product assigned to.

8. Click the Submit button.
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9. Returnto your product’s screen in the admin menu, click the Calculate
Placement button, and view the updated information.

10. Repeat steps 5 — 8 as needed to assign the product to more categories.

Edit PFroduct: & Look Back =) )

Miva Madk Hisads . .
i ey e This shows that our product is -
& Actively Lisied actively listed at 35-cents per click-
T Listed, Disablad through, that it is in the subcategory
Kot Listed Comic Books, and it will rank #1 out of
Pricalick: |35 Clculste Flscement | 71entries.
Canguories: Lateqory Hamo Hlscemond Mim. Frice  Low Price  High Price
Comic Broks (Hobbme & Colleciible) 171 1] 00 1.3
b 4| | e Updete | Dslata | Fase |

Removing Products from Miva Marketplace
Y ou can disable or remove from listing any product.

STEPBY STEP

1. Inthe admin menu, click the Products link for your store.

2. Locate the product and click the button to edit the product.
3. Click the Miva Marketplace link at the top of the screen.

4. Click the Listed, Disabled option to keep the listing but disable its appearance
(for out-of-stock items), or the Not Listed option to de-list the item.

5. Click the Update button.
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Troubleshooting Miva Marketplace

In order for Miva Marketplace to run on the store, the server must have the proper
commerce library installed. If you receive an error when attempting to sign up for Miva
Marketplace, check with your hosting company to be sure the server is configured to
handle MMP.

From time to time, as with many sites, there may be overload at the Miva Marketplace

server. In such a case you may experience some delays in trying to make deposits or
category listing changes.
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Third-Party Modules

A module is afile that “plugs-in” to your existing Miva Merchant store. It can provide
additional functionality, or assist you in changing the look of the store. Think of a module
as a software program for your computer. Y ou can run your computer without additional
software, but isn't it easier if you have programs installed that allow you to perform
specific tasks?

Some third-party modules might include:

A more detailed customer management system, which allows customers to
view any previous orders and the status of shipping.

* Additiona shipping methods, such as USPS calculations.

e A coupon redemption module that alows you to offer coupons to your
customers.

» Various modules that enhance the look and feel and functionality of the store.

What to Expect From Third-Party Developers

Since Miva Corporation has opened the doors for other companies and individuas to
develop modules for Miva Merchant, several new features become available with each
new version or upgrade.

However, since those creating these features are third-party developers, there are some
points to consider. If you are totally green to the terminology discussed in this section,
you should ask for help from a Miva Corporation Partner.

Youll find a list of certified business partners at the Miva Partner Program at
http://www.miva.com/partnerg/|

If you plan to hire others to install modules for you, or if you do not plan to
purchase additional modules, there’s no sense in reading the rest of this section. In
fact, you can bypass this section altogether until you find a need to referenceit.

» An expectation of some third-party modules is the requirement to edit the
.mv files which keep Miva Merchant intact. This can become tedious (and
sometimes dangerous) for those who do not understand Miva Script.

If you plan to purchase third-party modules that require modifications of any
of the essential .mv files**, you should consider paying for the developer to
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install the module, or hire a different coder or developer to install it for you.
Ideally, you shouldn’t be touching these files at this point.

**|f you are using a compiled version of Miva Merchant, editing the .mv files
isnot possible.

» Theidea module will install itself, and will use the admin interface to allow
you to customize the features. Unfortunately, since Miva Script is so complex,
this type of development usualy throws many hurdlies in the developer’s way.
Just because some modules require additional work does not mean they are less
superior. Some modules require some editing, but are less expensive than others
with amore elaborate interface.

» Some developers may not adhere to Miva Corporation’s APl development
guidelines, which were set specifically to avoid pitfalls in the operation and
administration of Miva Merchant storefronts. Be sure to ask around, and ask each
developer up front, if they follow the guidelines set forth by Miva Corporation.
Better yet, check to seeif they are aMiva Partner.
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Adding Third-Party Modules

The only installation we discuss in this book is that of a module that works directly with
Miva Merchant. This type of module will require no coding, and no alternative
interfaces.

It is recommended that you follow the Delete, Pack, Pack sequence (see Chapter Seven:
Sore Maintenance) before adding any additional modules.

STEPBY STEP

1. Intheadmin area, click the » next to Modules at the top of the menu.

2. Click the Add Modulelink.

3. Click the \@ button to navigate your computer and find the module OR, enter the
path to the module (i.e. modules/ui/xxx.mv), according to the directions that came
with the module.

4. Click the Add button.

If there are any immediate configurations to be made, you should be prompted on-screen.

Any Third-Party Module you purchase should include instructions on how to use it,
including which menus to use, and how to set the options. If you purchase a module that
does not include such instructions, you should contact the developer or company you
purchased it from immediately.

Troubleshooting Third-Party Modules

Mistakes can be made, and not all modules will work with every store configuration.
There are steps to take when problems are found. These help determine if problems
occurred because of the module itself, or a confliction with other featuresin your store.

In most cases, even defective add-on modules will not “crash” a store. Since modules are
usually snippets of code that allow for other functionality, they are not akin to installing a
complete software program on a computer. Installation of modules does not change the
core files of Miva Merchant. They ssimply “plug-in” and “call” information from Miva
Merchant.

If you find a problem and cannot get immediate assistance, the easiest step to take is to

unassign the module and/or uninstall it from the store. This way your store can continue
to operate as usua while the problem is being troubleshooted.
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Use this checklist to assist whenever problems with modules are found.

Problem Found

Data Will Not Pack

What It Means

The store’s or the domain’s data
will no longer pack, returning an

Do This

If the module you installed is listed
in this error, contact the developer,

error. as there is a version or API
problem.
No Changes Can Be | After installing and activating the | See if the module requires

Seen

module, no changes were made to
the store.

modifications of other files. If not,
check with the developer. There
may be a conflict with other
modules.

No Other Changes in
the admin area are
Recorded

After installing the module you
cannot make any changes in the
admin area, including changing
product prices or inventory.

If the module required a license
key to be entered, enter it, or
reenter the key.

Other Store
Information is
Missing; Shoppers
Cannot Shop

Customers cannot click on
continue or submit buttons, or data
is continuously truncated.

The module may have incorrect
coding that is causing other
functionality to stop. Contact the
developer.

A Beginner's Guide to Miva Merchant 4.x

211




An Alternative User Interface

An alternative interface, called the OpenUI, was not created, nor isit supported, by Miva
Corp., but instead by a group of independent developers.

The OpenUl has widely become an acceptable aternative method by various developers
and seasoned Miva Merchant users. It is now being packaged with many third-party
modules by participating devel opers.

In the back end of Miva Merchant, the OpenUl makes the module development and
maintenance of the various files Miva Merchant needs to operate a simpler task for those
realy familiar with the interface. However, the OpenUl renders useless any
modifications you may have had someone make to the mmui.mv file — one of the files
that is essential to store operation. If you're a beginner and you're working with a new,
clean store, chances are thiswon't apply.

A user interface is what controls how the store functions and, as aresult, how it looks and
feels. Thus, the term "Look and Feel." At the beginning we discussed the MMUI and the
KCUI. The OpenUl is another “Ul” one can use.

What Is The OpenUI?

By default, Miva Merchant uses the Miva Merchant Look & Feel (MMUI). The
mmui.mv is one large file that contains al of the core functionality coding in order for
your store to operate as a store. Additional files, called modules, "plug in" to Miva
Merchant, allowing other things to happen.

For example, the meremail.mv module tells Miva Merchant to send an order confirmation
email to the merchant. The stdacct.mv module tells Miva Merchant to allow for the
running and display of a batch report.

Third-party modules (modules created by developers other than Miva Corp.) must also
"plug in" to Miva Merchant. However, under the MMUI of non-compiled versions of
Miva Merchant, this usually requires coding changes. For example, in order to install a
coupon redemption module, not only must the module itself be installed, but coding must
be done to the MMUI file.

The OpenUlI instead uses one core Ul file and several supporting files. The OpenUl uses
"hook points,” which allows developers to create modules that "hook in" to Miva
Merchant. Therefore, while a MMUI store will require coding for the Coupon module to
prompt a user to enter the coupon code, the OpenUI version of the same module will
"hook in." In layman's terms, the developer will have the coupon module tell the OpenUl
where to display this information.
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Since the OpenUl modules are using hook points, they can simply be installed to the store
and used immediately requiring no additional coding to the core MMUI file. In fact, once
the OpenUl isinstalled properly, the MMUI is no longer used.

Benefits of the OpenUl...

The most prominent advantage of using the OpenUlI is the ability to install stock features
with little experience and not lose them when you upgrade.

With each new release of Miva Merchant - whether it be a complete upgrade or an update
to an existing version - the MMUI file is overwritten. This means in order to keep any
changes made to the store, someone will need to recode the new mmui.mv.

With the OpenUlI, the changes will not be lost. This is because the OpenUI uses hook
points to call featuresin. Now, the third-party module may have to be upgraded, but since
there were no coding changes that had to be made to make the module work, there are
none overwritten.

Note: Though no changes will need to be made to make the upgraded third-party
modules function as described, any previoudy customized third-party modules may
require additional work in order to "look and feel" the same as before. Also, anyone
using a compiled version of Miva Merchant would not be able to make changes to the
MM UI, so some of the scripting references would not apply.

Another advantage of the OpenUI is the severa additional features that are available as
modules. Many new "look and feel” modules are available only for the OpenUl. Thisis
because any "look and feel" changes on an MMUI store will need to be hard-coded into
the MMUI.

Overall Changes...

The OpenUI does not make Miva Merchant itself ook, feel or act any differently. In a
straight-Miva Merchant store that includes no third-party add-ons, the same functionality
available in an MMUI store is available in the OpenUI environment. The administrative
areafor MivaMerchant will also operate the same.

OpenUl Concerns...

While there are advantages, there are also current and potential disadvantages of using
the OpenUl.

* Voiding of Miva Corp. Support...
Since Miva Corp. did not create the OpenUl, it does not support the user
interface. Therefore, if you need support Miva Corp. will first tell you to remove
the OpenUI and other third-party modules in order for the support department to
help you.
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Speed...
Some shared servers on shared hosting environments have noticed a decrease in
the speed of the store after installing the OpenUI. This is due to several Miva
Merchant sites being hooked into one Empresa engine (which is required to run
Miva Merchant), and server not being configured to handle such multiple
requests.

Generdly, al stores will see a minute decrease in speed. In many cases this
decrease is not enough to notice.

Also, stores that have scores of modules will notice more of a decrease than those
with a few. This is due to the fact that more items need to be processed before
Miva Merchant can return the page to the visitor. Again, it is usualy not a major
concern, but can be one on some shared hosting environments depending on the
amount of traffic and server configuration.

If you have a concern about this, you should contact your host and ask for
example sites that use the OpenUlI.

Confliction...

Since the OpenUl uses "hook points' for nearly each specific task that is
otherwise outlined in the MMUI, two modules that use the same "hook points'
may conflict with each other. This depends on the module and the module
developer.

