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1. INRODUCTION

OBJECTIVE

This guide covers the basic steps on how to maintain your online store, once the Setup has been
completed by KDI’'s Web Administrator.

After reading this manual, you will have a better understanding about:
* Viewing your Orders, Customers, Reports
»  Work with Advanced Order Processing
» Deleting Order and Customers
* Adding, Editing and Deleting Products
* Adding, Editing and Deleting Attributes
* Adding, Editing and Deleting Categories
» Adding, Editing and Deleting Sales Tax
*  Working with Shipping

ADMIN CONSOLE

The Admin Console is the destination from which you can manage your entire online enterprise.
You can access the Admin Console using a browser and keying in the URL provided by the KDI
Web Administrator. For Instructions on how to access the Admin Console see Section Logging In

onpagd3. | O

MENU ITEMS

From the Admin Console there are a list of menu items to choose from. Each menu item is a link.
Clicking on a link brings up a new window in the admin console. Starting on the next page is a list
of the menu items in order from top to bottom.



Setup

This link will invoke the setup script that is used to store variables critical to the functioning of your
Store. Most likely your setup has been run for you by KDI’'s Web Administer. You can, however,
make changes by clicking on the other links in the Admin Console. If at anytime you need to re-run
the setup, please contact the Web Administrator at KDI.

Home

This link takes you to the homepage of your Store.

The View Menu

From this menu you can view and make changes to your Orders, Customers and Reports.

The Add/Edit Menu

This menu allows you to make changes to your Products, Attributes, Categories, Sales Taxes, and
Shipping Information.

ODBC Reset

This link will release your database from the Cold Fusion Server and should ONLY BE USED BY
THE KDI WEB ADMINISTRATOR.

Password/Template

This link allows you to change the admin password or store template without re-running the setup
script altogether. Note: If you make a change to the store template, you must hit Refresh on your
browser. Next, you will need to click the Home link from the Admin Console menu in order to see
the change.

Setup CC Processing

This link will make changes to the Credit Card Process and should ONLY BE USED BY THE KDI
WEB ADMINISTRATOR.



2. INSTRUCTIONS

LOGGING IN

1. Open up a browser on your pc.

2. In the Address field key in \www.yourcompanyname.com/store/admin|
and then hit the Enter button on your keyboard.
The Password Administration screen will appear. See Figure 1} pelow}

3. Type in your Administrator Password, and then click on Submit button.
The Administration Area will appear.

Note: You must click Submit button, as the Enter key will not submit this
form.
Figure l: Logging In

Flease enter Administrator password

|
Submit |

(hint: wou must elick "Submit" ... the
[Enter] key will not submit this form)



http://www.yourcompanyname.com/store/admin

ORDERS

The Orders Link allows you to view your orders. From this link you can also
do Advanced Order Processing and when the order has been shipped you
can remove the order from the system.

Viewing Orders

1. Click the Orders link on the menu.
A List of orders will appear. The orders are listed by number/date, so
the most recent orders will appear at the top of the list.

2. Click the on an order to view the details.
All the details for the individual order are listed. See [Figure 2: Viewing |
Order Details| pelow]

Figure 2: Viewing Order Details

[Ceafta: 05-Feh 2

Mame: Jabn Srmgh

Address - 1234 Main Strest

Sdrass -

City, State Ip Abbotsford, British Columbia W25 41
Couniry: Canada

Fhione: B04-555-1212

E-ktml :jpohns mat W@ mypcompany, com

Credil Card. Viga

lrm SKUl Price Oty Total
Birdhouse Kit Cansda 008 2500 1each 2500
Lodge Canads Canada 002 35.00 1 3600
Order SubTotal $60.00
Shipping (Priority Couner) 111
Sabes: Tax a0
Order Tolal % TH.51
Ship to:

