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Introduction

This is the User Guide for EPiServer Commerce, a state-of-the-art solution for building e-commerce web-
sites. With EPiServer Commerce you can quickly create and deploy a flexible e-commerce website, com-
bining powerful content management and display with advanced back-end online store management.
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This user guide provides guidance to the usage of the various functions of EPiServer Commerce, both
within web store administration as well as content management for your e-commerce website. The pur-
pose of the EPiServer Commerce, sample site, which is described here, is to provide an example of how
you can work with EPiServer Commerce, in order to get your web store up and running in as little time as

possible.
To find out more about how to integrate and extend the functionality of EPiServer Commerce, please refer

to the technical documentation for EPiServer Commerce.

About this documentation

Target groups
The EPiServer Commerce User Guide is intended for the target groups as described below.

e Marketers and merchandisers creating website content and campaigns.
e Content editors and system administrators, creating content and administering the website.

e Administrators working with online store procedures, configuration and site administration.

© EPiServer AB


http://sdk.episerver.com/

8 | User Guide for EPiServer 7.5 Commerce

References

This documentation describes features in EPiServer Commerce. Features in other EPiServer products
will not be covered here. Therefore, the following documentation available from world.episerver.com, may
be useful for reference purposes:

o User documentation for editors of EPiServer CMS.
o User documentation for administrators of EPiServer CMS.

e SDK for EPiServer CMS and the EPiServer Framework (for developers).

EPiServer help system

You can access the web help from the global menu. Click the ? icon and select the system for which you
want to view the help. Browse or search for the topic where you need guidance.

You can also access the web help by browsing to EPiServer web help.

From each view in the user interface with a help icon provided, click the icon to get context-sens-
itive help.

The described functions as well as the screen shot examples shown in this documentation are based on
a standard installation with the sample site and templates. Treat any displayed data in the examples
purely for illustration purposes.

Screen shot examples as well as glossary links are only displayed in English.

Online community on EPiServer World

EPiServer World is an online community where you can find the latest product information. It is open to
the public, for partners, customers, and everyone working with EPiServer products, such as editors, web-
masters, site owners and developers. Here you can download material, participate in discussions, read
articles, receive support and much more. Feel free to sign up as a member.

Copyright notice

Copyright © 1996 — 2013 EPiServer AB. All rights reserved.

Changes to the contents, or partial copying of the contents, may not be done without permission. The doc-
ument may be freely distributed in its entirety, either digitally or in printed format, to all users of EPiServer
Software. We assume no liability or responsibility for any errors or omissions in the content of this doc-

ument. We reserve the right to alter functionality and technical system requirements. EPiServer is a
registered trademark of EPiServer AB.
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About EPiServer Commerce

This section provides an overview of the functionality of EPiServer Commerce. This contains features for
both back-end administration of the online store as well as for managing and displaying specific content
for e-commerce, such as presentation of catalogs and product items. There are numerous possibilities to
extend the built-in functionality, for instance through the EPiServer Add-on Store.

EPiServer Commerce is flexible and made for integration with other systems. This doc-
umentation describes a sample installation based on the sample template package for

-

EPiServer Commerce. Please be aware that your specific system may differ from what is
described here, and all parts described may not be available on a specific customized web-
site.

Catalogs and product management

With the Catalog features you can manage catalogs, product categories and products. Catalogs are inde-
pendent from one another and you may create as many catalogs as you need. Catalogs can be struc-
tured in a number of ways and organized into Categories, Products, SKUs, Bundles, Packages and
Dynamic Packages.

An intuitive user interface makes it easy to add new products and change the structure of a catalog. You
can quickly add or modify a product in one location and it will automatically update across all of your e-
commerce websites and channels. Furthermore, you can run multiple catalogs in parallel on the same
platform. You can also associate and recommend related products to increase your upsell and cross-sell
opportunities.

Order management

EPiServer Commerce includes flexible order management features where customers can perform returns
and exchanges, ship to multiple addresses, modify orders and track packages. You can also create recur-
ring orders and process them automatically.

The Orders subsystem is where you monitor, track, change or create new orders, ship outitems, and cre-
ate returns/exchanges. Orders are highly flexible, with the possibility to create purchase orders with vari-
ous options including split payments, split shipping, and split shipping addresses. You can also create a
one-page "fast" checkout or allow customers to make a purchase without registering on your site.

EPiServer Commerce supports a number of payment types, currencies and shipping options so you can
easily expand your business into new markets. The platform also includes tax and shipping calculations
that automatically show your customers all of their costs upfront, including duty and taxes.

Merchandising

Merchandising is about improving the customer experience, displaying relevant products and increase
conversion rates. EPiServer Commerce can automate your merchandising, so you can bring more tar-
geted visitors to your website and turn them into customers. You can easily create product landing pages
by uploading content and drop it into place. Through the use of shared blocks, content will automatically
update throughout the entire site.

Use the personalization features to create targeted content. EPiServer Commerce lets you define per-
sonalization criteria such as the number of orders and amount spent within a defined period, along with
customer buying intention for a specific product type or category. You can get detailed information about
your visitors and their buying patterns, and monitor your e-commerce website to see how much a cus-
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tomer has spent over time and how often they return to your site. You can also learn what visitors are look-
ing for and what products are the most popular.

Customer management

Customer managementin EPiServer Commerce include the ability to store customer records and track
orders that have been placed across multiple websites. You can also access shopping carts and wish
lists to see what your customers want at any pointin time. Internal users, customers, partners and organ-
izations are managed through the same interface. Generally, only your team of internal users will have
access to the administrative parts, and depending on their permissions will have varying access to the
subsystems and menu items within each system.

Pricing and promotions

With EPiServer Commerce itis easy to launch campaigns. You have the option to choose a preset pro-
motion or create a custom campaign of your own, all managed without the need for web development.
You will have complete control over promotions, from developing custom discounts to deciding when the
campaign should go live.

Promotions are managed from the Marketing subsystem. Create your own promotions or use built-in ones
such as "Buy N of product X and get a discount" or "Buy N of product X and get one free". Create a pro-
motion that is visible prior to checkout or configure a promotion to be displayed during checkout. You can
also apply a shipping cost discount.

EPiServer Commerce automatically shows your customers targeted promotions based on their industry,
interests, demographics or any other data. You can also develop custom campaigns and pricing based
on sales seasons or regions. The extensive built-in pricing and information rules include volume pricing,
tiered pricing and pricing for specific customer groups.

Internationalization

With EPiServer Commerce you will have one platform to create and deploy any number of localized e-
commerce websites. A unified web interface lets you control all of your product catalogs, customer data
and local market data. You will have globalization supportto manage your content, products and regional
settings for multi-markets.

The EPiServer Commerce multiple language, payment, shipping, tax and currency options help you meet
the needs of international customers. For example, you can create custom promotions for specific markets
to further drive sales, or enable regional origin/drop shipping to better support international operations.

Multi-channel commerce

Using EPiServer Commerce content can be created in one place, and easily shared and distributed
through multiple channels such as mobile, social, e-mail, as well as on the e-commerce website. You can
create targeted campaigns for instance by offering a special promotion code to anyone who "likes" your
Facebook page or scans a QR code in a mobile campaign. New channels can easily be added for future
use.

Agile commerce

EPiServer Commerce offers a number of site testing tools, so you can change your site in a controlled
way and measure the results of each change. For example, you can let the system perform A/B tests to
getan instant view of how your content is performing. You can also remove a change ifitis notincreasing
your conversion rates. Refer to Managing content for more information on how to work with content optim-
ization.
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Security

EPiServer Commerce gives you total control over who can access your e-commerce website back-end to
ensure that unauthorized users do not modify your website or view customer data. You can configure
access rights for users, user groups and functions. EPiServer Commerce has a number of predefined
roles for managing store procedures as well as website content and files, but you can also set up your
own set of roles. You can also work with predefined virtual roles, for instance to create access based on
personalization and visitor groups.

Asset and media management

An "asset" can be for instance a block or media such as an image, a PDF file, a software package and
other down loadable files that are often related to a product or some content on the website. With the
asset management feature in EPiServer Commerce you can upload, organize and share assets to make
them available for usage on the website.

Content management

Marketers and merchandisers will work from the editorial interface to create and update content. Perhaps
you want to create a campaign or a landing page and edit product content in the product catalog. Or
maybe create news or an article with content related to the products in your online store. You can drag-
and-drop content blocks or pages into the content area of another web page, making it easy to create
dynamic websites putting important content in focus.

Administration and configuration

EPiServer Commerce is a flexible system made for customization, and with numerous configuration pos-
sibilities. From the Administration section in Commerce Manager you can manage various e-commerce
administrative and configuration tasks such as setting up shipping and payment gateways, default lan-
guage, currency, units, tax configuration, and search settings.

From the administration interface in EPiServer CMS you will manage common website administrative task
such as setting access rights for web pages in the page tree and block folder structure, management of
scheduled jobs, and globalization settings. Refer to the user guide for EPiServer CMS for more details.

The sample site

EPiServer Commerce comes with a sample site including all the necessary functions for setting up a web-
site with an online store. The purpose with the sample site is to exemplify and illustrate the code behind
the templates, and to provide inspiration when building your own e-commerce solution. Refer to the
Sample site section for more information.

Roles and tasks

EPiServer Commerce is a flexible system and online stores based on this can be set up in many different
ways, depending on the purpose they serve. This documentation is targeted towards a set of assumed
user groups and roles, for instance website visitors and users editing content and working with e-com-
merce tasks. A user may have one or more roles, depending on the size and setup of the organization.
The roles and their tasks are described below, with references to applicable documentation parts.