More detailed information on using the OpenUl with third-party modules can be found at

http://www.desi gnextend.com|
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Chapter Twelve
Troubleshooting the Store

Just like anything else in life, setting up a Miva Merchant store is not fool-proof. If
you've followed each and every step in this book, and documented any specific settings
needed, troubleshooting any issues should be fairly simple.

Here we will discuss some of the most common issues regarding basic Miva Merchant
errors and mistakes. After each, we outline steps to take, in order, in hopes to resolve the
issue.

Troubleshooting E-mail

| SSUE:
The merchant (you) does not receive an e-mail when customers place orders.

* Check to make sure the Merchant Notification option is setup under Order
Fulfillment Configuration.

* Check to make sure you are using the right Mail Server under Domain
Settings. This is usually your hosting providers sendmail server. Check with
your HP.

| SSUE:
The customer does not receive e-mail confirmation of an order.

* Check to make sure you are using the right Mail Server under Domain
Settings. This is usually your hosting providers sendmail server. Check with
your IHP.

» Make sure the customer entered the right e-mail address.

* Ask the customer if there have been any other e-mail problems with his or her
ISP, such as afull mailbox, or incorrect password.
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| SSUE:
The customer or merchant e-mail does not line up — the information all runs
together.

* Make sure you are not entering HTML in the e-mail field.

* Some e-mail clients auto-format e-mails their own way. There's not alot you
can do for the customers other than direct them to check their e-mail settings.

| SSUE:
Why isn’t the payment infor mation in the merchant e-mail?

» For secure transactions, the payment information can only be accessed by
logging into admin. E-mail is not secure.

Troubleshooting Attributes

| SSUE:
The customer sees the list of attributes, but no prices assigned to them until
checking out.

When entering each attribute, type the additional amount (or total amount) in this
field as well. The additional amount you signify in the additional cost field is not
displayed on the product page.

| SSUE:
Even though the attribute is not required, the customer is taken to a second screen,
telling the customer that all attributesin bold arerequired.

By default, Miva Merchant will do this in case a customer failed to redlize there
were additional options.
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Troubleshooting Availability Groups

| SSUE:
Only the assigned customer sees the category of products. However, when anyone
sear chesthe store, the products appear in the search resultslist.

 Even if you assign a category, you must also assign the products to the

availability group.

| SSUE:
The customer is logged in, but cannot see the items that have been assigned to the

group.
* Make surethe customer is assigned to the group.

» Make sure the customer does not have two login accounts, one which might
not be assigned to the group.
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Troubleshooting Customer Accounts

| SSUE:
The customer haslost hisor her password.

* Instruct the customer to request, from the login page, for the password to be e-
mailed.

* Reset the password in the admin area for the customer.
| SSUE:
The customer wantsto close hisor her account.
* Dedete the customer from the customer accounts area in admin.
| SSUE:
Other shoppers are being treated as if they logged in, and are unknowingly pulling

up othersaccountswhile they shop.

» Make sure you have not used any links for static web pages which include a
session id.

» Make sure you follow the proper procedure if using Miva Merchant links on
static web pages.

» Make surethere aren’t two customers using the same computer to shop around
and not check out.
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Troubleshooting Category Pages

| SSUE: I'm using subcategories, and the main category pages are completely blank.
What should | put thereand how do | doit?

The headers and footers feature in the Category section is perfect for this. You
can hype products, or provide your own graphical links to those subcategories.
| SSUE: The category pagestake forever to load.

How many products are displaying? If it's more than 10, try paginating the
categories.

| SSUE: The category nameisnot right and needsto be changed.
Y ou can change category names at the edit screen (click the name of the category

under the Categories menu). You should not change the Category Code unless
you will do so for al the products within that category.

Troubleshooting Secure Connections

| SSUE:
When trying to check out the error “modules/ui/mmui.mv: Line 2802: MvDO:
RuntimeError: Error opening'lib/db.mv': No such file or directory” isreceived.

* Thesecure URL is not setup correctly. Check the domain settings for the mall.

»  Check with your hosting provider to be sure you are using the right URL.

| SSUE:

Customersarereceiving the message: “SECURITY ALERT: nameon site
certificate doesn't match name of site.”

* You arenot using a secure certificate registered to you. Y ou will probably
have to purchase a certificate from VeriSign or Thawte.

»  Check with your hosting provider to seeif it offers certificates which signify
you as the user.
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Troubleshooting Order Processing

| SSUE:
The order numbers are out of sequence.

» This can happen if expired shopping carts have not been removed. Remove
expired shopping carts and pack the mall and store datafiles.

For additional support, Miva Corp. hosts a user-to-user support email forum, where you
can ask gquestions and obtain responses via email.

If you do not care to receive several emails daily, you can hook up with other users and
developers at http://www.des gnextend.com|
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Appendix A
Install & Setup
for Version 4.x

If you obtained your license from a hosting company (as part of the hosting package),
chances are Miva Merchant has already been installed on your server. It's also possible
the setup process has either been partially completed for you, or that the hosting company
will walk you through the process.

If Miva Merchant has already been installed, but Setup has not been run, then you’ll need
to skip ahead to the Setup processin this Appendix.

Installing Miva Merchant

Installing Miva Merchant is actually a simple process, providing your hosting provider
has given your domain the proper authorization to use the Miva Empresa server, and
providing you are familiar with FTP and directories. If you are not, you should hire
someone to install Miva Merchant for you.

Miva Empresais what allows Miva Script to work on a server. Without it, your shopping
cart program is useless. If your host does not provide Miva Empresa, you will need to
find another host.

Downloading the Right Files

Once you purchase a copy of Miva Merchant from either Miva or a reseller, you should
receive aregistration number and an FTP address URL, plus FTP settings if you want to
use FTP, and a password for downloading the file.

Essentially, you want to download the latest version. You'll find the latest release
information at Miva s web site at http://www.miva.com|
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You can download an .exe file or a .tar file. The .exe file will extract the files on your
computer, then you will need to upload them to your server. The .tar file can be uploaded
to your server and can be extracted there. For .tar files, you need TELNET access and
you need to understand TELNET. If you don’'t have it or don’t understand TELNET, then
usethe .exefile.

Installing via .exe File

After downloaded the .exe file from Miva's site, you run it on your computer. Simply
open the file and accept the defaults for installation, except at the last screen, it’'s best if
you choose not to run the setup files (thisis for using alocal copy of Miva, and if you're
abeginner, you won't be doing this yet).

The .exe will extract al the files to a directory on your computer (in Windows, this is
usually C:\Program Files\Mivafor PCs). All of thefilesin this folder need to be uploaded
to your server.

STEPBY STEP

1. Connect to your server viaFTP. Aghess | | -\ MsvaMia\HTML\Meschan2 E

2. In the html directory (where your M' B i ﬂ
index.html file is located), create a | rgags b modder  admin

new folder and name it Merchant2 (or

anything else you'd like to call it — by B " .
default most hosts name this ﬂ L A o H ﬂ
Merchant2). srascompmy  CHANGELD . INSTALL bt merchant my

_— e

3. Open this Merchant2 folder on the ﬂ ﬁ ﬂ ﬂ
server - you will be transferri ng files |FackiNGist  removemy sebup my upcrade my
into thisfolder.

4. In ASCII mode, upload all of the .mv | ﬂ
files into this directory (don’'t upload =™
the other folders yet).

5. In ASCII mode, upload the entire modules folder.

Some FTP programs let you “drag and drop” files. If yours does not, you will
need to create each of the subfolders and upload the proper files to each folder.

6. In ASCII mode, upload the entirelib folder.

7. In BINARY mode, upload the entire graphics folder.
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Installing via the .tar File
The .tar file can extract on the server and create all the directories for you.

STEPBY STEP

1. Inthe html directory (where your index.html file is located), upload the .tar filein
BINARY mode.

2. Connect via telnet to your server (see your hosting provider’s instructions for
this).

3. Navigate to the root directory which contains the .tar file.

4. Typethe command: tar —xvf filenanme (the name of the .tar file) and
press enter. The fileswill all extract to the proper directories.
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Miva Merchant Setup

The setup process will initialize the files on the server so you are able to create and

configure your online store.

Usually, the setup file, setup.mv islocated in one of two places on your domain:

httg://www.yourdomai n.com/M er chant2/setug.mv|
http://www.your domain.com/cai-bin/miva?M erchant2/setup.mv|

Notethat if Miva Merchant is accessed via your cgi bin, some hosting companies
name thisdirectory ssimply cgi (rather than cgi-bin).

STEPBY STEP

1. Inyour browser’s address bar, enter the URL for the setup.mv file. Thiswill

resemble something like:

http://www.yourdomain.com/M erchant2/setup.mv

If MivaEmpresais set
properly for this domain,

you will be prompted
with a Welcome box.

2. Click the Next button.

3. Inorder to proceed, you

must accept Miva
Corp.’slicense
agreement.

Check the*®1 Accept...”
box and then click Next.

Reslar | Curie

Wil ome 10 The Mea Merchan Setug 'Wizam This wizand sill agsis vosin the
restalation and configuralion of Mwa Menchant

Foor ISP or hosting esrace may haes sliesdy prreded Wsa Meechan with the
piogar inetadlatan and oparaden aetlings, inwhich cade the Mia Manhan e
and url locatiors wil avcmatically be assgned

To bagm, press (he Nesd butben

Nt

4. Enter the license key you were _ i‘ =
provided for thisinstallation. If you dl #

are upgrading from a previous version
with aclean install, be sure to check

the Activate Upgrade Licenselink and | ™=
follow the instructions.

Emai hddenm:

5. Enter your registration information. e
Be sureto include avalid email BatPerviiee  [Cummad =
address so you will receive specid Dt StemPamaca |
fipg'fasind Cocle: |
Ciniry | Lirsiesd Semima :]
Phaas |
|
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notices about Miva Merchant updates to the software.

6. Click the Next button.

7. The next two screens will give you options for the proper URLSs to use for the
Miva Merchant store, the admin area, and the secure URLSs. Thisinformation
should be provided by your hosting company.

In most cases it will be the default selection for the standard URLSs. For the Secure
URLS, you must have an SSL certificate. If you do not yet have one, accept the
default of “None,” as this can be changed later.

8. Inthe Mail Server screen, you must enter the proper mail server for the server.
This might ssmply be mail.yourdomain.com — but check with your host to be

sure. Click Next.

9. Youcantell MivaCorp. when
and if you would like to be
notified of software updates
and patches, or security aert
warnings. These notifications
will be displayed at your
admin’s main screen.

We recommend that you at least
select to be notified of security
alerts and software updates.

10. Click Next.

11. You must choose amain
default administrator for the

Chimck i Bati b os:

Prmamat |

MY chy
I msansages pou sanl dapayed o hes

i1 |

ek for menampen bom s

B T e e e

admin of the store. Be sure to choose a Username and Password you will
remember as resetting these can be timely and costly.