Mama: John Smith

Address: 1234 Mam Street
City. State Tip: shbaotsford, BGC
Counlry: Canada




Advanced Order Processing

1. Click the Orders link on the menu.
A List of orders will appear. The orders are listed by number/date, so
the most recent orders will appear at the top of the list.
2. Click the order.
The Advanced Order Processing link appears at the bottom.
Note: The Advanced Order Processing link only appears if the customer self-
service was enabled during setup process.
3. Click the Advanced Order Processing Link.
Another browser will open up and a new window will appear. The
Upper frame lists the customer’s personal and credit information and the
customer’s orders. The bottom frame lists the details for each order.
From this frame you can set the order status. See Figure 3: Advanced |
4. Click on the Order # you want to change the status for.
The bottom frame will display the corresponding Order Number details.
5. Click on the drop-down menu in the Order Status field.
A list of statuses appears.
6. Choose a status by clicking on it.
Note: If Order Shipped is chosen, the ship date defaults to the current date,
unless a date is manually entered in the Ship Date field.
7. Click the Submit button to confirm the new Order Status.
The system has recorded the new status for the order.
Figure 3: Advanced Order Processing
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Deleting An Order

1.

Note:

Click the Orders link on the menu.
A List of orders will appear. The orders are listed by number/date, so
the most recent orders will appear at the top of the list.

Click the order.
The Delete Order link appears at the bottom.

The Delete Order link only appears if the customer self-service was
enabled during setup process.

Click on the Delete Order link to continue.
A message appears stating that the order was deleted.



CUSTOMERS

The Customers Link allows you to locate and view your Customer Details.
From this link you can also edit, delete and e-mail any customer.

Locating A Customer

1. Click the Customers link on the menu.
The customer query display appears. This query tool allows you to locate
your customers by last name, last order date, order amount or order
status. See Figure 4: Finding a Customer, below.

Note: The defaultLvset—atbcathg—mmb'JllnfderJdate.

2. Ifyou are locating a customer by last name click on the corresponding
letter in the Alphabet tool bar. If, however, you are locating a customer
by order date, order amount or order status. You need to fill in the
appropriate parameter fields and then click the Submit button. A results
page appears as shown in Figure 5: Search Results, below.

Locating a _ o Locating a
customer by Figure 4: Finding a Customer customer by
order date last name
b5 B 1] [ [ED D b [4] R ] B Bed) 0 S B [0 (B (] 00 04 [ &0 09 0 I
|— & Find cusbomsns wh |Hl.n.ﬂ:- oroered sinte —:l |H.I| '| |L'|.|L'LI ‘|
" Snow orders: | Lass than = | Diodlars
Locating a
™~ Show orders with stalus |Prn:r:5|ng Order j customer by
Locating a order status

customer by Submit
order amount

Figure5: Search Results

E-mail fhim list |
Cus Lasi {hrdar
K} Hamne E:-Mail Direlmd Sralis
16 Jebn G ghsrtimycompany com OB0SA2 [Preceszing Order)
1B Jon Hari tlaSScrrrpasy Com L) |'r=|'.' aiging Dedar]

Search results




Editing Customer Details

1. Click the Customers link on the menu.
The customer query display appears. This query tool allows you to locate
your customers by last name, last order date, order amount or order
status. See Figure 4: Finding a Customer, above.

2. From the sel&reh—reeu-l-ts&eﬁeleeﬁ—t-he-ﬁa-mélef—t-hel customer.

The Customer page appears. See Figure 6: Customer Page, below.

3. Click on the Edit Customer link. l I |
The Edit Customer page appears. See Figure 7: Edit Customer Page,
below. | |

4. @hanges to the appropriate fields, and then click on the Submit
Update button.
A message appears stating that the Customer has been updated.