Visitor
A visitor is someone using a web browser to visit the website, on an e-commerce site possibly with pur-
chasing intentions. Purchasing can be done either "anonymously" (payment and shipping details
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provided), or by registering an account. Visitors can contribute to website content by rating, reviewing and
commenting on products, if such features are available.

Merchandiser

The merchandiser typically works with all stock on the website to ensure that the strongest products are
putin focus, This role also creates landing pages, sets product pricing and coordinates cross-product
selling. Furthermore, this role may also oversee delivery and distribution of stock and deal with suppliers.
Refer to the sections Catalogs for more information.

Marketer

The marketer creates content and campaigns with targeted banner adverts to ensure customers have con-
sistent on site experience of the various marketing channels. Furthermore, the marketer monitors cam-
paign KPIs to optimize page conversion. Refer to the sections Marketing and Gadgets for more
information.

Customer service

The customer service function within e-commerce manages tasks related to customer accounts, orders,
payment and shipping. Depending on the organization structure, customer service may be divided into for
example these sub-roles:

e Order Manager - creates returns and exchanges, edits orders, sends notifications, processes pay-
ments and split shipments.

e Shipping Manager - handles packing and completion of shipments.
e Receiving Manager - handles shipments and returns.

Refer to the sections Customers and Orders for more information.

Administrator

An administrator works with configuration and system settings in areas such as catalogs, marketing and
customer and order management, as well as user access rights and visitor groups for personalized con-
tent. Administrators may also install new features from the EPiServer Add-on Store. Administrators usually
have extended access rights compared to other user groups. Refer to the sections Administration, Access
rights and Personalization for more information.

Editor

An editor is someone with access to the editorial interface, creating and editing content on the website.
Editors can be either frequent or occasional users, and they may or may not have publishing rights. Parts
of the editing functionality may also be used by merchandisers and marketers when editing product
information.

Website owner

The website owner or e-commerce manager, is someone with an overall responsibility for the content and
performance of one or more websites. These users will access the Dashboard to monitor various types of
website activities such as page conversions, customer reviews or sales progress. Rarely creates content
but can be involved in the approval of content created by others. Refer to Gadgets for more information.

Content moderator

Content may be added by editors, or by visitors or community members if social features and community
functionality is available for the website. This includes for instance product reviews, ratings and com-
ments, where there might be a need for monitoring and managing this type of content. This can be done
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for instance by a marketer or an editor, or a specific moderator role for large websites and shopping com-
munities. Refer to Gadgets for more information.

Shopping workflow

Introduction

There are many different types of e-commerce websites, however the two most common ones are:

e Business-to-Consumer (B2C) - typically designed for selling goods and services to consumers.

e Business-to-Business (B2B) - used to build strategic relationships with other businesses, and to
ease the supply and procurement processes that characterize trade among those organizations.

Sites can also have multiple roles, and a single site can provide several functions. EPiServer Commerce
is a flexible platform allowing for seamless integration with external systems such as financial, CRM,
inventory, warehouse and customer service systems.

Depending on how you chose to work with your online store administration and product content, you will
define your user roles and groups, and give them access rights to the different parts. Example of user
roles in EPiServer Commerce are content editors, marketers, business owners, and store and system
administrators.

Step-by-step process

A "typical" B2C shopping workflow involves a number of interactions between a visitor on the website,
EPiServer Commerce, and any integrated external system.. Depending on how the system is set up, the
shopping workflow can be fully automated so that it requires litle manual attention. However, a purchase
order can always be monitored, accessed and handled manually from the Orders system if needed.

In the following we will describe an example of a B2C type of shopping workflow and the actions and
tasks involved.

Shopping process

‘fvebs?:g \_ 1. Welcome 2. Address 3. Payment 4. Confirmation
PP

1
FL
1
P — Order
1.Cart ‘ confirmation

created | 1
1 ~ \ s =y ' R
| Financial CRM Payment 1
1 system system gateway(s) : p
: j— 1 6. Order
e —_— -
! shipping Inventory/ Customer 1 ?:nventqlaﬁ
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) " )
: System : - Shipment split
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Manual
Order

Packing
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Picklist

¥
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1. Cartcreated
In this example, a customer does not need to register on the site in order to buy. The order pro-
cess actually starts as soon as the visitor selects a product and adds it to a shopping cart. A cart
(basket) will be created and saved in the system, and can be viewed in Orders under "Carts". If the
customer does not complete the checkout procedure, the cart will remain in the system for a spe-
cified time.

When the customer returns to the website, the cart will be "remembered" and made available for
continued shopping. Already in this early step the system will perform an inventory and pricing

check, to look for availability in the warehouse, as well as discounts for selected products in the
cart. This will be updated if and when the customer returns to the cart at a later stage.

2. Start checkout
When the customer decides to complete the purchase and chose to "proceed to checkout", the first
step of the checkout procedure is initiated.

3. Addaddress
In the second step of the checkout procedure, the shipping and billing address information is
added together with the preferred type of delivery (First class/Express etc). The address inform-
ation can be entered manually by an "anonymous" customer, or automatically if the customer is
logged in and has a registered user profile with address information. The system can also be set
up so thatitis possible to split shipments in different parts and to different addresses here.

4. Add payment
In step three of the checkout procedure, the payment is added to the "purchase order to be". The
system will calculate the total sum including the purchase amount and the shipping fee. In this
step the customer selects a payment method, for instance by credit card or PayPal. The payment
will be registered and verified. This may happen instantly or after a certain specified time, depend-
ing on how the payment process is set up and the type of e-commerce solution (B2C or B2B). In
this step itis also possible to split payments, if the system is configured for this.

5. Order created
Usually the actual purchase order is created in the system when the payment is settled. In the last
checkout step, a purchase order number is created, the customer confirms the purchase, and an
order confirmation is sent to the customer. The shopping cart is now converted to a purchase
order which is visible with status "In Progress" under "Purchase Orders" in Orders.

6. Order processing
When the order is created the order processing starts. This consists of steps to check the ware-
house and inventory status for the products in the order, and for creating the actual shipment.
Depending on the inventory status for the products, the order may be splitinto more than one ship-
ment.

7. Shipment released - when the shipment is verified, it will be released. The purchase order will
now appear in Orders, under "Shipping/Receiving" and "Released for Shipping".

8. Add to picklist
This steps involves the addition of the shipping items to a picklist. The picklist is the list that the
warehouse will use to create the physical shipping of the products in the order. This step will also
produce a packing slip, which is the paper slip that will be attached to the physical package to be
shipped.

9. Order completed/shipped
When the picklists with the different orders and their respective packing slips have been created,
the order will be set to completed. In the system this involves the creation of a shipment validation
number which is associated with tracking number. The tracking number can be entered manually
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or automatically, if such an integration exists. The tracking number connects the physical package
with the shipping provider for the delivery, and is used for tracking the package on its way to the
delivery address. The purchase order will now appear in Orders under "Purchase Orders" again,
with status "Completed".

10. Return/Exchanges
Only completed orders can be subject to returns/exchanges. Depending on how the system is
set up, returns can be created automatically or manually. Creating a return usually involves repla-
cing a delivered product with another one in exchange, and/or a payment refund. When the
return is created it will appear in Orders under "Shipping/Receiving" and "Returns". Order status
can be for instance "Awaiting Exchange".

If the return involves replacement of a new product, the shipping procedure will be initiated again.
The return may also involve receiving a faulty product, in which case a receiving procedure is ini-
tiated involving the acknowledgement of a receiving receipt for the returned product.

Integration with external systems

EPiServer Commerce is a flexible platform built for integration with other business systems needed in an
e-commerce environment. These systems are typically integrated with various parts of the shopping work-
flow, for exchange of data with EPiServer Commerce.

Examples of such external systems:

e Financial system - for instance invoice management, payment refunds,and sales reporting.
e CRM system - for management of customer profiles and address information.

e Payment gateways - the setup of different payment solutions for instance credit cards and
PayPal.

e Shipping gateways - the management of shipping providers and exchange of tracking inform-
ation.

e Inventory/warehouse system - exchange of inventory information in connected warehouses.
e Customer services - exchange of for instance order status information.
e Product Information Management (PIM) system - for managing product details.

You also have the possibility to extend your EPiServer Commerce solution with additional modules from
EPiServer and third-party providers. Extension modules are available from the EPiServer Add-on Store in
the global menu in EPiServer, or from EPiServer.
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Getting started

This section describes how you can log in to an EPiServer Commerce website, and access and navigate
the different modes. Note that the login procedures may be different from what is described here, depend-
ing on how your website and infrastructure is set up. The examples described here are based on a stand-
ard sample installation of EPiServer Commerce.

Logging in
As an editor or administrator, you usually log in to your website using a specified URL or a log in button.

On the EPiServer Commerce sample site, clicking Log In in the top menu will take you to the login page of
the website. Enter your user name and password, and click Log In.

Note that the login page on the sample site is the same for both customers logging in to their account, as
well as for editors and Commerce administrators. What you are allowed to do after you have logged in,
depends on your access rights.

Access options

When logged in to your EPiServer Commerce website, you will have some different options depending
on your access rights. In the examples in this documentation we assume that you have full permission to
the different parts of the EPiServer Commerce website.

Select Commerce Catalog to access Commerce directly to work with e-commerce features.

( 2 ePiSERVER

Dashboard
CMS Edit

Commerce Catalog

You can also go directly to your personal dashboard by selecting the Dashboard option, or to the CMS
Edit view by selecting CMS Edit.

V|

Navigation

Pull down the global menu available at the very top to navigate your way around. In the menu you will
find the different systems integrated with your website. Select Commerce to display the Commerce
options.Select Catalogs to work with products in Commerce, Commerce Manager for additional store
administration features, or CMS for managing other website content.