12. Click Next.

13. Be sureto verify al registration information. Once complete, click the Finish

button.
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Appendix B
Design Basics

Besides creating and maintaining your store front, you will need to provide a home page,
and possibly some other pages, for your visitors. Since the merchant.mv file is not
accessed without a link (or a remote forward), you'll need an index page on your site.
This page could simply refer (with either a link or an auto-forward command) to the
merchant.mv file.

WEe'll be discussing some of the basic, yet important issues. We will not, however, go
beyond the amount of HTML you need for headers and footers. If you are totally new to
web design and HTML coding, we suggest either finding someone to design these pages,
or visit fome HTML reference sites, such as the Web Developers Virtual Library at
http://www.wdvl.com

Load Time Can Kill You

L oad timeisthe amount of time it takes for a web page to load. Measured in seconds, the
load time of a page determines who stays at your site and who leaves before ever moving
past the first lines of text.

If your pages take a long time to load, you will lose customers. There is no argument to
this. Someone will be happy to go elsewhereif it takes forever for your site to load.

It is your job to keep load time to a minimum. We cannot stress the importance of this
issue, so we'll put it bluntly: load time has the ability to make or break your online
venture.

There are other objects which contribute to the load time of a web page:

* Graphics & Images

« Java

e Frames

» Poorly written or complex cgi scripts
» Poor connection

» Slow server
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The point is, essentially, you have nearly total control over how long your pages take to
load. While you can’t control someone’s internet connection, you can control which host
you use. If your host’s servers are slow, talk about this with them. It’s possible the server
your site is on has been overlooked in the “speed” department.

How Quick Should It Load?

Ideally, visitors on a 28.8K modem should be able to access your pages within 12
seconds. Pages taking 20 seconds or longer to load lose a good portion of their visitors
immediately.

Though this entire tutorial isfor Miva Merchant, your site will include a home page, plus
other pages you will create with HTML. Pay attention to using proper tags, and methods
to keep the load time to a minimum.

Don’'t Assume...

Don’'t assume that all visitors are using a cable or DSL modem and the latest browsers.
There are still many surfers on a 14.4K, Windows 3.1 and Netscape 2.0. It’s likely, now,
that they may fail to see a few layouts exactly as you wish, but they should be able to
view every image, read every line of text, and access every feature of your site.

Test Frequently

If you plan to throw up your store and site, then walk away, well, you've got issues. A
good designer or company will constantly test their site to make sure it’'s layout and
design is pleasing to the eye, easy to navigate, and loads quickly (we'll have this
hammered in by the end of this section).

There are utilities you can use to test your sites compatibility with load times, available

browsers and HTML. You'll find a list at our site. Test your site often. Love testing
your site. Learn to make testing your siteadaily ritual.

Resolutions & Window Sizes

Miva Merchant creates pages of your categories and products on the fly, and the pages
will be sized in width and height according to the resolution avisitor’s computer is set to
use.

The resolution is the number of pixels the monitor will display. Images and web page
widths are not measured in inches.
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Essentially, a 14-inch monitor will display 640 pixels wide by 480 pixels high. A 15-inch
monitor will usually display both the 640 x 480 plus 800 x 600 (the user can select their
resolution). Most 17-inch monitors will display 640 x 480, 800 x 600, 1024 x 768 and
some even higher.

What happens when a site designed for 1024 x 768 is viewed on a 14-inch monitor?
Chances are the visitor has to scroll from left to right in order to view the entire page.
Thisis yet another setback many designers face.

Generally, most visitors can view at 800 x 600, but again, we don’t assume. Thus, to
make sure all visitors can access your site without having to scroll from side to side, you
have two options:

Sizeyour HTML pagesto 595 pixels (or relative) wide.
Y ou can use tables to do this.

-OR -

Makeyour HTML pages size according to the resolution.
If you visit a site like http://www.amazon.conm, you'll find that if you
shrink your browser window or change resolutions, you can still see the
entire width of the pages, however, you may have longer pages, since less
text can be displayed on each line. But you never have to scroll left and
right (unless you shrink your browser down so smal you wouldn’'t

appreciate the pages anyway).

Testing Different Resolutions

Just like you should test your pages with more than one browser, you should also test
them at different resolutions.

On Windows machines, you do this by right-clicking on the desktop, and choosing
Properties. Click on the Settings tab, then move the sliding arrow for Screen Area.

Changing resolution on a Macintosh varies according to the version of the operation
system. Latest machines include the ability to change the resolution right from the
desktop. Older machines include control panels that will alow these settings to be
changed. Check the owners manual for thisinformation.
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Images & Custom Graphics

Obviousdly your store will include images of your products, and you'll likely want to
include custom graphics (for buttons, headers, etc.). One of the biggest mistakes a web
designer can make isto use imagesthat aretoo large in either pixel size or file size.

Get a Graphics Program

You can scan till your heart’s content, but if you don’t have a decent graphics program,
you're stuck. Using a program like FrontPage to size your images is not only bad habit,
it'sunprofessional. Aswell, most $39.99 programs usually give you what you pay for.

If you only have afew images, or would rather have someone else manipulate images for
you, then, by all means, hire someone. If you want to do it yourself, get a decent
program. While PhotoShop is one of the top choices, it is also expensive (about $600),
but other, less expensive programs like PhotoPaint can also do the trick.

Do not rely on your scanning software alone to create awesome images for you.
They seldom do, asit isnot their job.

Scan it the Right Way

Here' swhere there’salot of confusion and argument. Many scanners come with software
that screams “anyone can do it!” Well, essentially, thisis true. Just about anyone can and
will scan images on even a $29 scanner, and actually get a decent scan. However, the
way you scan and the file types you use are key.

Scan Resolution

Most scanners are versatile in the resolution and size you scan. The myth among
the ill-informed that the higher resolution you scan at the better the picture will
look frustrates visitors and designers. While scanning at 300 dpi will allow your
image to look great on printed paper, it won't make a noticeable difference on the
Web.

Learn this, breathe this, live this. Monitors are designed to display 72 dots
per inch (dpi). If you want to cram an image at 200 dpi into your web page,
goright ahead. All it will do isincrease thefile size and increase load time of
your page.

Trangation: Scan for the screen! Most programs set thisat 72 or 75 dpi.
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Scan Size

Okay, we talked about the users who are still viewing at a resolution of 640 x 480.
Keep this in mind when scanning and sizing your images. Since the Miva
Merchant Look and Feel includes category listings on the left, that is called-for
space (thus one of the reasons we said to keep your category names short). This
leaves about 300-425 pixels left on the right side for your image if you are sizing
for everyone.

We recommend keeping your full-sized product images at or below 300 pixels
wide.

Don’'t worry if you scan larger than this, because you can always crop and size in
your graphics program.

File Types
Each scanning program lets you save your images in either one or many file
formats. The most common are:

. JPG
. GIF
« TIF (or TIFF)

And here’ s the breakdown:
JPG — used on the web for scanned images for clarity and file size.

GIF — used on the web for computer-generated graphics (text buttons,
etc.) for filesize

TIF — used as a base image, which will be manipulated in your graphics
program, then converted to either JPG or GIF

If you’ ve got the knowledge and the software, we recommend scanning your images as a
TIF, then converting to JPG in your graphics program. Why? Because when you save a
TIF, make changes, then save again, you are not compromising clarity of thefile.

The JPG format uses a compression process. When you save a JPG, then open it, make
changes and save again, then again... you are compromising the clarity of the file. Try it,
you'll see that the more you change and save, or size and save, the fuzzier the image gets.

Now, here' sthetricky part about JPG vs GIF.

If you scan an image, after making changes, make it a JPG. If you make it a GIF, the file
could be dithered, and the file size will be larger than that of a JPG. The only time you
make a scanned image a GlIF isif itisline art or a hard-edged logo.
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If you create an image solely on the computer, make it a GIF. If you make it a JPG, the
filesizewill likely be larger.

So, that's JPG for scans and GIF for computer-created images and line art. But,
there’'s one other factor — AOL.

America OnLine (AOL) users will count for up to 60% (or more) of your traffic,
depending on how your site is found (search engines) and your target audience. AOL
uses a JPG compression in the software’s program settings, and, believe it or not, most
AOL 4.0 or lower users are used to seeing grainy or fuzzy images on the web, unless they
know how to change the settings in their AOL software. Thus, another reason to use the
GIF format for your computer-generated graphics.

You can get information on AOL issues in regard to web surfing to assist in your design
at pttp://webmaster.info.aol.com/]

NOTE: Many people use HP scanners. We've found that many of the latest lower-priced
HP scanners scan best at 150-250 dpi. Y ou will need to size these images down!

Those Digital Cameras

If you are planning to use a digital camera to shoot your products, keep a few things in
mind:

* Clarity is important. Chances are that $99 camera is not suitable for product
images. Do a search for reviews at epinions.com or zdnet.com and buy a camera
that will serve the purpose. You want crisp, clean images you can manipulate if
need be.

* Lighting, lighting. Don’t snap pictures in your kitchen with a 100 watt lightbulb.
Find a very “white” area, use white light and shoot clean. You don’'t have to
spend alot of money, either. Taping a clean white sheet in the corner of the living
room, and shining industrial lights or halogens at it can work wonders.

» Surfing Overload. Thefile size produced by most digital cameras will still be too
large for your site. You will still need to manipulate file sizes.

Digital cameras are an excellent tool for your site, but read the manuals and join user
groups for their use... you' Il be producing top-notch images that can load fast in no time.
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Fonts Galore

There’'s a lot of talk about graphics when it comes to the Miva Merchant store, but not
much about fonts. If you're set on producing a great looking store, pay attention to the
fonts you use.

We'll makeit clear up front: if you plan to use any of those fancy fonts you installed
on your system because they just ook so cool, forget them. We' ve found some fancy
ones ourselves, but can never use them for the default fonts for any web site...

Abbadon Demon

Copperplate
Acedemy Engraved Edda

They’'re all some pretty neat typestyles — and we' ve got about 900 of them. But
never, ever, use them astext fontsfor your site. Such fonts should ONLY be used in
images and graphicsfor the site.

Don’t believe us? Read on...
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To Use or Not To Use

Ah, the never-ending question amongst those in the beginning learning stages of web site
design.

Essentially, there are only six fonts that should be called in any HTML file. They are:

Times—Times New Roman
Arial — Helvetica
Tahoma - Verdana

Times New Roman is called by PC users; Times is caled by MAC users. Arid is PC;
Helveticais MAC. Verdana and Tahoma are PC.

The “Times’ fonts are standard on nearly very computer. So is “Aria” and “Helvetica.”
The “Verdana’ and “Tahoma” fonts were introduced in the past few years to PC users,
and have become a standard for many sites.

Thus, if you want to use other typestyles, consider using them only as heading graphics.

Here’'s some common pitfalls of new web-builders, or, those who want to do it all
themselves but aren’t sure how to do it...

It hurts my eyes! Believeit or not, sites that use any non-standard font as it’s default text
is creating a cumbersome read. The font might be the best looking ever, but if it’s not one
we're used to reading, we can’t handleit.