5. Click on the Back link to return to the Customer page.

Figure 6: Customer Page

Jobe Smith  [Cusi Moo 16] Card Marme - Darman

1234 Wain Stree Card Type- Visa

Hhbotshed, Bristh Columbag V25 460 CA Card Blirn. - X008

Phome; S4-655-1212 Exp - s

W Edit Customer
| [Edd Cuzsomer] Link

Ciats Btatus

02NE 3] ¥ msl Frocessing Crder [Calole recornd]

el il 3] §B451 Processing Ordes [Celaie racomd]

O [_1] %1609 Processing Order  [Dalats tecong]

Figure 7: Edit Customer Page

First Name: Lai Wamsa: 2 Mame:
| John | Smith | JEhn
Address 1: Address 2 CC Type:
| | [Viea
City: State: Card Hum.:
|£bhotstard [Brtizh Columbes =) ficetnt All fields are
Zip: Caurtry: Exp. Data: changeable
fves & |Ca i
Fhone: Passwond: E=-Mal:
|ao-555-1712 | | hnasisgmyromosy com
Submi Upcata |




Emailing Customers

1.

Note:

Note:

Click the Customers link on the menu.

The customer query display appears. This query tool allows you to locate
your customers by last name, last order date, order amount or order
status. See Figure 4: Finding a Customer on page 7.

From the sela-reh—reetrl-ts,hel-'releeﬁ—t-he-ﬁa-mla of the cl;Ltomer.

The Customer page appears. See Figure 6: Customer Page on page 8.

Click on the E-mail this list butt(Ju P
The Customer Relationship page appears. See Customer Relationship
Page, below. | |

-Mmposition tool appears on the left and the customer list is on
the right. Each customer has a check box by his or her name. Clicking on
the Select All button above the customer list will automatically select
each checkbox on the page. You can send the same e-mail message to
every customer on the list by clicking on the Select All button. This will
automatically select each checkbox on the page. You can also select
individual recipients by manually checking each checkbox.

Clicking on the Clear All button will clear the checkboxes.

Compose your e-mail using the composition tool.

The e-mail composition tool also allows you to choose between HTML
and plain text e-mail. If you choose HTML, you can further select a font.
Clicking on the Preview button will show you the e-mail for the purpose
of spell checking, etc.

Once you are satisfied with your e-mail, click on the Send Selected
button.

Clicking the Send All button will send your message to every customer
in the database!

Figure 8: Customer Relationship Page
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Tool

_
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Deleting A Customer

1. Click the Customers link on the menu.
The customer query display appears. This query tool allows you to locate
your customers by last name, last order date, order amount or order
status. See Figure 4: Finding a Customer, on page 7.

2. From the sela-reh—reetrl-ts,hel-'releeﬁ—t-he-ﬁa-mla of the c@tomer.

The Customer page appears. See Figure 6: Customer Page, on page 8.

3. Click on the Delete Customer Iinlk.
A message appears stating that the customer has been permanently
deleted.

Note: If there are still orders associated with the customer, the customer cannot
be deleted from the system. Please delete all orders before deleting a
customer record.

10



REPORTS

Quick Reports

The Reports Link allows you launch three query tools in the main window.
These Reports include; Quick Reports, Date Range Reports and Product Re-
Order Reports.

1. Click the Reports link on the menu.
Three query tools appear in the main window. The topmost tool is Quick
Reports.

2. Inthe Quick Reports box, click on the Submit button.
A month-to-date and a year to date sales report appears in the main
window. See Figure 9: Quick Sales Report| below]

Figure 9: Quick Sales Report Month-to-
. date sales
Crabe Range: 4012002 o 0440172002 report
Total Sales £ 0.00 I
Total Crders Placed ]
Murnbesr of Customeans 0
Average Crder Ami £ 000
Year-Lo- | | 1o Sales Tax Charged £ 0,00
date sales
report

u

ear-To-Data: 010122002 to 04012002

Total Sales 32394
Total Crdars Placed i
Murmbsr of Customers 1
AvEraoe Crder Amt £ 105 O
Total Sales Tax Charged £ 3152
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Date Range Reports

Year-to-
date sales
report

1. Click the Reports link on the menu.
Three query tools appear in the main window. The center tool is Date
Range.

2. Inthe Date Range box, enter the dates in the From and To fields.

Note: This report tool requires a valid From and to Date pair.