Dashboard CMS Qgelnutle:8 Add-ons EPISERVER @ ? XL admin Q

Catalog Commerce Managel

K

The options you see may vary depending on your access rights. In the examples in this doc-
umentation we have assumed that the user has full permissions to all functions in EPiServer
Commerce.
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Introduction

The EPiServer platform with OnlineCenter is the common framework used by EPiServer products, con-
taining features available with all product installations. OnlineCenter offers an overview with easy access
to all installed systems. From here you can also access the online help, perform global searches, and cus-
tomize your settings.

The global menu at the top holds the navigation for all systems integrated with your website. This is a
plug-in area which can also be used to provide access to third-party products integrated with EPiServer
products.

Dashboard H®YER Add-ons

Edit Admin Reports  Visitor Groups  Live Monitor

The upper left part of the global menu holds the following options:

e Dashboard features a customizable area where you can add gadgets for quick access to common
tasks or other activities on the website. A gadget is a small application that can be made available
for easy access from the Dashboard in EPiServer OnlineCenter and the assets pane and nav-
igation pane in EPiServer CMS and EPiServer Commerce. There are gadgets available both for
the EPiServer platform as well as product-specific ones, for example gadgets for forms viewing,
visitor groups statistics, version management and the product catalog in Commerce. Developers
can create customized gadgets for specific purposes, see EPiServer Framework SDK.

e [Products] features the system interface for the various products in your installation where you
manage the content on your website, for example, text and images on web pages in EPiServer
CMS and products in EPiServer Commerce. Depending on which system you select in the menu,
the submenu on the second row will change to display the functions for that specific system.
Please refer to the relevant product-specific documentation.

e Add-ons provides access to the EPiServer Add-on Store where system administrators can man-
age plug-ins and upgrades for both EPiServer and third-party modules.

EPISERVER @ ? AL Q

The upper right part of the global menu holds the following options:

e EPiServerlogo takes you to www.episerver.com.
e ?provides access to the online help for the various products in your installation.
e The earth globe symbol provides view options for the websites.

e The user profile symbol provides access to personal system settings, license agreement and to
log out from the website.

e The magnifier symbol allows you to perform a global search.

Dashboard

The Dashboard is a personal area used for aggregation and display of important website information.
The dashboard is also a plug-in area where you can add customized gadgets for presenting high-level
information or provide quick access to common tasks or frequently used features. It can be for instance
viewing recently changed pages or monitoring a web form.
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When logging in to the website, the dashboard can be accessed by selecting Go to my Dashboard in the
EPiServer log in dialog, or from the Dashboard option in the global menu.

You can do the following when working with the dashboard:

e Organizing the dashboard. Adding, editing and deleting tabs and columns. You can divide the lay-
out of the dashboard tabs into one, two or three columns, depending on your choice.

e Gadgets. Organizing gadgets in columns and under tabs. Adding, editing and deleting gadgets,
see Gadgets.

Tabs

Tabs are used for organizing the dashboard information. You can create your own tabs, and add gadgets
of your choice. You can for instance have one tab for the marketing team, and one for product editors,
with specific gadgets available for each of these groups. You can customize the layout of each tab by set-
ting the number of columns for displaying information. There will always be at least one default tab avail-
able in the overview.

LG LLEIGY CMS  CMO  Add-ons EPISERVER @ 7 4 Q

General B~ Marketer Editor-in-Chief

RSS Feed Reader Forms Viewer Al B gatis

New Tab

Rearrange Gadgets

XFormsViewerGadgetDemo

EPiServer World RSS Feed! Posted Gender
Getting started with EPiServer plugin development =[] Today 1:39 PM male
10/28/2012 2:59 AM Today 1:39 PM female
. . Today 1:39 PM female
Recently I had the opportunity to attend the EPiServer
Developer Training, which is an excellent start to using Today 1:38 PM male
EPiServer as a developer. Ileft the training confident that I Today 1:38 PM male
::tl\tdhgevelop a website which is exactly what I was hoping for. Today 1:38 PM male
Today 1:38 PM male
Today 1:37 PM male
Commerce in Windows 8
Today 1:37 PM male i

10/26/2012 5:59 PM

It looks like Microsoft has decided that a file included with the
.NET Framewaork 3.5 and used by Commerce is not importent so -

-

© EPiServer AB



Creating Tabs

ESGEIGE CMS  CMO  Add-ons
General - Marketer

Layout 3

Editor-in-Chief

Delete Tab

EPiServer World RSS Feed!
Getting started with EPiServer plugin development
10/29/2012 2:59 AM

Recently I had the opportunity to attend the EPiServer
Developer Training, which is an excellent start to using
EPiServer as a developer. I left the training confident that I

could develop a website which is exactly what I was hoping for.

At the...

Commerce in Windows 8
10/26/2012 5:59 PM

It looks like Microsoft has decided that a file included with the
.NET Framework 3.5 and used by Commerce is not importent so

(]

Add a new tab on the dashboard as follows:

Forms Viewer

EPISERVER @ 7 4
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1. Select New Tab from the dashboard menu.

2. Select Rename Tab in the drop-down list for the tab you want to add and type a name for the tab.

3. In Layout, define how many columns the tab information area will have by clicking one of the avail-

able options.

4. Add the gadgets you want to the tab you have just created as described in Adding a Gadget.
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L 1 You cannot change the order of tabs after they have been created.

Editing Tabs

Edit a tab on the dashboard as follows:

© EPiServer AB

|



20 | User Guide for EPiServer 7.5 Commerce

1. Click the arrow for the tab you want to edit. You have the following options:
e Select Rename Tab to change the name of the tab.

e Select Layout to change the number of columns on the tab. All existing gadgets will be
moved to available columns in the new layout.

2. Select Save to save your changes.

Deleting Tabs

Delete a tab from the dashboard as follows:

1. Click the arrow for the tab you want to delete.
2. Select Delete Tab in the drop-down list for the tab you want to delete.

3. Select Yes to confirm the deletion.

There must always be at least one tab available on the dashboard, which means that the last
remaining tab cannot be deleted.

Gadgets

A gadget is a small application that can be made available for easy access from the Dashboard in
EPiServer OnlineCenter and the assets pane and navigation pane in EPiServer CMS and EPiServer
Commerce. There are gadgets available both for the EPiServer platform as well as product-specific ones,
for example gadgets for forms viewing, visitor groups statistics, version management and the product cata-
log in Commerce. Developers can create customized gadgets for specific purposes, see EPiServer
Framework SDK.

Each gadget has a drop-down menu in the upper right corner. What you see in the menu depends on the
functionality available for the gadget, but you will most often find at least the Edit and Delete options here.

You have the following options:

Customizing your gadget settings
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You can customize your settings on the panes by adding, moving and deleting gadgets. You have the fol-
lowing options:
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ol Pane settings. Click the cogwheel symbol to open a menu with gadget options, for example,

add gadgets to the pane.

Gadget settings. Click the arrow next to the cogwheel symbol to select options for the specific

to minimize and -~ to maximize the gadget.

- gadget, for example, remove the gadget from the pane.
__ | Gadgets options. Click the arrow to select options for the specific gadget.
Toggle minimize and maximize gadget. Click
Remove. Click to remove a gadget.
Adding a gadget
Gadgets

All MName -

Content Blocks Displays a list of blocks

cMS Media Media management

Recent Lists items you have recently

Recently Changed

Sites

Tasks

Versions

Add a gadget to the pane as follows:

1. Click Add Gadgets.

accessed.

Lists the last items that have
been changed for the website.

A tree where you can change site
and language

Lists things to do, for example,
manage recently edited pages
and publish unpublished content

Version list for current item

Close

2. The Gadgets window shows a list with all gadgets. By clicking the product name to the left, you

can filter product-specific gadgets.

3. Click the plus symbol for the gadget you want to add. If you select several gadgets, they are added

on the pane in the order you have selected them.

4. Click Done.

Moving a gadget

The dashboard and panes are locked by default. You can organize these areas by moving gadgets

around and placing them where you want them.

The dashboard is organized into columns, and gadgets can be moved up and down in a column, and

between columns.
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Move a gadget on the dashboard and panes as follows:

1. Select Rearrange Gadgets to unlock the settings.

2. Move a gadgetin the pane by dragging it to the highlighted area where you want it, and then drop
it.

3. Select Rearrange Gadgets again to lock the settings.
Editing a gadget
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Edit a gadget as follows:

1. Click Select Options and select Edit . Depending on the type of gadget, editing can be done in dif-
ferent ways.
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2. Change the options for gadget. For example, for the Forms Viewer gadget you can change the
number of items displayed in the regular and maximized view.

3. Select OK to save your changes.

Removing a gadget
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Remove Gadget

Edit

Remove a gadget from the dashboard and panes in any of the following ways:

e Unlock the pane and click " for the gadget, and lock the pane again.

e Select the gadget settings and select Remove Gadget.

Out-of-the-box gadgets

A gadget is a small application that can be made available for easy access from the Dashboard in
EPiServer OnlineCenter and the assets pane and navigation pane in EPiServer CMS and EPiServer
Commerce. There are gadgets available both for the EPiServer platform as well as product-specific ones,
for example gadgets for forms viewing, visitor groups statistics, version management and the product cata-
log in Commerce. Developers can create customized gadgets for specific purposes, see EPiServer
Framework SDK.

Gadgets on the dashboard

The following gadgets are available on the dashboard on the EPiServer CMS sample site:

Forms Viewer

The Forms Viewer gadget provides a possibility to monitor the activity for a specific web form, for
instance a poll, a registration or contact form. This is intended not only for editors, but anyone who has an
interest in the activities of your website, for instance a marketing or business area manager.