My Default Display... Consider this. That awesome font you're calling isn’t installed on
our machines, so guess what we see? A default font set by our browser... which could be
aTimes, Aria or Tahoma family font.

Journalism 101. There's a reason the standard styles for newspapers hasn't changed in

centuries. We can read the pages! Every newspaper uses a serif font for it’s standard text.
Why? Because it flows well... we can read it! It’s the same type of font we see in books.
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Assigning Fonts

As any font not installed on the visitor’'s computer will not be viewed, we want to make
sure the site will look as close as possible to our customers as we see it. If we don’t
follow proper assignments, the browser’'s default font is seen. This is why we use the
multiple font face tag.

<FONT FACE="Arial, Helvetica’>
Thistells the browser that if the Arial font isnot installed, display the Helvetica font.
That’ s perfect, because nearly all PCs have the Aria font and nearly all MACs have the
Helveticafont.
<FONT FACE="Tahoma, Verdana, Arial, Helvetica’>
Thistellsthe browser that if the Tahomafont is not installed, display Verdana; if the

Verdanafont is not installed, display Aria; and if Arial isnot installed, display Helvetica.
WEe' ve pretty much covered our bases here.

<FONT FACE="Times, Times New Roman” >
Thistells the browser that if the Times font is not installed, display Times New Roman.

When assigning fonts, always place the favored font first. The browser will
sear ch each, from left to right.

Using Font Tags

If you supply no font tags, then the browser’'s default font will be displayed (usually
Times or Times New Roman).

Font tags must be closed with </FONT>, and reside around the text they are assigned to.
Example:

<FONT FACE="Arial, Helvetica’ >Thisisthe text inside thetag.</[FONT>

The tags are used for the HTML files you may create. In the Miva Merchant admin area,
you will just enter the names of the fonts, separated by commas.
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Font Sizes
The font size also plays alarge role. The larger the font, the easier it may be to read, but
you need to also consider the layout of the pages.

By default, Miva Merchant assigns asize of —2 to the Category Tree fonts.

-2 is about this small

Can you read that with little to no effort? If so, then your eye doctor probably despises
you because you won’t be spending lots of money on glasses this year.

A generic font size for fonts like Arial, Helveticaand Verdanais —1.
-1 is about this size
That's alittle better, and usually adequate for lists of information and short paragraphs.

While many sites implement the —1 size, they have decided to use a +1 size for the
Category Tree.

+1 is about this size
Thisisalarger size, and just about anyone should be able to read it with no problems.
The font size tag looks like this:
<FONT SIZE="-1">
Or, you can combine it with the font face tag:
<FONT FACE="Times, Times New Roman” SIZE="+1">Thisisthetext insidethe

Font tag.</[FONT>

Keep in mind, however, that with the Category Tree, the larger the font size, the more
room the tree takes on the page.

Basicaly, if you only have a handful of categories, you can use +1 as a size. Otherwise,
you should use -1 for long listings.

For additional information on font sizes and how they affect your HTML pages, you
should visit the WDVL, an HTML standards and tutorial site, at http://www.wdvl.com|
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The Very, Very Basics of HTML

If you're planning to really design your own pages, then look no further. Run to the
bookstore and pickup an HTML manual. You’ll need to learn the language.

Here we provide just a handful of tags you can use when creating your headers and
footers for your Miva Merchant Store. These are standard tags and require no special

coding.

WEe' ve aready learned the FONT tags in the previous section. That was the hard part.

All tags explained here use an open and end tag. This means once you use the opening
tag, you need to include another tag (the same with a/) to close the tag.

The following table outlines the basic tags you can use in your headers, footers and store

welcome message.

ACTION OPEN TAG CLOSE TAG EXAMPLE

BOLD <B>
ITALIC <I>
UNDERLINE <U>

CENTER <CENTER>

PARAGRAPH <P>

LINE BREAK <BR>

EXTRA &nbsp;
SPACE

</B>

</|>

</U>

</CENTER>

</P>

NONE

NONE

<B>Bold The Text</B>

<|>ltalicize The Text</I>
<U>Underline The Text</U>
<CENTER>Centers Text</CENTER>
<P>This is paragraph one.</P>
<P>This is paragraph two.</P>

This is the text on line one.<BR>
This text is on very next line (no
paragraph).

This is a command to put extra
spaces between words. By default,
HTML reads ONE space between

words, even if you hit the space key
several times.
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Referencing Other Files
Chances are you will have other HTML files that explain store procedures. These files

might include ship cost information, pricing, privacy issues and contact information.
These files will most usualy end in either .htm or .html and referencing them will open
them for the visitor to see.

The HREF tag is used to reference these files.

<A HREF="shipping.html” >Read Shipping Info</A>

Thistag will look in the Merchant2 directory for afile called shipping.html

Notice that the <A HREF= calls the file name, and then closes with >. After the text you
want linked is typed, the closing tag is </A>.

If thefileislocated somewhere else, you'll need to put the location in the tag.

<A HREF=http://www.our domain.com/about.htmlpAbout Our Company</A>

Thiswill provide alink labeled About Our Company, and will take the visitor to the
about.html on our domain.
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Inserting Images

If you want to insert graphics or product images, you'll need to use IMG tag. You will
also need to know the location of thefile.

<IMG SRC="image,pg” >
Thistellsthefileto look in the current directory (such as Merchant2) for thefile

image.jpg.

Chances are, however, your images will be located el sewhere, such as on your domain (in
no folder), in afolder on your domain, or in the graphics/00000001 directory (for product
images).

<IMG SRC=http://www.our company.com/mass.gifp

Calls the masthead file from our site.

<IMG SRC=http://www.our company.com/suppor t/supphead.qifp

Calls the support graphic from the support directory on our site.

<IMG SRC="support/supphead.gif’ >
Calls the support graphic from the support directory on our site, but only if thistagisina

file located on the root of our domain. Thiswill not work for the headers, footers and
storefront wel come message, or any other files in the Merchant2 directory.

<IMG SRC="graphics/00000001/image0l.j pg” >

Calls a specified image from the graphics directory. Notice that we didn’t include the
Merchant2 directory — because we are already in that directory.
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Hyperlinking Images
You can make images link to other files or product pages using both the IMG and the
HREF tags.

<A HREF=http://www.our company.com/about.htmlp<IM G
SRC=http://www.our company.com/mass.qgifp</a>

If you enter thisinto an HTML file and open it in abrowser, you will see the
DesignExtend logo, and it will be linked to our about.html page.

Using the HREF and IMG tags together is the same as using them alone. The IMG tag is

inside the HREF tags, just as text could aso be there.

Referencing Your Store
Y ou can link to your own store by using the HREF tag:

<A HREF=http://www.your site.com/M er chant/mer chant.mvpEnter the Store</A>

Or, you can enter any other path to your store. For example, if we want to reference you
to the Garth Brooks — Star Profile CD in our demo store, we can either get the link in the

admin area by clicking on the @) button, or we can navigate to the product in the store,
and copy and paste the link.

The proper link would be:

<A

HREF=http://www.our company.com/M er chant/mer chant.mv?Scr een=PROD& Stor
Code=manual2x& Product Code=GARTHO01& Category Code=CYpGarth
Brooks— Star Profile</A>

Don't worry if the tag runs over lines or looks like it’ s broken apart. It will be fine.
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Appendix C
Payment Gateways

In order to accept credit cards at your online store, you need to have a merchant account.
You may also choose to have charges approved rea-time (as orders are placed), instead
of manually processing credit card charges yourself. For this you need a payment
gateway.

If you are planning to process all charges yourself, offline, you do not need a payment
gateway. Payment gateways are services aside from a merchant account.

Miva Merchant comes with various modules to work with several payment gateways.
You are not required to use any of these payment gateway companies. Other companies
are available. However, at this time, these are the only ones supported by Miva Merchant

Modules which are packaged with the store license.

The setup for each is different.

.

Autharize Met Payment Services v3.0

E-Commerce Exchange/QuickCommerce 3.0 Payment Gateway
Check Payment

cob

Moneris e-SELECT Payment Service

GlobalCommerce Payment Gateway

Cybersource [C5v2 Payment Services

CardzenicellinkPoint Payment Gateway

Credit Card Payment With Simple Yalidation

Faradata Payment Senice

Sensign Payflow Link

[ N R N N N N (N (Y

Yernsign Payflow Pro (Faymenthet)
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Authorize.Net

After setting up your merchant account and creating your store, you can configure your
store for payment processing.

STEPBY STEP

1. Intheadmin area, click the > next to Stores.

2. Click the» next to your store's name.

3. Click the Payment Configuration link.

4. Check the Authorize.Net Payment Services box.

5. Click the Update button. This will reload this screen and put an Authorize.Net
Payment Serviceslink above thelist.

6. Click the Authorize.Net Payment Services link.

7. Enter the information as necessary:

Login ID: |testing

Password: |"°’“""“’“‘°"

Authorize.Net URL: |https:ffsecure.authurize.net-’gatewayftransactdll
Charge Method: & Online (Automatic Capture)

" Offline {Authaorize Only, Capture Later)
™ Stare Entire CC Number

MV Test Mode

Available Payment Methods: ™ Elacironic Debit @ American Express

¥ Discover W MasterCard
V¥ ‘isa

Login ID —the login supplied to you
Passwor d — the password supplied to you

Authorize.Net URL — the secure URL provided to you for processing
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Charge Method — you can opt to authorize and capture the card or
authorize only

Y ou can also choose to Store the Entire Credit Card Number

Test Mode is for testing orders only — you will be supplied with a
test card number

Available Payment Methods — the payment methods your business is
authorized to accept

8. Click the Update button.
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E-Commerce Exchange/QuickCommerce 3.0

After setting up your merchant account and creating your store, you can configure your
store for payment processing.

STEPBY STEP

1. Intheadmin area, click the > next to Stores.

2. Click the» next to your store’s name.

3. Click the Payment Configuration link.

4. Check the E-Commer ce Exchange/QuickCommer ce 3.0 box.

5. Click the Update button. This will reload this screen and put an he E-Commerce
Exchange/QuickCommerce 3.0 box link above the list.

6. Click the E-Commer ce Exchange/Quick Commer ce 3.0 link.

7. Enter the information as necessary:

Login ID: |testin|;|

Password: |"""""‘""""‘

Quick Commerce URL: |http5:,!,f'se:ure.|::|ui:k:ummerce.netﬁgatewaw‘trana
Charge Method: & Online (Autamatic Capture)

" Offline (Authorize Only, Capture Later)
™ Stare Entire CC Mumber

V Test Mode

Available Payment Methods: ™= plocironic Debit ' American Express

V' Discover V MasterCard
V ‘isa

8. Click the Update button.
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Cardservice International

After setting up your merchant account and creating your store, you can configure your
store for payment processing.

STEPBY STEP

1. Intheadmin area, click the > next to Stores.

2. Click the» next to your store’s name.

3. Click the Payment Configuration link.

4. Check the Cardservice/L inkPoint Payment Gateway box.

5. Click the Update button. This will reload this screen and put an
Cardservice/LinkPoint Payment Gateway link above the list.
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6. Click the Cardservice/LinkPoint Payment Gateway link.