3. Click on the Submit button.

The sales report for the date range you requested appears. See
Date Range Sales Report] below]

Note: By default a year-to-date report is also generated.

Fiqure 10; Date Range Sales Report Sales Report

for requested

Drate Range: D2M52002 to 02052002 date range
Total Salkes ¥ TEE I
Todal Ordars Flaced 1
Mumber of Customers i
Average Order Smt FTEE1

|5 Tax Ch 3840

Year-To-Date: 01NF002 to DN 1r2002

Total Sakes F22399
Tetal Ordars Flaced 3
Murnber of Customers 1
Foverage Ordar Amt F 1000
Total Salkes Tax Charged $3152
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Product Re-Order Reports

1. Click the Reports link on the menu.
Three query tools appear in the main window. The lower tool is the
Product Re-Order Report.

2. Inthe Product Re-Order Report box, click on the Show Re-Order Report
button.
The Product Re-Order Report appears in the main window. See Figure
11, below. For a description of these fields see Table 1: Product Frm on ]

pa' I |

ltem 1D Figure 11: Product Re-Order Report Quantity on
Numbers [ hand

H=mll] %Kl Ham Hame iy (inhsasy ety Sdack

a 0og Sz kil =13 0

T oay Cache -3 1]

d 3 “hurch 2 a

] il | .2 1]

11 [WE] Jmthousa . | 1]

11 (nil} Cabin Clock kit 5 1}

13 011 Agssmblad Cabin Oeck |5 1]

13 {8011 M Cpbin B il

14 Daa Suger Shack 1 o

5 RCHEER Pianeer Peckape 3 1]

I ERINTIHR Erontar r-.;l'l-.-;u_;is 4 fi Safety Stock
7 VILLAGH  illagps Patkage T 1]

18 012 Church Cleck Kn 1 1]

18 001 Small Cabin P o

a0 (11 o Loadge -4 1]

M Tact =14 (] 1]

SKU
Number
Item Name
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PRODUCTS

The Products Link allows you to maintain your Product list. From this link
you can add, edit and delete a product. From this link you can also copy a
product which makes adding a new product easier, especially if several
products have the same attributes.

Add A Product

1. Click the Products link on the menu.
An Add Product tool appears in the main window.

Click on the Add Product button.
The Add Product form appears. See Figure 12: | below|

3. Fillin the fields.
For a description of these fields see [Table 1. Product Form|on page

N

Note: Only Category, Product Name and Price are required. Although the
weight field must contain a zero if weight is not being recorded.

4. Once the fields have been filled in, click the Submit New Product button.
A message appears stating that the new product has been added. Click
on the link below to add another product.

Figure 12: Add Product Form

el i ey I ik "l Hiili- G g 0ry I_ll
Product S%L; I 3

Required / Froduct Hama: |
fields Descripiion

. :

Lo I Relliig |_||.k1.| "I

Wiyt : I kij Luvijlh |a cm

Widthe | =1l Il-th:ll- cm FI“ in the
Pyt J""Il'lﬂ:l Baowi F e f-elds
Thmarmbersai | Batwim | !

iy Cimhommd: | Safwly Hlock |

Disgpiaady CHy Dinhisesdl nin Product Page? I "l

Allnm nrisrs whan evsntorg Bquals germi | 'rl

Chamnss ppin 3 EF T "-".l' i

Arirhiiss Flag

[nptinnaly

Anleci product Baynud Ermplaie

™ Pmducs bmings lnit, descriptinn rdght

I Produc tmoge righd, descripbios et
T prdaduc oo tap, dids orptiai oTeom
F rsnduct lnags bobhes, des0rpslon top

Tibavat biaw Fioster
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Table 1: Product Form, Field Descriptions

Field Description
Category Click on the drop-down menu to the right of the field
to select a category. Note: It isrequired tofill in this
field.
Sub-Category Click on the drop-down menu to the right of the field
to select a sub-category.
Product SKU Stock-Keeping Unit, or Product Number

Product Name

Type in the name of your product. Note: Itis
required to fill in thisfield.