The Form Viewer will display a selected number of the latest activities for instance the latest votes or
registrations to a form. The result of the Forms Viewer gadget can also be displayed graphically, provid-
ing a quick and easily interpreted overview of the form activities.

Add a form and configure the settings for theForms Viewer gadget as follows:
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1. Click Edit in the drop-down list in the top right corner of the gadget.

Forms Viewe!

Today 12:50 PM female
Today 12:50 PM male
Today 12:50 PM male
Today 12:50 PM male

——150

——100

L 50

2. Select Demo mode to view the form in graphical demo mode. Note that you will need to prepare a
demo view file of the form. This will then appear in the Select Form drop-down list. There is an
example form viewer, “XFormsViewerGadgetDemo”.

Forms Viewe

Settings

¥] Demo mode
Select form XFormsViewerGadgetDemo [~

Fields to view

Name
Phone
¥| Gender

Number of items to display 50
V| Display item post date

Chart settings

7] Display chart
Chart periodicity Per month El

Automatically update Often (every 60 seconds) [=]

23

3. Selecta form in the Select form drop-down list. Depending on the form you select, you will get dif-
ferent options of fields to include in the viewer. In this example, a contact form with a name, e-mail
and a message, has been selected.

In the Display item post date, you can choose to display the date of the form posting.
Select the number of form post to display in the Number of items to display field.
Select Display chart to display a chart for the form.

Select the periodicity for the chart in the Chart periodicity drop-down list.

© N o o &

Select the frequency for information update in the Automatically update drop-down list. This set-
ting determines how often the information in the forms viewer will be updated.

9. Select OK to save the seftings.

External Links

The External Links gadget provides an overview of the external links of your website. This is useful if you
want to find out to which external websites you are referring to from your own site.

Add external links as follows:

When adding external links, you can select the number of items to display in the list. The list will display
the number of pages that contains one or several links to each external web address. You can also
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choose to see a more detailed item list by selecting Show details. This option will display the full URL for
each link.

External Links

Settings

V] Show details
Number of items to display 20 E

o

Notes

With the Notes gadget you can add “post it’ notes on the dashboard. When you have inserted the Notes
gadget on the Dashboard, you can enter the text directly in the notes area. You can also customize the
appearance of the Notes gadget.

Set up the Notes gadget as follows:

You have the following customizing possibilities for the Notes gadget:

e Change the text size by selecting a size in the Text Size field.

e Select a background color in the Background Color field.
Notes

Settings

Text Size Normal El
Background Color Pink E

RSS Feed Reader

The RSS Feed Reader gadgetis a example of how you can use gadgets to display RSS feeds on the
dashboard. The gadget shows the latest feeds from an RSS source of your choice. You can define the
number of feeds to be displayed in the gadget.

Setup the RSS Feed Reader gadget as follows:

RSS Feed Reader

EPiserver World RSS Feed!
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Enter the URL for the RSS feed of your choice. Define the number of feed items to be displayed and enter
a title for the RSS feed. Click Fetch title from the feed to use the default title from the source. Click OK to
save the RSS Feed Reader gadget. You can create multiple RSS Feed Reader gadgets if you want.
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RSS Feed Reader

Settings

Feed URL

http:/ /world.episerver.com /en/Blogs /?fel

Items to show 3

Title

EFiServer World RSS Feed! jetehyitlegtromyteed,

Visitor Groups Statistics

The Visitor Group Statistics gadget displays an overview of selected visitor groups in different time peri-
ods. You can set up the Visitor Group Statistics gadget to follow statistics for the visitor groups viewing
the personalized content. By default statistics will only be counted once per session for each visitor group.

You can use this gadget on the dashboard, on the panes, as well as in your iPhone or iPad.

Set up Visitor Group Statistics as follows:

1.

In the Statistic View section, select to show the statistics in the following views:
e Visits - Column Chart. Shows statistics for visits as column bars.

e Visits - Line Chart. Shows statistics for visits as a line chart. Use if you want to view the
statistics for only one visitor group.

e Total visits - Pie chart. Shows total statistics for visits in a pie chart.

Visitor Group Statistics

Statistics View

Graph by Visits - Column Chart E

Show Statistics For Visitor Groups

Select All | Unselect All

7] Alloy Track for free
V| Finnish travelers

In the Show Statistics For Visitor Groups section, select the visitor groups you want to include in
your statistics. Or, use the jump buttons Select All and Unselect All.

When you are done, click OK.

You can change the display of the statistic diagrams Graph by, use the jump buttons to see the
statistics in the following diagrams:

e Graph by, use the jump buttons to see the statistics in the following diagrams
e Day. Shows statistics for visitor group matches the latest day.
e Month. Shows statistics for visitor group matches for the latest month.

e Year. Shows statistics for visitor group matches for the latest year.

. [ﬁ] By clicking the Select Date Interval icon, you can select the start and end dates in the
statistics interval.

EPiServer CMS-specific gadgets

The following EPiServer CMS-specific gadgets are available in the editorial interface on the sample site:
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Pages

The Pages gadget provides a list of all pages on the website in a tree structure.

Sites

The Sites gadget gives you access to change language in the tree structure on your site.
Tasks

The Tasks gadget provides a list of tasks in the navigation pane to take action on.
Blocks

The Blocks gadget gives you access to drag and drop shared content as blocks on a page and create
new blocks, see Managing blocks.

Media
The Media gadget gives you quick access to upload and manage files and folders, see Managing media.

Versions

The Versions gadget fives you access to the version list of the page or block you are working on, see
Managing versions.

Recent

The Recent gadget shows the content that you recently have visited.

Recently Changed

The Recently Changed gadget lists recently changed content on the website and selected language.
You can choose to view either all changes or your own changes only. The list of changed content will be
displayed showing name, status, modification date, the user who has done the change.

Commerce-specific gadgets

A gadgets is a small application that can be made available in the user interface. Gadgets can be added
to the Assets and Navigation panes, as well as to the EPiServer Dashboard. The EPiServer Commerce
sample site features a number of predefined gadgets suitable for e-commerce websites. The predefined
Commerce-specific gadgets are described in more detail in the following.

Commerce orders gadget

The Commerce Orders gadget displays orders statistics in the form of a sales graph and a list of pur-
chase orders in a time interval of your choice.

Do the following to add and configure the Commerce Orders gadget:

1. Login to EPiServer Commerce and select Dashboard in the right-click menu.
2. Selectthe Dashboard tab under which you want the gadget to appear.

3. Select Add Gadgets in top left corner of the dashboard, and then select the Commerce Orders
gadget by clicking on itin the list. The gadget will be displayed on the dashboard. By default, it will
be updated to display new data every 30 seconds.

4. To update the refresh interval, select Edit in the drop-down menu of the gadget, and enter a new
time interval. Click OK to save you changes.

When the Commerce Orders gadget has been added to your dashboard, you will be able to easily mon-
itor sales activities for your EPiServer Commerce website.

Commerce overview gadget

The Commerce Overview gadget shows sales data from the e-commerce system. The data is grouped
by products, categories, orders, customers and promotions.
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Do the following to add and configure the Commerce Overview gadget:

1. Login to EPiServer Commerce and select Dashboard in the right-click menu.
2. Selectthe Dashboard tab under which you want the gadget to appear.

3. Select Add Gadgets in top left corner of the dashboard, and then select the Commerce Overview
gadget by clicking on itin the list. The gadget will be displayed on the dashboard. By default, it will
be updated to display new data every 30 seconds.

4. To update the refresh interval, select Edit in the drop-down menu of the gadget, and enter a new

time interval. Click OK to save you changes.

When the Commerce Overview gadget has been added to your dashboard, you will be able to easily mon-
itor sales data from your EPiServer Commerce website.

Community approval gadget

Users logged on to the sample site can add comments (reviews) to products on the site. The Com-
munity Approval gadget makes it possible for EPiServer Commerce administrators and editors to man-
age comments that are left by website visitors. This gadget provides an overview of the commenting
status, and you can view, approve or delete comments from here.

Do the following to add and configure the Community Approval gadget:

1. Login to EPiServer Commerce and select Dashboard in the right-click menu.
2. Selectthe Dashboard tab under which you want the gadget to appear.

3. Select Add Gadgets in top left corner of the dashboard, and then select the Comment Approval
gadget by clicking on itin the list. The gadget will be displayed on the dashboard.

4. By selecting Edit in the drop-down menu of the gadget, you can set the number of approval items
to display, as well as the length of the description.

5. Click OK to save you changes. The gadget will be displayed on your dashboard.
Do the following to use the Community Approval gadget:
1. Log in to EPiServer Commerce and select Dashboard in the right-click menu and select the Dash-

board tab under which the Approval gadget is located.

2. You can chose to view all comments, or filter them according to their status - Approved, Pending
or Deleted. Click Refresh to update the list if needed.

3. Selectone or more comments for which you want to update the status, by clicking the checkbox to
the left of each comment. Click the top left checkbox to select all comments displayed in the list.

4. Selectthe status you want to apply - Approve, Mark Pending or Delete. For instance, select
Approve to approve the selected comments.

5. Comment abuse report gadget

6. The Comment Abuse Report gadget makes it possible for EPiServer Commerce administrators
and editors to manage comment abuse reports that have been created by website visitors. This
gadget provides an overview of abuse reports, and you can remove selected comments from
here.

7. Do the following to add and configure the Comment Abuse Report gadget:

8. a. Log in to EPiServer Commerce and select Dashboard in the right-click menu.
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b. Selectthe Dashboard tab under which you want the gadget to appear.

c. Select Add Gadgets in top left corner of the dashboard, and then select the Comment
Abuse Report gadget by clicking on itin the list. The gadget will be displayed on the dash-
board.

d. By selecting Edit in the drop-down menu of the gadget, you can set the number of items to
display, as well as the number of abuse reports to be displayed for each comment.

e. Click OK to save you changes. The gadget will be displayed on your dashboard.