Payment Configuration &)

odules Cardservice/LinkPoint Payment Gateway

Configuration File: I

SeEnser I'.:l_'-\_'urL- Ikl fsl P oiri: I'I 13%
Key File: |
Type of Transaction: * Pre-AughPosi-Aulh

" Sale

W Siane Endire Cradi Card &

F Tast Mods

Hursilsble Paymend Methods: & american Express P Diner's Club

¥ Dnscones ¥ MasienCand
F wisa

7. Enter the information as necessary:
Configuration File—the reference supplied to you
Server —the secure URL — secure.linkpt.net
Port — the secure port (number) supplied to you
Key File—thedigita certificate supplied to you

Type of Transaction — you can opt to pre-authorize and post-authorize
cards, or submit al transactions as actual sales

You can aso choose to Store the Entire Credit Card
Number

Test Mode is for testing orders only — you will be supplied
with atest card number

Available Payment Methods — the payment methods your business is
authorized to accept

8. Click the Update button.
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Configuring The Server

After obtaining your Merchant ID and digital certificate from Cardservice International,
you'll need to configure your server.

To do this, FTP to your server and find the mivadata or htsdata directory. If you cannot
find, or cannot access this directory, you need to contact your hosting provider, as some
setup the files a bit differently.

Inside this main data directory, create a new directory (folder; subdirectory) called
LinkPoint. Then upload the parsed digital certificate file in thisfolder.
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Moneris e-SELECT
I

After setting up your merchant account and creating your store, you can configure your
store for payment processing.

STEPBY STEP

1. Intheadmin area, click the > next to Stores.

2. Click the» next to your store’s name.

3. Click the Payment Configuration link.

4. Check the Monerise-SELECT Payment Service box.

5. Click the Update button. This will reload this screen and put a Moneris Payment
Services link above the list.Click the Moneris Payment Serviceslink.

Account Token: |195325FC(323I]1B4EE4C.&

Funds Capture Method: f_ ;tltlhgfatlieapture

Payment Methods: W American Exprass W JCB
W Diners Club WV Discaver
W MasterCard W “isa

Moneris e SELECT Payment Service Configuration Instructions

6. Enter theinformation as necessary:
Account Token —the ID supplied to you
Funds Capture Method —full sale or delayed capture

Payment M ethods — the payment methods your business is authorized to
accept

7. Click the Update button.
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CyberSource

After setting up your merchant account and creating your store, you can configure your
store for payment processing.

STEPBY STEP

1. Intheadmin area, click the > next to Stores.

2. Click the» next to your store’s name.

3. Click the Payment Configuration link.

4. Check the Cyber Source | CSv2 Payment Ser vices box.

5. Click the Update button. This will reload this screen and put a CyberSource
ICSv2 Payment Services link abovethe list.

6. Click the Cyber Sourcelink.

5

Payment Configuration 4

hWlodules CyberSource IC5v2 Payment Services

Merchant ID: lcs2Test

URL to IC5v2 Gateway: |http:,",-"i|:52test.i|:3.l::l:|m

Currency for Transactions: IL_JSD

™ Store Entire Credit Card #

Available Payment Methods: & aarican Express M Diner's Club
V¥ Discover M MasterCard
M “iza

8. Enter the information as necessary:
Merchant I D —the ID supplied to you

URL to1CSv2 Gateway —the URL supplied to you
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Currency for Transactions — USD is US Dollars, contact CyberSource
for other currency abbreviations

Y ou can a'so opt to Store the Entire Credit Card number.

Available Payment Methods — the payment methods your business is
authorized to accept

9. Click the Update button.
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Verisign Payflow Pro

Verisign Payflow Pro offers a cost effective way to use an existing merchant account
with MivaMerchant. It will work with nearly any Internet-enabled merchant account.

After setting up your merchant account (if you don't already have one) and creating your
store, you can configure your store for payment processing.

** We rate this system as one of the best for security encryption. You can get more
information at jhttp://www.designextend.com|**

STEPBY STEP

1. Inthe admin area, click the > next to Stores.
2. Click the» next to your store’s name.

3. Click the Payment Configuration link.

4. Check the Verisign Payflow Pro box.

5. Click the Update button. This will reload this screen and put Verisign Payflow
Pro link above thelist.
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6. Click the Verisign Payflow Pro link.

7. Enter the information as necessary:

Usar ID: |
Password: |
Hos: [p=:st signin.com Port: [443
Proxy Address | Post- [443
Proxy Lagan |

Proay Passwond |

[T Stone Entire Credi Card @

Awailable Payment Mathods: & 5o rican Exprass M Diner's Club

F Dz F JICH
F Maztentan M wisa

User 1D —the ID supplied to you
Passwor d — your password for the service

Host — the host address for authorizing charges; this has been changed to
connect.signio.com (and test at test.signio.com)

Port — this should be set to 443
Proxy Address— optional, for use with a proxy server
Proxy Password - optional, for use with a proxy server
Proxy Logon - optional, for use with a proxy server

Y ou can opt to Store the Entire Credit Card number.

Available Payment Methods — the payment methods your business is
authorized to accept

8. Click the Update button.

252 A Beginner's Guide to Miva Merchant 4.x



Verisign Payflow Link

Verisign Payflow Link offers a cost effective way to use an existing merchant account
with MivaMerchant. It will work with nearly any Internet-enabled merchant account.

Payflow Link takes shoppers out of the Miva Merchant system to a secure payment area
a VeriSign's site.

After setting up your merchant account (if you don't already have one) and creating your
store, you can configure your store for payment processing.

STEPBY STEP

1.

2.

In the admin area, click the >  next to Stores.
Click the » next to your store’s name.
Click the Payment Configuration link.
Check the Verisign Payflow Link box.

Click the Update button. This will reload this screen and put Verisign Payflow
Link abovethelist.

Click the Verisign Payflow Link link.

User ID: I

Password: |

URL: Ihttp5:,-",-"payﬂn:nwlinI{.signiu:u.u::n:lrn,-"paylinks.dll
Type of Transaction: " Authaorize Capture

& Autharize Only (Capture later)

Available Payment Methods: G 4 erican Express W Diner's Club

W Discover ¥ JCBE
¥ MasterCard [T TeleCheck
V¥ “isa
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7. Enter your username and password.
8. Check off the various credit cards you will be accepting.

9. Select to either Authorize Capture (capture the sale right away) or to Capture the
sale later.

10. Click the Update button.
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Global Commerce

After setting up your merchant account (if you don't already have one) and creating your
store, you can configure your store for payment processing.

STEPBY STEP

1. Intheadmin area, click the > next to Stores.

2. Click the» next to your store’s name.

3. Click the Payment Configuration link.

4. Check the Global Commer ce box.

5. Click the Update button. This will reload this screen and put Global Commerce
link above the list.

6. Click the Global Commer ce link.

Account ID: [TESTO

Account Sub-1D: |

URL to GlobalCommerce: |trans.atsbank.n:n:um,f’n:gi-bin;’ats.n:gi

[T Store Entire Credit Card #
Charge Method: & Auth & Capture when order is placed.

" Autharize when order is placed, Captura later. (Book and Ship)

Available Payment Methods: & aporican Express W Carte Blanche

¥ Diner's Club ¥ Discover
I¥ Electronic Check W MasterCard
¥ wSA

Enter you're your account ID, Sub-1D, and the URL provided to you.
Check off the various credit cards you will be accepting.

Select to either Authorize Capture (capture the sale right away) or to Capture the
salelater. Y ou can aso opt to store the entire credit card number.

10. Click the Update button.
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Paradata Payment Service

After setting up your merchant account (if you don't already have one) and creating your
store, you can configure your store for payment processing.

STEPBY STEP

1. Intheadmin area, click the > next to Stores.
2. Click the» next to your store’s name.

3. Click the Payment Configuration link.

4. Check the Paradata box.

5. Click the Update button. This will reload this screen and put Global Commerce
link above thelist.

6. Click the Paradata link.

Account Token: |195325FCCESD1 B4964CA

Funds Capture Method: ol Sele
 Auth / Capture

Payment Methods: W American Express W JCB
W Diners Club W Discover
M MasterCard M Visa

7. Enter the information as necessary:
Account Token —the ID supplied to you
Funds Capture Method —full sale or delayed capture
Payment M ethods — the payment methods your business is authorized to accept

8. Click the Update button.
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The KoolCat Look and Feel

Most new stores don’t use the Kool Cat Look and Feel, but Miva Corporation continues to
support itsinitial design and functions for the sake of those who upgrade to 2.2x.

Many new users try this Look and Feel to see if it will suit their needs. Most, however,
end up using the Miva Merchant Look and Feel.

If you plan to implement this Look and Feel, you'll need to take note of some different
features (and lack thereof) from the Miva Merchant Look and Feel.

NOTE: If you change the Look and Feel for your store, you will lose settings!
Make a backup of all your files (on the server) in case you want to change back.

The Look and Feel In a Nutshell

The KoolCat Look and Fedl is very basic, and requires customers to select to either
Browse or Search the catalog.

Internet Explorer

Help
A S IE- o BNES o
ezh Home Search Fawvortes  Hiztony b il Frirt E dit

fndbderchant?_1/merchant my?Screen=5FNT 5 tare_Code=kcat

Welcome to the KoolCat Sample Store

Pleasze malce a selection:

Browse | Search |

Thisisthefirst page of the Miva Merchant store when using the Kool Cat Look and Fesl.
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Categories & Products

The KoolCat Look and Feel uses categories as with the Miva Merchant Look and Fedl.
However, attributes are not allowed for any of the products — only images.

Also, the standard layout features are not the same, as shown here.

Kool Cat Sample Store

Country Iusic

"
EER?H’EH.D ES

R

(7arth Brooles - Star Profile

A —

Eeba Meentire - 5o Good Tooether

Price: $11.99 Buy 1 Now

Price: $13.99 Buy 1 Now

Back

Main Menu

Instead of a listing of products,
KoolCat lists the items in atable, and
includes the product thumbnail, price
and a Buy 1 Now link. The customer
has to click on the thumbnail or
product name in order to access the
product information and quantity
button.

258

Garth Brooks - Siar Profile

TN

RIATT IR0EE
8

[ |
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KoolCat Administration

The administration area for the KoolCat Look and Feel is similar to that for the Miva
Merchant Look and Feel. Basically, you can include the same features, such as customer
accounts and price groups.

However, the way Kool Cat handles Header s and Footersis different.

Edit Store: Kool Cat Sample Store =) @
License lderdificadion Cremgr Seltings Layoul

Stale Based Sales Tax Messages  Colors Headers & Footers Cusiomer Accounis

Catalog Main Page Header | EEE
Catalog Main Page Fooler | SEET
Customer Login Header | L
Customer Login Footar: | | 0 ﬂ
Edit Customer Heades | EEE
Edit Customer Footar | 0o =]
Create Customer Header | (Do =]
Create Cusiomer Fooler | | 0 ﬂ
Baskel Contents Header | (Do =]
Baskst Contents Foolar: | [D0 =
o I -

Instead of entering the Header and Footer information in the administration area, you
need to create files Miva Merchant will call. These are HTML files that will include your
header/footer information.