Description

Type in a description of the new product.

Price

Priceisin U.S. Dollars and will accommodate two
decimal places. Note: Itisrequiredto fill inthisfield.

Selling Units

Selling Unitsisjust alabel that some prefer to see next
to the quantity field on the product detail page of the
store. Thislabel also appears on the order itself. To
select aselling unit, click on the drop-down menu to
theright of thefield.

Weight

Weight is entered in ounces, however the store
trandlates thisinto atotal order weight in poundsif the
weight threshold shipping is employed. Leave at zero
Is weight-threshold shipping is not being used.

Length

If applicable enter the length of the product in
centimeters.

Width

If applicable enter the width of the product in
centimeters.

Height

If applicable enter the height of the product in
centimeters.

Product I mage

Product image alows you to upload a graphic file of
your product to your website. Click on the Browse
button to locate the directory where the imagefileis
stored. Note: Image files should be either gifs or

ipegs.

Thumbnail

To have thumbnails displayed on your product page,
you will need to name al of your thumbnail images

15




the exact name as your full-size images however you
need to add “th_” to the front. (i.e. productl.jpg
becomesth_productl.jpg). Note: All products must
have athumbnail. If a product does not athumbnail,
the system automatically adds a clear image.

Qty Onhand Enter quantity on hand if inventory will be used.

Safety Stock Thisisthe reorder point for the product. When on
hand quantity is equal to or less than safety stock, this
product will display the reorder report available from
the Admin Console.

Display Qty Self-explanatory. Select Yesor No.

Onhand on

Product Page?

Allow Orders
when inventory

When Yesis selected, the product will still be
displayed, and orders can still be taken when on hand

equals zero? guantity isequal to or lessthan zero. When Nois
selected the product will not be displayed and the
product will not be returned in product search results.
Chooseup to 2 Thisfield in optional, however you can select two
Attributes attribute types by holding down the CTRL key while
(optional): clicking on each selection, or click and drag across

both desired selections. Note: for any attributes to be
listed, you need to add global attribute types and
valuesto the database. For instructions on how to add
attributes see the section on Adding Attributes on page

RO

Select product
layout template

Choose a product layout template that describes the
way you prefer this product’s image and description to
be side-by-side or top-to-bottom.




Edit A Product

Click the Products link on the menu.
An Edit Product tool appears in the main window.

Using the drop down box, select the product you want to edit.

Note: The drop down box will only appear if you have more that one product

defined.

Click on the Edit Product button.
A Product form appears allowing you to make changes to the fields. For
an example of this form see Figure 13] below]

Note: You can click on the Preview Image link to view the images already

All fields
are

changeable 7

associated with the product.

Make the changes to the appropriate fields.
For a description of these fields see [Table 1: Product Form|on page

Once the changes have been made, click on the Submit Update button.
A message appears stating that the product has been updated. Click on
the link below to edit another product.

Figure 13: Edit Product Form

Lalistjury': [T 5 sub Calripry: =
Freduat SKLUE |

Produwct Hame: oo Con
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Copy A Product

18

Note:

Click the Products link on the menu.
A Copy Product tool appears in the main window. See [Figure 14| pelow|

Using the drop down box, select the product you want to copy.

The drop down box will only appear if you have more that one product
defined.

Click on the Copy Product button.
The Copy Product form appears.

Enter the name of the new product into the New Product Name field.

If applicable, you can change the product category by clicking on the
drop-down menu to the right of the field.

Click on the Save New Product button to continue.
A message appears stated that your new product has been added.