9. Do the following to use the Comment Abuse Report gadget:

10. a. Loginto EPiServer Commerce and select Dashboard in the right-click menu and select
the Dashboard tab under which the Comment Abuse Report gadgetis located.

b. Selectthe comments you want to manage by clicking the checkbox to the left of each com-
ment. Click the top left checkbox to select all comments displayed in the list.

c. Click Remove Comment to remove the comment. Select Ignore to leave the comment
without any actions.

Commerce settings for CMO gadget

With EPiServer Campaign Monitor and Optimization (CMO) you can measure and monitor campaigns
on your website and optimize your landing pages. EPiServer CMO provides a simple way to analyze cam-
paigns and landing pages, rather than whole sites. Find out more about EPiServer CMO in the user doc-
umentation on world.episerver.com.

EPiServer CMO can also be used for monitoring activities on an EPiServer Commerce site. You can for
instance monitor the number of views or orders for a specific product or product category. The logging of
Commerce KPI data is supported using the Generic KPI function in CMO. The number of orders is an
example of a generic KPI. This allows for external applications such as Commerce to send notifications
using a specific application key. The application names and keys are defined in EPiServer CMO, which
will then listen for incoming notifications with these specific key values, and collect and store the data.

The following procedure applies when setting up the integration between CMO and Commerce:

e Setup the web services to be used by EPiServer CMO and the corresponding URL to be used.
e Define the external applications, their application names and keys, in EPiServer CMO.

e Define the product views and/or product orders you want to monitor, using the EPiServer Com-
merce Settings for CMO gadget. Here you will need the application keys and the URL for the
CMO Web Services.

e In EPiServer CMO, create a campaign and add the generic KPI for EPiServer Commerce.
o EPiServer Commerce will update the KPI value using web services.

e The monitoring result will be displayed on the campaign report page in CMO, or by using the
CMO KPI Summary gadget for EPiServer Commerce on the site that has the EPiServer CMO ser-
vice installed.
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The collected data for EPiServer Commerce is defined in the EPiServer OnlineCenter using the Com-
merce settings for CMO gadget, as described in the following.

To use this gadget you need to have both EPiServer CMO and EPiServer Commerce installed
on your website.

Adding the Commerce settings for the CMO gadget

When you add and configure this gadget, you can choose to monitor activities for a selection of product(s)
or order(s).

Do the following to add and configure the CMO gadget for EPiServer Commerce:

1.

2
3.
4

Open the EPiServer OnlineCenter for your website(s) and select Add Gadgets.
Click on the Commerce setting for CMO gadget to add it to your dashboard.
Click Add to define the monitoring parameters.

Select Type, choose either Product View or Product Order. The Product View will define views of
a product or all products under a specific category (node). The Product Order will define orders for
one selected product or all orders of products under a specific category (node).

In the Product/Category field, choose a product or a category by selecting an option in the tree
structure on the left hand, and click Search in the area to the right. Select a product in the search
listand click Select. Or, you can select an entire category (node). You can also search directly for
a product name or ID. Click Select to add your selection.

In the Application Key field, enter the application ID (defined in EPiServer CMO).

In the URL for CMO Web Service field, enter the URL to be used by CMO for the web service
(defined in EPiServer CMO).

Editing Commerce settings for the CMO gadget

Do the following to edit a set of settings for the CMO Gadget:

1.

2,

Open the EPiServer OnlineCenter Dashboard, and navigate to the Commerce settings for CMO
gadget.

Click the Edit icon for the settings you want to edit.
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3. Update the settings information, please refer to the section about adding the Commerce settings
for CMO gadget.

4. Click OK to save your changes.

Deleting Commerce settings for the CMO gadget

Do the following to delete the settings for the CMO Gadget:
1. Open the EPiServer OnlineCenter Dashboard, and navigate to the Commerce settings for CMO
gadget.
2. Inthe check box to the left, select the set of settings you want to delete.

3. Click the Delete button and click OK to confirm.

Add-on system

The EPiServer Add-on Store feature contains plug-ins and extensions developed by EPiServer and third-
party companies, with which site owners and system administrators can extend their website platform.
EPiServer Add-on Store makes add-ons easy to find and get started with, and ensures that they will work
on the platform. With this feature you can modularize upgrading of the platform by having smaller main-
tainable pieces, and can also add value to the platform that speeds up time to test and roll out new
releases.

The EPiServer Add-on Store supports the following:
e Lists available packages for the environment (products, version) to install and uninstall in a list
e Lists available packages to upgrade, as well as see already installed packages in a list

e Provides possibility to add package files to the list for installation and upgrade through upload

Dashboard CMS  CMO EPISERVER @ 7 1 Q

| Manual Upload ‘Restart your site after you have installed or uninstalled add-ons. Learn More

Installed

Installed Add-ons

EPiServer Add-ons
EPiServer Beta

Name Description Tags Installation date By
Third-Party Add-ons

EPiServer 7.5.373 EPiServer 7.5 [ Core Add-on |
EPiAddOnsTest S
EPiBetaTest EPiServer Add-On Core components — EPiServer-Platform Core Add-on

Store Platform for the Add-on U \

pdate available

ThirdPartyTest 3.0.1770 stare

Updates
EPiServer Add-On The Add-on store  EPiServer-UI Core Add-on

Store UI 3.0.1770 user interface Update available

EPiServer Edit UI  Used for updating EPiServer-UI Core Add-on

3.0.1028 EPiServer 7 CMS Update available
Edit user interface

EPiServer UL Core components  EPiServer-Platform Core Add-on

Platform 3.0.1134 for the user

Update available
interface

Access the EPiServer Add-on Store by clicking Add-ons in the global menu. The EPiServer Add-on Store
consists of the following views:

e EPiServer Add-ons, EPiServer Beta and Third-Party Add-ons shows the list of available mod-
ules from a feed that you can install, see Installing a package. You can browse or search to see
available add-ons that can be installed on your website, or which can be updated. EPiServer
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provides a sample of add-on packages to get started with, and you can test some add-onsin a
beta version. Some add-ons can be purchased, and others are free. Here you will also see inform-
ation about the package and instructions after installation for a quick start.

e Installed shows the list of installed modules you can upgrade or uninstall. When an update is

available you will also be notified about it here.

e Updates shows the list of all available upgrades, see Upgrading a package. The EPiServer Add-
on Store on the website will be able to determine which add-ons that can be installed based on
the particular platform version. In addition, add-on packages can have dependencies on other
add-on packages, which will ensure that these can only be installed or uninstalled in such com-
binations that all dependencies are met.

e Manual Upload is where you upload and install module packages as files on your website that
has not been listed in EPiServer Add-on Store, see Uploading a package as a file for installation
or upgrade.

EPiServer Add-on Store has the following buttons:

e The Install button will add the module to the site and the Uninstall button will remove the module
from the site.

e The Update button will upgrade the module to the site.

Tip Clicking any of the header columns in the Installed view makes it possible for you to sort

-
the installed add-ons in ascending or descending order, by tags, date and more.
LT Tip Clicking More information on an add-on provides detailed information, such as name,
description, creator, and dependencies. The add-ons can be tagged for browse filtering.
LT Note To access the EPiServer Add-on Store interface for installation, upgrading and upload-

ing, you need to be a member of either the CmsAdmins or the PackagingAdmins role.

The packages for installation and upgrading are in nupkg file format. For detailed technical information
about how to develop your own add-ons to upload in the EPiServer Add-on Store, refer to the EPiServer
Framework SDK > Developer Guide.

Installing a package
Install a package as follows:
1. Under Add-ons > select EPiServer Add-ons. You can also install beta versions and third-party
add-ons.
2. Selectthe package you want to install and click Install. Confirm the installation.
3. You will receive an action feedback message. After the uninstallation has finished, click Restart

site now if that button appears to restart the website.

Uninstalling a package

Uninstall a package as follows:

1. Under Add-ons > select Installed.

2. Selectthe package you want to uninstall and click Uninstall. Confirm the uninstallation.

3. Atfter the uninstallation has finished, click Restart site now if that button appears to restart the web-
site.

Updating a package
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When an update is available for the installed add-ons on your website, you will be notified by the Update
option.

Upgrade a package as follows:

1. Under Add-ons > select Installed or Updates.
2. Selectthe package you want to upgrade and click Update.

3. Atfter the uninstallation has finished, click Restart site now if that button appears to restart the web-
site.

Note Also the EPiServer Add-on Store itself on your website sometimes needs to be
upgraded. It works like installing any add-on except for that it cannot be uninstalled (the Unin-
stall button is unavailable).

Uploading a package as a file for installation or update

You can also manually install or update add-ons through multiple files upload.

Upload a package as follows:

1. Under Add-ons, select the Manual Upload button.

2. Click the Select Packages button and browse to one or several packages you want to install and
click Install. The package will be installed to the local repository as well as deployed on the site.

3. Atfter the uninstallation has finished, click Restart site now if that button appears to restart the web-
site.

Generic functions, toolbar and panes

Using the toolbar and the panes in the user interface of EPiServer CMS edit view gives you access to the
relevant functions when working with the content and its structure. Some buttons can be unavailable in
your installation, which means either that you are not authorized to use them or that they has not yet been
activated.

There are two ways of editing content in the user interface: Through the on-page editing view and the all
properties editing view.