For example, if you want to place a header on the Catalog Main Page, you need to create
an HTML file (you can name it catmain.html). Then you need to place thisHTML filein
adirectory on your server.

In the Header line (shown above), you'll type the full URL to the file (i.e
http://www.yoursite.com/M erchant2/catmain.html| ), then select GET as the command.

This will take the catmain.html file and place al the information in the header for the
Category Main Page.

The DO command allows you to reference a directory from the root of the server; the
POST allows you to run advanced operations. Chances are you won't use either of these
at thistime, and the operations go beyond the scope of this tutorial.
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4.x Wizards

This section provides instructions for invoking Miva Merchant 4.x Wizards to carry out
simple tasks.

If you will be the administrator of the store, it is suggested you also learn to implement
changes and setup products, categories and other features other ways aswell. The
Wizards are designed to assist in the creation of abasic store without any real
customization. Nonetheless, they can be useful in further understanding all the things
Miva Merchant can do.
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Simple Administration Mode... %

Miva Merchant 4.x includes two administration modes. Throughout this book, we did
everything in the Advanced mode. We did it the long way so we could understand HOW
Miva Merchant works rather than just how to perform the mere basic tasks.

By default, Miva Merchant starts in the Simple Administration mode. We've included
this near the end for two reasons:

1. Those building their own store really need to understand how Miva Merchant
works, rather than just how to perform a quick task.

2. Others working on the store who may only need to use this mode can simply turn

to one section in this book.

At the bottom of your admin menu, there is a link to Switch to Simple
Administration Mode. Go ahead and click it now.

Bl
rmerchant-@E0. Whaa Warchom w112 Eingk Adririsiraian Seich 1o Sckencad Sdmntieion Lagau

w1 Wil e Thira waie 0 faled Dgin atiempls since pour kst login
1. Cieale Siof Wiz

Walcome o Simple Admanistrationd This niedsce leads you through & senes of {asks 1o
el your slore up snd rurnning quickly, snd alowing pou 1o become miiaret b M
Warchani. The taske an the lefl ndcyie pour cument 1ask with a0 smow, and completed
{ask with & cheackmark & gray Ink indcatas 3 {ask that 1= not resdshls onid an
wsmariated bk b bean completed &1 each ek, 2wz leads sand provides you with
s hasic daezrpiian of the ez el feslures nesdad for your etars b opersle propedy,

i bed i i e T o DN il i bt i

I, Eintshd! Domain Besscatinns bk For Mesw b stione: Howsw
T W Cuend Modficabneg Frasest

The Simple Admin menu
takes you through the
basic tasks.

The Simple Administration Mode utilizes Wizards to move you through the initial
tasks of building your store.

NOTE: If you already created your store through the Advanced Administration, you
will not be able to use the Simple Administration to Configure the Store. However, all
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the Wizards listed (Add Categories, Add Products, etc.) are also available in the
Advanced Administration mode. For this reason, we move back to the Advanced
Administration mode.

Click the Switch to Advanced Administration link at the top
left of the screen.
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Setting Store Properties

After creating the store, you will be returned to the administration area, where you will
now find additional optionsin the right-hand screen.

If you leave this area and want to return, click the Main link in the admin menu.

Pl
Miva Marchans vi 00 merchant4A

Theéire wwes [l Bl lagin il esple anca your ladl lsgn

Hiva Herchasd Dwuick Star
Domain Name: mymerchant.com

Diamain HaSEealinne

N Cursrd Nodfcaliang Foagend

The me=t common {asks mey b sceompbehed unng Wizands. To evoke s Wizend, click b con shove e desired Wizand

Miva Merchant 4.x reveals a quick Statistics listing, telling
you how many customers visited your store, how many
pages they hit, how many orders they placed, how many
products sold, and a total revenue count.

create Siore Wi mrd
Store Nama: mymerchant.com
Siore Motilicatieas Heset Statetice
- | At Last Rasa on: C04202001
! T I! 1 &} I" III:I
_ i %7

By scrolling down this main screen, you can view and use the Miva Merchant 4.x
Wizards...
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Shippee Conlguralion $Wizeng Facrnen Condgiesdipn Whiand

'

Fulfliment Confioualion Wiz
Frallilrmard Coriigu sl Wirard

Each of these Wizards will assist you in setting the properties for your store. We'll be
working through each one.

Look & Feel Configuration Wizard
This Wizard provides some basic template designs for your store.

STEPBY STEP

1. In the Main window, click the Look & Feel Configuration Wizard image or
link. A new window will open.

2. Click the Next button. i

3. Select any of the four template
designs shown, or opt to keep the | = — N
current settings (how your store looks
right now).

4. Click the Next button.
5. If you want to create the store's

welcome message, click the Build
Introductory  Message  button.
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Otherwise, click Next.

6. Click Finish.

Y ou should now view your store to see the changes. The color scheme and navigation
buttons will follow the template. No other changes will be apparent here.

You are not limited to just these “looks’ for your store. There are many third-party
modules available that will enhancethe Look & Feel of your store.
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Shipping Configuration Wizard

This wizard will assist you in setting up the proper shipping methods and a means to
configure the cost of shipping. Y ou can have more than one shipping method assigned to
your store.

NOTE: The Deutsche shipping methods are for German users and we will not cover
them in thistutorial.

To select any of the configurations, click the Shipping Module pull-down menu, and
select from the list. There are six options included with the Miva Merchant 4.x
package. They are covered in list appearance order on the following pages.

To use the Shpping [y prerrr o —e— -]
Configuration Wizard,

you need to click its link @

in the Main admin, then
select the method you

|
E

el £ arvme b 1hin Wima bl gy bl Slappeaj Corkbpaslee ‘Wiisd This saierd sless you i adi depaey
WOU|d ||ket0 use PR Ean hal will e ol 10 g 0ar QU B EeEY
Mlva Veschawt calulsles Wparg oo deeg 8§ Seyweng Bodee S shismey mad e samson

nnrcenn afwmd by o thesiaarip compary. snd sre shppen modulen cekuls s Bcppng casa bneed

¥ 4 ke pod apat b

Dilwws S Bl Wl e[ Thiad

mniiie in e 5 pErRcda rploe i s

e Shapyeng Mlaryeds Theds ine

Nl CLEIITENE

T S T ]

Bt ookl @i § e

In Fe oplwes sl deme

premag wrh Madula: recboats o shipre g messls, s e preesd weib

vl i reaiesd

T et plisisl# SEBET 6 WRp g Taakids Vo bs 81 ard piak T B ban o

S oyl bl i B wibnls | 5wt Cvie

=i Wes e I w Samsd oy

|u\,. 3 Fupi Tokis Bedged Ghggarg

Pnseds Qe Daied Brapms

|Wiacils blraram oo Vs agnd Shippng
s [oscie: Fiol fiok Shpong
[ - okl B - e Sy
L LT Poderinad Cenammphie Proor D etk B
L o Wik [arscie Poe SandwdCerend-Baaes

otbred D che Puadd Frovd-imaoml

L]
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vt [l Packocfuie
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Weight Table Based Shipping

STEPBY STEP

1. Intheadmin area, click the Shipping Configuration Wizard.
2. From the pull-down menu, select Weight Table Based Shipping.

3. Enter a name for this shipping method which will appear in the ship menu to the
customer.

4. Click the Next button.

5. Enter a Handling charge

(if applicable). Thisisthe ; =
base amount you charge | %/ |

for shipping aside from
the actual  shipping
charges.

i i u Hendling chwgs eu 1L b s unG L reEEee DY
i ipicEed nihe labl T

6. Click the Next button. Handing:

Fressaen i

7. Enter the first Ceiling for L —-
the weight.

8. Click the Next button.

9. Enter the Rate for shipping up to the weight you first entered (in this example, we
entered 1.00 on the ceiling and 2.50 for the rate, signifying all packagesupto 1 Ib
are charged $2.50 shipping).

10. Click the Add Additional Row(s) button to add the next configuration.

11. Continue steps 7 - 10 until you have added all configurations.
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Here's how we finish our ”
configuration (right). We '
have a handling charge of
$3.00 for  standard
shipping. Up to 1 Ib is
$2.50 shipping, and up to
2Ib(1.1lbto201Ib)itis

$4.30 and so on. We keep
adding ceilings until we
reach a maximum weight.

£ 1k L bad a cwillg Tas caelllag o

$3.20, and up to 3 lb it is

e BT plumaing 0

s EsTEr i be e cailing

(b TLEE

g lmj il v
a |

1o lnres nln

o |
Tl i, 1
Iika prevcdm rmes

Wl gaallin b 1 Fre Foi
i tu Dl i 1hal e

12. When done, click the Next button.

13. Confirm the information, then click the Finish button.

A Beginner's Guide to Miva Merchant 4.x

269



Quantity Based Shipping

This method allows you to charge the customer shipping based on the number of items
they order. This is ideal for stores where everything carries a similar weight, or if you
want to charge just a standard ship cost for each item.

STEPBY STEP

1. Intheadmin area, click the Shipping Configuration Wizard.
2. From the pull-down menu, select Quantity Based Shipping.

3. Enter a name for this shipping method which will appear in the ship menu to the
customer.

4. Click the Next button.
5. Select whether you want to charge by Standard or Progressive means.

Standard:
Each item will be charged the same amount of shipping

Progressive:

Ranges of items will be charged differently, but still per item. For example,
you can set arange that if 1-3 items ordered is $1.00 shipping per item. If 4-7
items are ordered, then the charge is $1.00 each for the first three, and $.75
each for the next four, and so on...

14. Click the Next button.

15. Enter .the Floor of the range _of items. The [ shiping method Quantity Based curently has no
Floor is the lowest amount of items that can | ranaes

be ordered for the Shl ppl ng to CaICUIate thiS The fhoor for @ range is e losest numbear of praducts
way. that wall fall irko 1the range

For Standard, this will be “1.” For | Floer fi
Progressive, it will be “1” for the first

range, but subsequent ranges may | s Nest
change. Read through this section for
additional tips.

16. Click the Next button.

17. Enter the Celling of the range of items. This is the highest number of items that
can be ordered for this range of calculation.
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For Standard, a + can be used to signify that all items are charged on a per item
basis. For Progressive, it will be the number of items which will carry this “charge
per item” cost.

18. Click the Next button.

19. Enter the Rate for each item. If you charge $1 shipping per item, then enter 1.00
here. Do not include any $.

20. Click the Next button.

21. Confirm the shipping method.
If you need to make changes,
click Previous. Otherwise,
click Finish.

Shipping Module: Quantity Based Shipping
Shipping Method: Quantity Based

Made: Standard

Rangef(s): 1+ 1.00ftem

Frevious | Finish |
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Figuring Quantity Based Ship Costs

Quantity Based shipping can be confusing, because you first have to figure out how much
per item you will charge. The following example should help you better understand the
Progressive function.