Type in the name
of the new Product

Figure 14: Copy Product Form /
Me= pradyct nama |

M prothict £alegorg | Clocks -|
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Deleting A Product

Note:

Click the Products link on the menu.
A Delete Product tool appears in the main window.

Using the drop down box, select the product you want to delete.

The drop down box will only appear if you have more than one product
defined.

Click on the Delete Product button.
A message appears stating that the product has been deleted.
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ATTRIBUTES

The Attributes Link allows you to maintain your Attributes list. From this
link you can add, edit and delete attributes.

Adding Attributes

1. Click the Attributes link on the menu.
An Add Attribute tool appears in the main window. See Figure 15,

below. [ ]

Note: MUst define a category before attempting to add products to the
database.

2. Inthe Attribute Name field, type in the name of the attribute and then
click on the Submit button.
The system states the new Attribute name and asks you to set up the
global attribute table. Simply put, you need to give the attribute various
values.

3. Click on the Setup button provided.
The Setup Attribute VValues form appears.

4. In the field provide the first value for the new attribute. If there is more
than one value to be entered, click on the Continue with Attributes
button. Click on the Finish button when you are done.

A message appears stating that you have successfully set up your new
attribute table.

Note: Each value you add appears in the box below. See Figure 16, below.

Note: Attribute values are stored in the database as a conlma—de—l-ﬁ%l—ted%t, SO
do not use commas when entering attribute values one at a time.

Type in the name of

Figure 15: New Attribute Tool the new Attribute
Entar & msena for ths produc andbute. /
Enter AHrihute 4 Name: Cadar
b |
Type in the name of
Figure 16: New Attribute Values the Attribute value(s)
Enter the tirst Coloe: bitee ‘<
Cornum wit Asnbabis | Frank |

Amrllgin [Thck o afit Wl
Caia bliss [Dalens]
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Editing Attributes

1. Click the Attributes link on the menu.
A List of Attributes and their values appear in the main window.

2. Click on the name of the attribute you would like to make the changes to.
The Value field is open allowing you to make any changes. See Figure

17, below.

Note: OnJy—t-_he—;l\ttribute you are making changes to has an Update button.

3. When you are done making your changes, click on the Update button.
The Value field re-appears displaying the changes.

Figure 17: Changing Attribute Values

FE

Aptribute [Click to edit) Walum

Colar |I.'|Iur~_ macd, villow, green Dilele)
cancla [AEE]

Bl gmall, medium, |angs, =- [th it f:

| Ypdate ||

Deleting Attributes

1. Click the Attributes link on the menu.
A List of Attributes and their values appear in the main window.

Value field is
open allowing
you to make
your changes.

2. Click on the Delete link corresponding to the attribute you want

removed.

The attribute is removed from the list.
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CATEGORIES

The Categories Link allows you to maintain your Categories list. From this
link you can add and delete categories and sub-categories.

Add A Category

1. Click the Categories link on the menu.
An Add Category button appears in the main widow.

2. Click on the Add Category button.
The New Category tool appears. See Figure 18, below.

3. Fill in the field with the new CategorY_name.aﬁ?_t.henlclick on the Submit
New Category button.

A message appears stating that the Category has been added.

Figure 18: New Category Tool

Fill in the field
g with the new
| . Category name

Submit FHew Cahagony ]
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Add A Sub-Category

1. Click the Categories link on the menu.
An Add Sub-Category button appears in the main widow.

2. Click on the Add Sub-Category button.
The New Sub-Category tool appears. See Figure 19, below.

3. Click on the drop-down menu below to cfleese—wh-iua-ea-tebory you want

to add the Sub-Category to.

Note: A drop-down menu will only appear if there is more than one Category
setup.

4. Fill in the field with the new Sub-Category name and then click on the
Submit New Sub-Category button.
A message appears stating that the Sub-Category has been added.