The following functions are commonly used in EPiServer products:

e Context-sensitive actions. You will only have access to the relevant actions in a context, for
example, the preview option when editing a page. In addition, some options are only available if
you have access rights, for example, publishing or removing content. The navigation pane sup-
ports common actions for pages in the tree structure, whereas the toolbar gives you access to the
relevant actions in a specific context. For example, when you select a page to edit you are
assumed to change the content as well as publishing the page. Therefore, only the buttons that
are relevant for these functions are available.

e Primary actions. Some actions are opened in a new window, for example, to confirm that you
want to move a page. The background appears dimmed, which means that you first must finish the
action before you can continue. Another example is the publishing flow, where the bright color of
the publishing button shows that itis the primary action.

e Action feedback and notifications. When you perform a successful action, for example, pub-
lishing a page, itis confirmed by a message.

o Some status messages also require an action from you, where a symbol displays the num-
ber of status messages for the content, for example, to notify you to take action if the page contains

any errors.
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Tooltip. You can view information about the page as a tooltip on mouse-over, for example, but-
tons, pages in the tree structure.

Drag-and-drop operations. You can drag pages, blocks and media to the page you are working
with, as well as a page from the tree structure to create a link on the page. See Assets.

Keyboard commands. You can use the keyboard for common actions in a standardized way,
such as performing actions in the page tree or formatting text in the rich-text editor. This doc-
umentation describes available commands on the EPiServer CMS sample site issued on PC or
Mac. The following standard keyboard shortcuts are most commonly used commands in the user
interface:

— Ctrl+c or Cmd+c to copy, for example, to copy a page in the tree structure
— Ctrl+x or Cmd+x to cut
— Ctrl+v or Cmd+v to paste
— Escto close a dialog or pane
- Delete or Cmd+Delete, for example, to remove a page in the tree structure
Customizable user interface. You can drag the panes to the size you want, pin your settings, and

add gadgets to the dashboard in EPiServer OnlineCenter, as well as the navigation pane and the
assets pane for quick access.

Support for different time zones. Depending on which function you are using, the system time
mainly works in the following way:

- Editorial interface. When you are working with the contentin the editorial interface, such
as publishing and scheduling publishing, this is done in your local time zone.

— Administrative interface. When you want to run scheduled jobs in the administrative inter-
face, this is done in server time. Mostly this is the same as your local time zone, but for web-
sites with editors and administrators in several countries this time zone can be different
from your local one. Contact your hosting supplier to find out whatis applicable to your
website.

On-page editing view

The image below shows the user interface parts and their names used in this documentation.
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From on-page editing view you can access the following areas on the sample site:
e Global menu on the top is used for global navigation.

Dashboard J®VSR Add-ons

Edit Admin Reports  Visitor Groups  Live Monitor

e Toolbar on the top contains the available tools for editing the content depending on which context
you are working in.

— L~}
+/[e @]
Start

On the toolbar you also have the following button for creating a new page and block:

— Add page or Add block, see Creating content.
[+

[punir ] (]

View options and Preview are buttons to view the content in different ways, for example,
language and resolution, see Previewing.

| ]

Content breadcrumbs shows where in the tree structure the contentis located on the tool-
bar. You can also click these breadcrumbs (links) to navigate on the website.

e Content area shows the current page, block or media item. It can also be a specific area on a web

page for adding content through drag-and-drop operations, and editing content through the rich-
text editor.

Start  Alloy Plan  Alloy Track  Alloy Mest  Aboutus  Yellow

AlloY

m =|

b

Wherever you

. Uy
4, 77" meet!
~ray, N
Alloy solves the two most pressing
?‘ problems in long distance collaboration -

better communication and better project
management

|

‘ou can drop pages and blocks here, or create a new block

o Navigation pane to the left shows the pages of the website as a tree structure.

Navigation pane button opens the navigation pane to default width. You can then drag to
expand the pane to the size you want, and pin it with the pane pin button.

Navigation pane tab bar on the top has the tree structure on the Pages tab in EPiServer
CMS and the Products tab in EPiServer Commerce, as well as the activated website lan-
guages on the Sites tab, and tasks on the Tasks tab.

e Assets pane to the right contains a folder structure with blocks, media and other tools for cus-
tomization.

Assets pane button opens the assets pane to default width. You can then drag to expand
the pane to the size you want, and pin it with the pane pin button.
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— Assets pane tab bar on the top has the blocks library on the Blocks tab, and the media
files library on the Media tab.

e Flyout pane is where you can edit the content of a particular property, for example, sort the order
of block items or link items. When you are done with editing the content, click Done. Your changes
are automatically saved.

Large content area

E alloy Meet jumbotron
F & Personalized Group

H alloy Meet teaser
H alloy Plan teaser

H alloy Track teaser

You can drop pages and blocks here, or create a new
block

| Done ‘

o All properties button opens the view where you can edit all properties for the content. See all
properties editing view.

0 —
0 —
0 —

e Pane settings is where you can add gadgets to the pane, and change the order of them.

e

e Pane pinis used to pin the navigation pane and assets pane. If you have expanded the pane,
pin to save your settings to the next time you log in to the website.

X

e Notification bar is used to show notifications, for example, how many pages that are using that
particular content, or if content can be translated.

e Autosave saves all changes in the content automatically.

e Actions menu is a context-sensitive combo button on the toolbar with different publishing options
that transforms depending of the content status and your access rights.

e Content status shows a short message, for example, if the content is ready to be published, or
has been scheduled.

e Context menu shows the selectable options for a pane or gadget depending on which context
you are in, for example, copy or move a page. These options are also available on mouse-over in
the tree structure for pages, blocks, folders and media. See Creating content.

B Delete Version
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e Gadget options. Here you have the options to show contentin other languages and move content
to trash.

-

About how to use the on-page view for editing, see Working in edit view.

All properties editing view

The image below shows the user interface parts and their names used in this documentation.
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From all properties editing view you can access the following areas in a standard installation:

e Page settings or Block settings contains status and important properties (marked as 1 in the
image).

e Tab bar contains the tabs for the particular content type, and can be set up by configuration
(marked as 2 in the image).

e Tab content shows the properties for the tab you have selected (marked as 3 in the image).
e On-page editing button opens the view where you can edit the content directly on-page.
About how to use the all properties view for editing, see Working in edit view.

Navigation pane

The navigation pane contains the page tree structure and other gadgets for navigation, which you can
customize. You can drag the panes to the size you want, pin your settings, and add gadgets to the dash-
board in EPiServer OnlineCenter and the panes for quick access.

For a list of available gadgets and how to add them to the dashboard or panes, see Managing gadgets.

The navigation pane has the following tabs in a standard installation:

o Pages. Here you can navigate and change pages in the EPiServer CMS tree structure. If there are
many pages on your website, you can search for a specific page by typing the page ID or a
keyword in the search box (the page’s name or its content). All pages that match the keyword will
be listed, select the page you are looking for, or click - to clear your search and start over.

e Catalogs. Here you can navigate and change products in the EPiServer Commerce tree structure.
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e Sites. Here you can work with your content in multiple languages.

7
Pages @ Tasks

# Alloy
English [2n]

svenska [sv]

e Tasks. Ataskis a piece of information related to activities in EPiServer CMS, activities that usually
require some kind of action. Tasks can be assigned either to an entire group of people or to single
individuals. A typical example is a page that is set as Ready to Publish by an editor without pub-
lishing rights, then a task will be created with a link to the page, available for review and pub-
lishing by someone with publishing rights, see Saving and publishing content.

On the Tasks tab you can filter the following tasks:

— Draft. Content that has not yet been published in Not Ready status.

- Rejected. Content that has been sent to approval for publishing but was rejected.

- Ready to Publish. Content that is set to Ready to Publish status waiting for approval.
— My Tasks. Pages that are to be approved by you in a workflow.

— Marked as Being Edited. Pages and blocks that you have marked as being edited in the
all properties editing view. Use this list as a reminder to release the pages from the markup
when you have finished editing them.

- Recently Changed. Content on the website that was recently changed, see the Recently
changed gadget.

Assets pane

The assets pane contains a folder structure with blocks, media and other tools, which you can customize.
You can drag the panes to the size you want, pin your settings, and add gadgets to the dashboard in
EPiServer OnlineCenter and the panes for quick access.

© EPiServer AB



Getting started | 39

SR -
Media

Q

@l For All Sites
L] Alloy Meet
L] Alloy Plan
L] Alloy Track
| Call to action
Ll Campaigns
|| Contact portraits
| Customer Zone
L_| Events =

L | News

E Al events butto
# Edit

X cut
I Copy
W Move to Trash

B all events short
HE collaboration ma
HE configuring stat
HE configuring stat

E Risk management sign up form

+ = o~

The assets pane has the following tabs in a standard installation:

e Blocks. Here you can work with reusable content on your website, see Managing blocks.

e Media. Here you can work with images, video, documents and other assets on your website, see
Managing media.

e Catalogs. Here you can work with products in EPiServer Commerce.

For a list of available gadgets and how to add them to the dashboard or panes, see Managing gadgets.

Working in edit view

When you select content for editing, you have the following options on the toolbar:

| Options | :)):ttt:;)ans or Publish. Click any of the following options that appear on the combo

| Publish? | e The Options button appears until you change anything on the page.

e The Publish? button appears when you change any of the content on the
page, and it transforms according to your access rights. The publishing
option is displayed as the primary action by default. If you have access
rights for publishing of pages, both the Publish and Ready to Publish
options appear. If you do not have access rights for publishing of pages,
only the Ready to Publish option appears.

+ Add content. On the toolbar you have the combo button with options to create
New Block or New Page. Name the item and select content type. For a new page,
the draft will be created beneath the page you have selected. For a new block,
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you will be prompted to select block library. To create new page or block, see
Creating content.