Let's say you sdll crafted keychains for $6 each. You want to charge a minimum ship
cost of $2 for one keychain, and $.75 for each additiona one, up to 9 keychains.
Furthermore, if a customer buys 10 keychains or more, you only want to charge $.25 per
keychain above 10.

Y ou will need three ranges and two shipping methods for this to work:

First Method: Second M ethod:
Item Range 1-1is $2.00 Item Range 10+ is $.25
Item Range 2-9is $.75

This will mean if the customer buys just one, the ship cost is $2.00; if he buys two, the
cost is $2.75; if he buys three the cost is $3.50; and so on. If the customer purchases 10
key chains the charge will be $2 for the first, plus $6.00 for the next 8, and $.25 for the
10" (total of $8.25).

Once you add the first shipping

method, and name the first range Muethod r1|||. Floor Criling Amountnit
(1-1; 2.00), you need to click on | |“#f&hain= _
Add Additional Range(s) to add ! oo e
the %Cond range (2_9’ 75) for Il rate 1= mulbgplied by the number ol dema 1thal all o the
this method. range 1o calculaie the shipping cosis

Then you will create a new ship | =

method, choosing  Quantity
Based: Progressive, and will : :
name just one range (10+; .25). Pravious | Add Addsional Fange(s) | Mest |
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Minimum or Weight Shipping
This method allows you to charge by weight, but name a minimum ship cost amount. For
example, if you ship only by US Priority Mail, then you want to charge per pound, with a
minimum charge of $3.20 no matter what the weight.

STEPBY STEP

1.

2.

In the admin area, click the Shipping Configuration Wizard.

In the pull-down menu, select Minimum or Weight Shipping.

Enter a name for this shipping method which will appear in the ship menu to the

customer.

Click the Next button.

Enter the amount per unit (by default this was set as pounds when you setup the
store; you can use ounces if you prefer).

Click the Next button.

Enter the minimum ship cost
(such as $3.20, even if the item
only weighs one pound).

Click the Next button.

Confirm your settings and click
Finish.
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fiou Fawe row entered all the infermation which is requined to
configore your shippng method(s). Flease reirs the nformation
baloer, then chck the Fimish button o save your seltngs

Shipping Modulle:  Pinimum or Waight Shipping
Shipping KMathsil: i ¥Weaghi
AmaimlWeight Uni 1.00

Hinimam Charge: 320

Predous | Finizh |
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Flat Rate Shipping
This ship method will apply a flat ship cost to any order. For example, if you charge just
$5 for any order amount, then this method would be used. If this is only for US
customers, then you would name this method for US Customers, and another method for
overseas.

STEPBY STEP

1.

2.

274

In the admin area, click the Shipping Configuration Wizard.

In the pull-down menu, select Flat Rate Shipping.

Enter a name for this shipping method which will appear in the ship menu to the

customer.
Click the Next button.

Enter the flat rate ship cost — do
not use $.

Click the Next button.

Confirm your settings, then click
Finish.

Fou have now anterad &l e information which is required 1o
sondigure your shippesg mathod[s) Plaass renew The
rdarmalion Bekoy, then chick (ke Fingsh bullon 1o save piur
=etlings

Shipping Madiibe: Flal Rale Shigpeg

Shipping Method: U5 Customers Only
Brmount: 4.00

Fresdous Finizh
_Provious |

A Beginner's Guide to Miva Merchant 4.x



Base + Weight Shipping

This method allows you to charge by weight, plus any base shipping cost you may want
to charge. For example, if you charge a $3.00 handling fee, plus the weight ship cost, you

would use this method.

STEPBY STEP

1. Intheadmin area, click the Shipping Configuration Wizard.

2. Inthe pull-down menu, select Base + Weight Shipping.

3. Enter a name for this shipping method which will appear in the ship menu to the

customer.

4. Click the Next button.

5. Enter the Base cost (handling fee). Do not include $.

6. Click the Next button.

7. Enter the Amount/Unit charge (usually the amount per pound). Do not use $.

8. Click the Next button.

9. Confirm your settings,
then click Finish.
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Price Table Based Shipping

This shipping method cal cul ates charges based on a table of prices and their rates.

STEPBY STEP

1. Intheadmin area, click the Shipping Configuration Wizard.

2. Inthe pull-down menu, select Base + Weight Shipping.

3. Enter a name for this shipping method which will appear in the ship menu to the

customer.

4. Click the Next button.

5. If you will be imposing a handling fee, enter the amount in the box, then click

Next.

6. Enter a Ceiling amount. This is the celling of the subtotal of the order. For
example, if shipping is $3 for orders from $.01 to $10.00, enter 10.00 here. Do

not usethe $.

7. Enter theratefor the ceiling you just entered. In our case, the rateis 3.00.

8. Click the Add Additiona Rows button.

9. Repeat steps 6 — 9 until
you have completed al
calculations. To tell Miva
Merchant to charge a
specific amount for all
orders over a specified
amount, use the + in the
ceiling box.

10. When finished, click the
Next button and confirm
your calculations. You
can use the Previous
button to make changes.

11. Click Finish.
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Payment Configuration Wizard

There are several ways you can collect payment with Miva Merchant. This includes
accepting credit cards with both processors and your own merchant account, as well as
taking checks viamail.

Restart | Close

Welcame to the Miva Merchant Payment Caonfiguration VWizard, This wizard will assist you in
configuring your store to accept payment from your customers.

Miva Merchant accepts payment information frarn your customers using a Payment Modwlz. Some
payment modules support services offered by a third-party payment processing company, and some
payment modules are standalone, without the need for an account with a third-party company.

Ta begin, please select a payment module from the list, and click the Next buttan.

Payment Module: |<Select One> j

<Sel e
Autharize Met Payment Services 3.0
E-Cammerce Exchange/QuickCommerce 3.0 Fayment Gateway MNext
Check Payment

Cop

koneris e-SELECT Fayment Service

GlobalCormmerce Payment Gateway

CyvherSource ICEvE Fayment Services

Cardservice/LinkFaint Fayment Gateway —
Credit Card Payment ¥With Simple Yalidation

Faradata Payment Service -

The Wizard helps you setup the various options, which include popular third-party
processors.

Credit Card Payment With Simple Validation

This option is for those who have their own merchant account and process orders
themselves either via telephone, register, card machine, or software. You'll also select
this method if your processor isnot listed here (if it islisted, then go to the next page).

Simple Validation means only the card numbers and expiration date will be checked for
accuracy. It does not mean the credit card is approved for the purchase.
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STEPBY STEP

1. Inthe main admin screen, click the Payment Configuration Wizard.

2. In the Payment Module pull-down menu, select Credit Card Payment With
Simple Validation.

3. Click the Next button.
4. De-sdlect (uncheck) any credit cards you do not accept.
5. Click the Next button.

6. Confirm your settings and click Finish.

Check Payment

This option allows customer to choose to pay by check viamail. Y ou would hold the item
for payment to arrive.

STEPBY STEP

1. Inthe main admin screen, click the Payment Configuration Wizard.
2. Inthe Payment Module pull-down menu, select Check Payment.

3. Click the Next button.

4. Click the Next button again.

5. Click the Finish button.

Other Payment Processors

This method includes all of the processors which Miva Merchant currently supports. To
activate any of these, you click the Payment Configuration Wizard, then select the proper
processor. You will be walked through a series of screens, where you will enter specific
information about your merchant account, such as merchant number, or a login and
password. All of this information should be provided to you by the processor. For more
assistance, see Appendix C.
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Add Category Wizard

Thiswizard helps you create categories you will use for product navigation.

NOTE: Creating categories with the Wizard means you are allowing Miva Merchant to
create the Code for the category. The codeisan “ID” for the category, and is needed if
you plan to upload your products via text import. Be sureto read the initial tutorial to
see how to edit the category (if need be) or to add categories manually. If you are new to
Miva Merchant, and plan to enter all of your information for products and categories
using the Wizards, then don’t worry about this at thistime.

STEPBY STEP

1. Inthe main admin screen, click the Add Category Wizard.

2. Enter the Category Name you want customers to see.

Click the Next button.

If this is a subcategory,
then enter the name of
the Parent Category.

Or, click the \‘.‘) button
and select the main
category from alist. If it
is not a subcategory, just
move to the next step.

Click the Next button.
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If you want, you can click the Add Products button to start adding products to this

category. We'll use the Product Wizard instead in the next exercise.

7. Confirm the names, then click Finish.
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Add Product Wizard

Thiswizard walks you through the steps of creating products for your store.

STEPBY STEP

280

1.

2.

In the main admin screen, click the Add Product Wizard.

Enter the Product Name you want customers to see.

Click the Next button.

Enter the Price, Cost and Weight of
the product.

Click the Next button.

Enter the Product Description
customers will read. This can include

sentences, paragraphs, even HTML.

Click the Next button.

Be sure to read the
complete tutorial to see
how you can use the Cost
field for other purposes,
such as for discount and
wholesale pricing.

Aestart | Slose

Enter the pncing and weight infarmation for
Godfather Soundtrack The price is your
retail pnca, and ke cost is your cost far the
product. Cost can be used later for special

priceng, The weeight is used for calculating
shipging costz
Prica: | b33
Cost: | 245
Wiighi= | 5
Frensiows = |

8. Enter the Product Description. You can use HTML tags (see Appendix B for

assistance).
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9. Enter or navigate for the product Thumbnail Image and Full-Sized Image.

¥ you wish 1o display magas for Test Praduol, plase anier tham nas. Bobe that one of e images
iz & thumznail type mage, and the ather is a ful size mage

Ao | STIEPONE

Thearriznail Image: | G Click the
Upload button
Full-sized ks | & P
Provioss | TSR =Ty
Upload File STEP TWO
Click the Browse button.
M Oweneribe \
Fibe: | Browss.. |
Upload |  Cancel |
A = =l 2 &=
EH:-.D'-'-:-.-'-.-' S Coraening Medse
P Wy D ot nﬁn P b= bl
Habarah, Hmghhoians '-'L].l-'llu.rl-rql 1] m3a Qnch
Em.q FTE E apdores | P
My Byl as EG# O imch Towws Fidivars ﬁih.l:
AL Inpdmnt Mezcaroe: [TRA) W Taoh Shaat
! '/ 2/ p—
L
———— Fimalps |alFie ) =| Coneel |
STEP THREE

Find the image on your computer, click on
the file name, then click OPEN.

If you are familiar with Miva Merchant directories and have uploaded your
images, enter your image paths here (example: graphics/00000001/1001.jpg).

Otherwise, click the @ button to upload the file. Then click Browse to open
your computer’ s directory, find and select the image, then click Open.

The image will now be in the File box, and if you are re-uploading this image,
check off the Overwrite box, then click Upload.

You will do this for both the full-sized image (appears on the product page) and
the Thumbnail image (appears on the list of products on the category page).