Figure 19: New Sub-Category Tool

Fill in the field
Choose your Mew Sub-Category: with the new
Category |Sandals rS]:rz-élategory

before R —— .
submitting Ll
IShDes 'l

Submit Mew Sub-Category

Deleting Categories

1. Click the Categories link on the menu.
The Categories tool appears in the main window.

2. To select the category you want to delete click on the drop-down menu.

3. Ifyou are deleting a Category click on the Delete Category button. If,
however, you are only deleting a Sub-Category, click on the Delete Sub-
Category button.

Note: Either button will not delete a Category or Sub-Category that contains
even one product.
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SALES TAX

The Sales Tax Link allows you add sales tax rates for States/Provinces which
you may be required to charge. From this link you can also edit and delete
Sales Taxes.

Adding Sales Tax

1. Click the Sales Tax link on the menu.
The Adding Sales Tax tool appears in the main window. See Figure 20,

below. |:|

2. @he drop-down menu, select a state or province. In the Tax field
enter the appropriate tax rate using a whole number.

3. Click on the Add Another State button.
The State/Province you added, along with it’s sales tax rate , is listed in
the Tax Table below. See Figure 21, below.

Figure 20: Adding Sales Tax Tool

Enter the state for which sales tax must be charged and the Fill in the
Choose your a_ppwﬁlﬂfml'T appropriate tax
State/Province ' |— rate
from the Drop- [Manitoba | il
down menu Add Anothar Stata |

Figure21: Tax Table

Sitate Rate (Chick to adit]
Albarta | alad |
Hritish Columbis 4 (Diglete]
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Editing A Sales Tax

Click the Sales Tax link on the menu.
The Tax Table appears in the main window.

Click on the rate you want make the changes to.
The Rate Field opens allowing you to make the change. See Figure 22,
below.

@he change has been entered, click on the Update button.
The Rate field re-appears displaying the change.

Make the
appropriate
changes to
the field
State
Albarta

Figure 22: Editinga Tax Table

Hate 1¢I|Ek b )

[7.00 [Deiziz] | Undste |

Erlizh Coligmbia 4 | |

Deleting A Sales Tax

Click the Sales Tax link on the menu.
The Tax Table appears in the main window.

Click on the Delete link next to the Sales Tax you wan to remove.
The system has removed the Sales Tax from the Tax Table.
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SHIPPING

The behavior of the Shipping link depends on the shipping rate method that
was chosen during the initial setup. Below are discussions on each of the
Shipping Methods you can work with.

Shipping by Price or Weight

If you chose price or weight threshold shipping, you will see a form in the
Admin Console main window that prompts you to enter the initial price or
weight threshold and its corresponding shipping fee. See Figure 23| pelow}

This means that any order from $0.01 to the first threshold will be charged
this amount. So, for example, if you enter 20 and 3.75, the all orders up to

twenty dollars will be charged $3.75. The next, threshold entered (with its
corresponding shipping fees) represents the amount added for shipping to
orders from $20.01 to the limit entered, and so forth.

Each shipping limit and fees are reported on the Shipping Table below the
Shipping form. See Figure 24| pelow]|

Note: If you have chosen the weight threshold shipping method, the process is
the exactly as described above, except that you will enter weight limits (in
pounds) rather than price limits.

Figure 23: Shipping Form

Enter ppancel threshhold: Enter shipping charge:
| dollars | :
Continue with Shipping | Finish |

When you are ready to enter the masimum shipping charged, enter
an arbitrarily large nember {such as 10000} in the first field, then
enter the max shipping charge in the second field and click “Finish®.
If ro shipping will be charged, simply click *Finish®_

Figure 24: Shipping Table

Use this
Limit (Click to dit) Raie link to
375 i [Dalete) delete

Shipping by Option or Rate

If you chose the option/Rate table shipping method, you will see a similar,
yet slightly different screen than above. Instead of entering price or weight
limits, you will enter a description such as “UPS Second Day Air” or “FedEx
Overnight”, along with the amount that you will charge for these services.
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