All properties. Click to access all properties for editing the content. Default is on-
page editing view.

O —
0 —
D —

Editing directly on a page
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By default you can edit text directly on the page through basic text formatting functions.

Edit an existing page as follows:

1. Selectthe page you want to edit from the tree structure in the navigation pane. You can edit the
highlighted content areas.

2. Move the mouse pointer over the piece of content you want to edit, and click it. The property
names will be displayed on mouse-over, except for the content area.

3. Make your changes. Copy text from other programs and format text, see Using the rich-text editor.
You can also create a block which is a piece of information, for instance a banner or a news list-
ing, which can be inserted into the page you are editing. Blocks are useful when you want to
reuse and share information components on your website. See Blocks for more information on
how to create blocks.

4. When you are done, click Done. Your changes are automatically saved, and a new page version
will be created.

5. When you are done, publish the page in any of the ways as described in Saving and publishing
content. You also have options to undo and redo your changes.

Tip You can see the page settings in on-page editing view when scrolling the mouse wheel.
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Content status on the toolbar

When you are editing content in full width, you will see status information in full text on the toolbar as
shown in the following examples:

Changes to be published

2 will be published on Teday 1:40 PAL
The symbol of the pen 2 means that the content is not available for editing until you cancel the settings,
for example, a scheduled publishing.
When the navigation pane and assets pane are pinned, the toolbar shows the following status symbols of

the content:

A page or a block that has been published will be in Published Version status and
no status symbol is shown.

A page or a block that has been set to Ready to Publish will be in Ready to Publish
status.

%
1

A new page or a block that has not yet been published or set to ready to publish, will
be in Not Ready status.

A published page or a block that has been changed but not yet published, will be in
Not Ready status. It could also has been set to Ready to Publish, if it was not
approved it will be in Rejected status.

X . A page or a block that has been scheduled for publishing:
e New will be in Published status

e Changed will be in Delayed Publish status

Editing content in the flyout pane

Large content area

H alloy Meet jumbotron
b & Personalized Group

H alloy Meet teaser
HE alloy Plan teaser

E alloy Track teaser

You can drop pages and blocks here, or create a new
block

Done

In the flyout pane you can drag pages and blocks and drop them in the content area. You can also create
a new block and sort the items through drag and drop. Click Done and your changes are saved. Pressing
Esc closes the pane without your changes were saved.
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Editing all properties

Your content can have metadata and other non-visible properties. In the All Properties view you can
access all these properties for editing. On the EPiServer CMS sample site a set of tabs is already set up
for each content type, but this may be different for the templates used on your website. Contact your sys-
tem administrator to find out what is applicable to your website.

Please refer to the product-specific description about how to edit all properties.
You have the following options:

o= | All properties. Click to access all properties for editing the content. Default is on-page editing
view.

are Click to add, for example, a category.
~ | Click to browse, for example, a form.

Click to remove, for example, a category.

Previewing

See the different view options as described in Previewing.
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Catalogs

A catalog consists of products and variants (SKUs) organized into a structure based on product cat-
egories or "nodes". Products and variants in the catalog will have associated information such as pricing,
markets, inventories, warehouses and assets such as images and documents.

Products can existin one or more catalogs. Catalogs are independent from one another, and you may cre-
ate as many catalogs as you need and assign them to one or more websites. Product catalogs are often
imported from other integrated systems, but can also be created manually.

The dates that each catalog will be available can also be defined. In this way, future revisions to items
and pricing can be easily prepared and reviewed in advance of the release date to the site.

Note that this documentation describes examples from the sample catalogs delivered with
the EPiServer Commerce sample site. Your installation may look different from what is
described here.

Catalog structure

Catalogs can be structured in a number of ways. For example, you may have various brands or product
lines. Each brand or product line can have its own catalog. Or, a retailer may have multiple suppliers, in
which case you can segment each supplier into its own catalog.

Catalog entries

The catalog is the top-level container for all types of catalog entries:
e Categories - a grouping of purchasable products, for instance "Art Books" or "Cocktail Dresses".

e Products - represent various forms of merchandise that you can display and purchase from the
front-end site. A productis used to group variations where you buy one item in the group.

e Variations/SKUs - corresponds to a specific type of product with specific characteristics. For
example, a "shirt" product will have an individual variation/SKU (Stock Keeping Unit) which
includes size, color and sleeve length.

e Packages and bundles - groups of variations where you buy all the items in the group:

- Packages - comparable to a SKU because the package item must be purchased as a
whole (for instance a computer system). Multiple SKUs make up the package, butit has its
own single unique pricing and SKU number. For example, the matching shirt and hat com-
bination is shrink-wrapped together and sold as a single unit. The package has its own
SKU number and is displayed as a single line item in the shopping basket.

— Bundles - a collection of variations (SKUs) allowing customers to purchase two or more
items at once. All pricing is SKU-specific and separate. For example, a matching shirt and
hat may be presented together on the front-end so that the user can buy both items at
once. In their shopping basket though they will see each item listed separately.

Meta classes and fields

You can define your own meta classes and meta fields for both products and orders. For instance, if
you create a meta class called "Wine" you will want to add meta fields that are characteristic for wine, for

instance "color", "taste", "vintage" and "maturity".
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When meta fields and classes have been created, they will be available for usage when working with the
product catalog. Meta classes and fields for catalogs are defined in the Catalog system part of Admin-
istration. For more information, refer to Catalog meta classes and fields.

Working with catalogs

Working with catalogs include common tasks such as:

e Creating catalogs through import/export or manual creation of catalog entries.
e Categorization and organization of catalog entries.

e Browsing and reviewing catalogs.

e Editing catalogs before launching live on your site.

e Managing pricing for catalog entries.

Importing and exporting catalogs

Managing product catalogs is a central feature in e-commerce, and getting the products into the system is
a primary task when setting up a site the first time. A product catalog can be generated from an external
system and then imported into EPiServer Commerce.

When to import/export

When setting up a new e-commerce site you will of course need to get the products into the system.
Importing a product catalog may also be needed when new products have been added to the catalog in
an external system. The scenario could also be that you want to move or copy existing product catalogs
between websites. Creating catalogs and adding catalog entries manually can be done but is most often
not an option when dealing with large catalogs.

Import/export methods

Existing product catalogs can be exported and imported into EPiServer Commerce as a .zip file, using the
standard exportimport feature. You can also manage the product catalog in bulk using the CSV catalog
import feature. Here you use an Excel sheet and save the file in the .csv format. Before the export/iimport,
the various types of product data is mapped to the desired catalog structure and format. The CSV catalog
import feature can be used for your entire catalog data, or just portions of them.

Editing products after an import

Depending on the import/export setup, the information for the imported products and their variations may
need to be manually edited to be complete. For instance, you may want to add images, documents and
associations to other products. This is described in Editing and publshing catalog entries.

Importing and exporting catalogs

Existing catalog data can be imported or exported to and from EPiServer Commerce using the standard
catalog Import/Export feature. The standard catalog importer imports .zip files exported from Commerce
Manager. Itis a quick way to import catalogs from other EPiServer Commerce sites and start off with a
base to expand your catalog.

Accessing import/export

1. Open Commerce Manager.

2. Access the Catalog List page in the Catalog subsystem. The Import/Export menu is located in
the upper left corner of the main window.

3. Forexporting catalogs, click on the check box for the appropriate catalog nodes.
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4. Click on the Import/Export pull-down menu to choose either import or export. The corresponding

page will appear in the main window.
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Exporting catalogs

There are two ways to export catalogs in the Export Catalogs page.

1. Export everything included in the catalog node that you have selected.

Catalogs | 45

e To do this, click on the Start Export button. The progress window appears and shows the status of

the export.

e When the exportis 100% complete, click on Close to close the progress window

2. Export only the desired files.

e To do this, click on the Download links highlighted in blue.

0 Cet Help For This Page

Export

You're about to export a catalog. Click the button to start.

Exported Files List:
Actions File Name Size Created Last Updated
Download | Delete CatalogExport_Catalog_Wine_Sample.zip 742.90 KB Today, 10:31 AM Today, 10:31 AM

1 Page 1 of 1 (1 items)

Importing catalogs

1. Add the catalog file to upload for import using drag-and-drop from the source location.

The uploaded files will appear in the list of available files for import.

B w DN

When the importis 100% complete, close the progress window.
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Dashboard CMS JE#eun=(«-% Add-ons EPISERVER @ 7?7 A admin

Catalog Commerce Manager

Welcome, admin * Changs Language About ¥ @ Cet Help For Th

Catalog Management =)
- - -~ Import

™5 Catalog Management

Catalog Entry Search It is strongly recommended that you back up your ECF database before performing import.
4

@ Catalog Batch Updare To impart catalog, please pick up an existing file from the grid below or upload a new one. Then click the button 'Start Import! ta start imparting
=3 Catalogs
# [_] Departmental Caralog Files Available For Import:
@[] Templates

Actions File Name Size Creatsd Last Updated
Download | Delete FroductCatalog-20131113-133708.2ip 1.40 MB Today, 1:42 FM Today, 1:42 PM
1 Fage 1 0f 1 (1 items)

Upload Zip Files

Drag files here for uploading!

= Move

Market Management

m Customer Management
- - 0

ﬁ_ Catalog Management

[Floverwrite duplicate entries and nodes
“g Order Management

Importing catalogs using CSYV files

The CSV catalog importis a feature in EPiServer Commerce that enables you to import and manage cata-
log entries (such as Products, Variations/SKUs, Packages) in bulk using an excel spreadsheet (.csv
format). Itis an alternative to manually creating catalog entries, which can be tedious when dealing with a
large amount of catalog data.