NOTE: For information on images, scanning, sizes and file types, see
Appendix B aswell asthe completetutorial.

10. Click the Next button.
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11. Enter the Code of the category this product should go in, or click the \‘.‘) button to
select the category.

Enter the Category

/ Code, or click the
L

Search button to select
the Category from
Previgus another window (below).

H au wanl Test Product 12 belang, 10 & calegary, phase chotee ofd Now

Calegary Coda |

: Calegory Leakup - Meioaoll Inleinet Exploie

Category Lookup o
Catenories

Swearch; | )
T TEST =)

Clasa | Hunl!

Click the Select button
to choose the category.
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12. Confirm your entries.

The wizard now fias all information i needs 1o add Godiather Soundirack. Please review the dala belos:. E
woul 'want 1o change somathing, use tha Presious button to back un f you're happy with the data as

shiven, prags the Fimigh butbon o add the product and g, or The S B ifianal Prodectis) oo 10
e (hess selbirgs and 2ar adding another product. Press the Sdd Sribwie(s) button to save thege
setlings and bagin addirg attribites for thes product

Hame: Zodiather Soundirack
Price: 1655
Cnsi: 1200

Weight: 0.50
Doscripthon: This is & soundieack, B realy ool
Cateqory: TESTIE

Fresious add Additional Productis) | Add Asribuiets) | Finieh |

13. From here, you can add additional products, or add attributes to this product.

14. Click Finish.
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Add Product Attribute Wizard

If you paid close attention at the end of the Product Addition screen, there was a button
for adding Attributes. However, we aways go the long way before the short way — it
really helps avoid confusion.

If you need a better understanding of attributes, be sure to refer from the complete tutorial
(Chapter Five: Product Attributes).

STEPBY STEP

1. Inthe main admin screen, click the Add Product Attribute Wizard.

2. Enter the Product Code or click the \2;‘ button to select the product from alist.

3. Click the Next button.

Enter the Product Code,
el i 10 e Merche dod Producs Slivbele Weead T| OF click the Search
allibudes 1o & gidect Anebles smpreienl thiices soui |l huytton to select the

dom puschasnd. B0 and color @ fwa common st
many sritutes. 'WEN dasl with them one sk s Bima Product from another

window (below).
‘0 bpsgn, Ak g proguecl code and press 1k Humyw/

Profuci 'I'_nrlrl ,ﬂ,!

; Frooucl Laoskap - HicranS infarmel Leplevm

Product Laskup o
Prodech
M i) Search | Hy
Crimpd wy; F Coudw W Mama I Puica

I Cosi I Waighi I Oemcrios

I Tuxslis [T Thumenai migs ™ Ful-sized s

TE Temt Prraurt

A
Click the Select button
to choose the product.

| O

4. Choose the Attribute Type. This will be either Multiple Options, YesNo
checkbox, or Text Fields.

5. Click the Next button.
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6. Enter the Attribute Prompt — this is the text the customer sees when needing to
select or input information for the attribute. Y ou can optionally use an image.

7. Click the Next button.

8. Tel MivaMerchant if an attribute selection is Required. If you are selling items
that need more information in order for them to be processed, it isrequired. If itis
just alist add-ons to the product, it is not required. To require the attribute, check
the Required box.

9. Click the Next button.

10. If necessary, choose the Attribute Type. (in our case it is Drop-down Select List
or Radio Buttons.)

11. Click the Next button.

If you chose the Free-Form (text entry) prompt, you can add more text boxes,
or just click Finish. Otherwise, go to the next step.

12. Follow the instructions on screen, and the information in this complete tutorial
(Chapter Five: Product Attributes), to complete your product attributes.

13. When done, click Finish.
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Fulfillment Configuration Wizard

This Wizard configures the merchant and customer email notification modules. These are
what signifies if an email is sent to the customer and/or merchant when an order is
placed, and what that email includes.

STEPBY STEP

1. Inthe main admin screen, click the Fulfillment Configuration Wizard.

2. Select Customer Order Confirmation Email from the drop down list.

3. Click the Next button.

4. Enter the email address you want the email sent FROM (usualy your sales
department). If you want to receive a copy as well, enter your address in the CC
box.

5. Click the Next button.

6. Enter a Subject for the email message.

7. Click the Next button.

8. Enter the Header information. Thisisthe text that will appear before the specifics
of the order. You'll want to start with something like... “Thanks for your
order...”

9. Click the Next button.

10. Click the Add Additional Method button.

11. From the drop down, choose Email M erchant Notification.

12. Click the Next button.

13. You can opt to have the email sent FROM yourself, or from the customer’s email

14.

15.

16.

286

address (ideal if you want to reply to the customer with other information).

Click the Next button.

Enter the emall address you want the emall sent TO (usualy your sales
department). If you want to receive a copy as well, enter your address in the CC

box.

Click the Next button.
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17. Enter a Subject for the email message.
18. Click the Next button.

19. Enter the Header information. Thisisthe text that will appear before the specifics
of the order.

20. Click the Finish button.
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Affiliate Configuration Wizard

This Wizard assists you in setting up and maintaining an Affiliate Program.

STEPBY STEP

1. Inthe main admin screen, click the Affiliate Configuration Wizard.
2. Click the Next button.

3. Select the Default Application Status. This is the status of everyone who signs
up — Pending (approval), Approved or Disabled.

4. Click the Next button.

5. Enter the Commission cal culation amounts.

Rastart  Closs

Default Commission Per Refemal iz the amount of money an affliaie recevas for sach visitor thay
diraci 1o your site

Default Commission Percent Per Sale is the percentage of the order total that souwwall pay to an
afiliate for an order placed by a shopper they directed 1o your site

Default Commission Flat Foe Por Sale i 5 Mat smount tha? you sl pay to an affikaie for an arder
placed by a shoppeér they dirscied o your sile

Panponit Thireshold iz the minimuen amownd of money a0 afiliate must beee accurmulkated before they
will b processed in 4 payoul

Default Commission Per Beferral: [ooaon
Default Commission Prrocent Per Sale: W
Default Commbssion Flat Fee Par Sale: IF
Payoul Threshold: b.00

FPresvious I‘-.Ilhil

6. Click the Next button.

7. Enter the Link Image (if you will use one), Link Text and the Terms of the
Program.

8. Click the Next button.

9. Click the Yes button to setup the Lost Password Recovery address.
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10. Enter the email address you want passwords sent FROM.
11. Click the Next button.

12. Enter the Subject and Text of the Lost Password email.
13. Click the Next button.

14. Click Yes to setup the affiliate email notification. This email is sent to you, the
Merchant.

15. Enter the email address you want the notification sent FROM.
16. Click the Next button.

17. Enter the email address you want the notification sent TO.

18. Click the Next button.

19. If you want others to receive the message as well, you can enter the addresses
here.

20. Click the Next button.
21. Enter the Subject and Text of the message.
22. Click the Next button.

23. Confirm your entries, then click Finish.
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Add Affiliate Wizard

This Wizard steps you through adding affiliates. You must have aready enacted the
Affiliate Program in order to complete these steps.

STEPBY STEP

1. Inthe main admin screen, click the Add Affiliate Wizard.
2. Click the Next button.
3. Enter aunique login and password for the new affiliate.

4. Click the Next button.

Resuart | Closs

Lost Password Email = the email address thal the afiliate's password will be émaled to ff they Sanpe
L @nd bales reguest il

Status for this afiliate mus be one of the following modes: Approwed, signifying the affliste has baan
approved and you wish them 1o stad collecting commissions; Pendimg, sigrafyng the affiliaie is under
review and will nol collec! commissions until their stalus is approved, or Rejected, signifying the
afiliate has been repecied and will ol eollse] eammisgions

Lost Password Email: |||.l'||l'i:\'_12'|r||:.' S S

Status: |F'E*-cll*ut| '|
E s
Approvedd
e e |

5. Enter the affiliate’ s email address, then choose the status.

6. Click the Next button.

7. Enter the details about the affiliate, including address, url, etc.
8. Click the Next button.

9. Enter the commission fees for this affiliate. By default, the settings you made for
the store will be entered. Y ou can change these.

10. Click the Next button.

11. Confirm the information and either add more affiliates or click Finish.
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As before, all these Wizards can aso be enacted in Simple Administration mode, via the
|eft-hand menu.
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Need a Little Help?

At DesignExtend.com, help is all we do! We offer complete services - design, implementation,
customizations and add-on modules.

Just buying this tutorial has saved you money, and now you can save even more!

2 Need a Quote? Need Help?
Use our FREE quote Here's how to get
desk for a fast response. all the help you need!

DesignExtend.com Quote & Support Desk
Our knowledgeable staff is eager to provide quotes and support. Just visit

[http://www.designextend.com|and click on the Quote link!

Need Help?
From FAQs to User-to-User Message Boards, |nttp://www.designextend.com|can help you during
the tough times and help with learning curves. It's all free and it's even open late-night.



http://www.designextend.com
http://www.designextend.com
http://www.designextend.com/cgi/wonderdesk/wonderdesk.cgi
http://designextend.com/mivahelp.html

The DesignExtend.com Retainer Service

Ever get stuck on that install? How about needing customizations of your store's look & feel and
design?

Need advice? Technical assistance on add-on modules? Custom development? Weekly backup
of files?

The DesignExtend.com Retainer service is perfect for stores who need service right now, and
want to forget about having to place repetitive orders to pay for it.

We work with you and your staff to devise strategies to make your store run smoothly, and you
can save money!

How It Works

You place a $500 retainer with us, and your account is opened and credited the full amount. As
we work with you, the account is debited, and you receive bi-weekly statements outlining what
we've done, which rep worked with you (or your staff), and your current balance. You pay one
time until funds are depleted.

PLUS, all services and products are discounted by 10%!

What We Do
The retainer plan covers just about everything. Here's what's covered:

Technical Support - whether it's Miva Merchant itself, or third-party solutions, we'll help
you get back on track

Site/Store Analysis- our anaylisis team will shop your store and provide you with a
complete report, telling you what needs work to make your store customer friendly

Emergency Recovery - if your store's databases become corrupt, we'll jump right on it
and fix them

Walk-Throughs - well walk you through tasks in the Miva Merchant admin, so you can
learn while you do it

Backups - we can backup your data weekly, bi-weekly or monthly and maintain a local
copy on disk so if there are problems, files can be restored

Modules and Installations - bypass our checkout process and just tell us what you'll
want. We'll either send the module for you to install, or install it for you.

Customizations & Development - you just tell us what you need, and we take care of it!

Many other services are also available, and all are discounted by 10%.

Other Benefits
You'll also get some exclusive access to the DesignExtend.com Team, including:

Special email contact address just for retainer clients
Special Phone Numbers - a way to always reach us
Backup Technicians, so if yours is not available, another is

FREE Beginner's Guide to Miva Merchant - a 250+ page tutorial that takes you step-
by-step through the admin and functionality

Monthly Exclusive Specials, such as half-offs, free products and other products

What Now?
Visit us online at [hifp://www.designexiend.com|to order today and start reaping the benefits!
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