This feature enables you to accomplish these key tasks:
e Import your .csv spreadsheets and create new catalog entries in Commerce Manager.
e Setyour catalog items into a desired category structure of your choosing

o Create entry relations to associate one entry with others (e.g., variation/SKUs will appear within a
product or a package)

o Editor delete existing catalog items..

The CSV catalog import feature can be used for your entire catalog data, or just portions of them.

Import overview

Here are the basic steps you can take to import and set up a new catalog using the CSV import feature.
Before you start, choose an existing catalog folder or create a new one (in the Catalog Management sys-
tem in Commerce Manager) to import the CSV files to.

1. Create CSV data files (using Excel Spreadsheet, Notepad, etc.) with information about your cat-
egories, entries, and entry relations.
2. Create necessary meta fields for the new catalog entries (in the Administration system).

3. Upload the CSV data files to the CSV Import page in Commerce Manager, use drag-and-drop to
add the files.

4. Create a mapping file for each CSV file. A mapping file is needed to link each column of data in a
CSYV file to the correct attributes in Commerce Manager.

5. Importthe CSV files and their corresponding mapping files into a specific catalog.

6. Create entry relations to associate one entry with another (for instance a Package and a Product,
or a Product and a Variation/SKU).

Format for CSV files

CSYV files you create and importinto Commerce Manager need to have a specific format.
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The first row should have headers that correspond to different attributes of the data you want to
import (e.g., product name, price, description, image file location, etc.).

There are a few attributes that are in your CSV file to correctly structure your catalog:
Code: A unique code to identify each category or entry
Name: A unique name for each row of data

Entry Type (for entries only): Each row must contain one of the following five words in order for
the Commerce Manager to correctly recognize its entry type --"Variation", "Product’, "Package”",
"Bundle" or "Dynamic Package"

Parent & Child Entry Code (for entry relations only): A CSV file containing these codes can spe-
cify relationships between entries (e.g., display different Variations within a Product).
Although , the following attribute is useful in creating a hierarchy in your catalog:

Action: A command to specify the action that will be taken during the import. Choose one of the
three options: Insert/Update/Delete or I/U/D.

Note: Please make sure to specify an appropriate command for each line of the CSV files. Enter-
ing "Insert" when that data already exist, or "Update" when no data exist will give an error during
import and those line of data will not get successfully imported.

Category Code (by comma): By assigning a category code to an entry, you can specify the cat-
egory that you want to place your entry in.
Also please note this rule:

SEO URL: By design, this attribute that is presentin both categories and entries must be unique
for each item in your catalog. Importing files that contain more than one identical url will resultin
an error.

Mapping types

Different mapping types are used to create the mapping files mentioned in step 4 above.

Category w/ Meta Data — select this type to create a mapping file for your category files.

Entry w/ Meta Data — select this type to create a mapping file for all the entry files (i.e., Packages,
Products, Variation/SKUs, Bundles, and Dynamic Packages).

Entry Relation — select this type to create a mapping file for your entry relation file that specifies
the relationships between entries such as many SKUs to one Product, or SKUs and Products to a
Package.

Entry Association — select this type when creating a mapping file for entry associations (advert-
ising other items under titles such as "You may also be interested in...

Variation w/ Inventory — select this type to create a mapping file to import your Pricing/Inventory
data located in your Variation/SKU Edit screen.

Sale Price — Select this type to create a mapping file for Sale Price file, which specifies different
currencies for each item.

By selecting these options, the Commerce Manager will display different sets of Fields and Attributes for
you to manually assign to each data column of your CSV file. Figure11 shows the display of the mapping
files with the Category w/ Meta and Entry Relations Data type respectively. The items under Fields and

Attributes with superscripts 1 and/or 2 are headers that are required attributes that must exist in the CSV

files you are importing (1- required field for Insert, 2 — required field for Update).

Example: Importing and Setting up a New Catalog

The example below demonstrates how to use CSV import using the guidelines provided above.
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Let us say you want to set up a "Baby Stuff" catalog with categories and entries as shown here in Figure
1.

(Example Catalog)
Catalog Categories & Subcategorios Products Variation/SKLs Packages
Balbwy Stuff Infants — Diapering Supplies - Diapers —————  MNewhborn size Package NB
Size 1 Package 3w 6
—— Sizeld
Size 3
_Wipes— Portable
— — 100 sheets =
300 sheets

Toddlers Potty Training Fants Blue Pants
Pink Pants
Yellow Pants

Figure 1

Prerequisite: Create a new catalog

First, create a new catalog called "Baby Stuff" in the Catalog Management system.
Step 1: Create CSV files containing data for your new entries

The example below is based on an a set of sample .csv files.
These files provide the base for the discussion in the following section.

The sample files contain the following:

e BabyStuffCategories.csv
e BabyProducts.csv
e BabyPackages.csv
e BabyVariations.csv
e BabyVariationlnventoryPricing.csv
e BabyEntryRelations.csv
e BabyAssociations.csv
e BabySalePrice.csv
CSV File Type 1 - Category File
This file specifies data for categories and/or subcategories within a Catalog.

The top line has column headers that will be matched with the Meta fields in the later steps. The headers
can also have different names. As you will see in later steps, Category Code in column 1 is important

since it specifies where the entry data will be stored. The code entered in under Parent Code in column 2
can be used to create subcategories. If the Parent Code is set to "null" or "root," then that category will be
created in the root level of a catalog. In this example, the "Infants" and "Toddlers" category will be created
at the root level, while the "Diapering Supplies" category will be located under "Infants" as a subcategory.
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A B C D E F £

1 Action Category Code Parent Code Category Mame Available from Expires on Available (True/False
2 |Insert Catl rull Infants 1/1/2009 6/1/2009 TRIUE
3 Insert Cat2 rull Taoddlers 1/1/2009 6/1/2009 TRIUE
4 |Insert Catl0 Catl Diapering Supplies 1/1/2009 5/1/2009 TRIUE
3

Figure 2

CSV File Type 2 — Entry Files

These files specifies data for Catalog Entries. The Products, Variation/SKUS, and Packages CSV files for

this example are shown in Figure 3, 4, and 5 respectively.

A B C D E F G

1 Action  Product Code Product Name Entry Type Category Code Available from Expires on Avail:
2 |Insert Prodl Diapers Product Catl0 1/1/20009 6/1/2009
3 |Insert Prod2 Wipes Product Catl0 1/1/2009 5/1/2009
4 |Insert Prod3 Paotty Training Pants Product Cat2 1/1/2009 6/1/2009
5

Figure 3

A B C E F G
Variation Category

1 Action Code Variation Name Entry Type Code Available from Expireson |
2 |Insert Varl Diapers - Newborn size Variation Catl0 1/1/2009 6:00 10/1,/2012 18:00
3 |Insert ar2 Diapers - size 1 Variation Catl0 1/1/2009 6:00 10/1/2012 18:00
4 |Insert Var3 Diapers - size 2 Variation Catl0 1/1/2009 6:00 10/1/2012 18:00
5 |Insert Vard Diapers - size 3 Variation Catl0 1/1/2009 6:00 10/1,/2012 18:00
6 |Insert ars Diapers - size 4 Variation Catl0 1/1/2009 6:00 10/1/2012 18:00
7 Insert Varg Training Pants - Blue Variation Cat2 1/2/2009 11:00 10/1/2012 18:00
g |Insert Var7 Training Pants - Pink Variation Cat2 1/2/2009 11:00 10/1/2012 18:00
9 Insert Vard Training Pants - Yellow Variation Cat2 1/2/2009 11:00 10/1/2012 18:00
10 [Insert War9 Baby Wipes - Portable 80 ¢t Variation Catl0 1/2/2009 11:00 10/1/2012 18:00
11 Insert Warl0 Baby Wipes - 300 ct Variation Catl0 1/2/2009 11:00 10/1/2012 18:00
12 [Insert Warll Baby Wipes - 700 ct Variation Catll 1/2/2009 11:00 10/1/2012 18:00
13

14

Figure 4

A B C D E F €]

1 Action  Package Code Package Mame Entry Type Category Code Available from Expires on  Availa
2 |Insert Package ME  Mewborn Package Package  Catld 1/1/2009 12/31/2010
3 |Insert Package3tof 3to6mo Package Package  Catll 1/1/2009 12/31/2010
4

Figure 5

CSV File Type 3 — Entry Relations File
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This file is used to link one entry to others. In this example, Var1 ~ Var5 (different diaper sizes) are asso-
ciated to Prod1 "Diapers," Var9 ~ Var11 (different quantity for wipes) are associated with Prod2 "Wipes"
and so forth. Also some variations are assigned to packages. Please note that the Prod, Var and Package
codes MUST BE the codes from the entry CSV files (Figure 3, 4, and 5). If you include codes that are not
defined in the entry CSV files, you will get an error while importing them into Commerce Manager in Step

4.
A B C D
1 |Action Parent Entry Code Child Entry Code
2 |Insert Prodl Varl
3 |Insert Prodl Var2
4 |Insert Prodl Var3
5 |Insert Prodl Vard
6 |Insert Prodl Var3
7 |Insert Prod2 Warg
8 |Insert Prod2 Varld
9 |Insert Prod2 Varll
10 |Insert Prod3 Varg
11 |Insert Prod3 Var7
12 |Insert Prod3 Vard
13 |Insert Package MNB Warl
14 |Insert Package MB Varlo
15 |Insert Package3tos Var2
16 |[Insert Package3ton Varlo
17
Figure 6

CSV file type 4 - Associations file

This file is used to create associations between different entries. In this example, Var 10 is associated to
Var 1 as an Accessory, and Var 2 to Var 1 as a cross-sell item.

A B C D E
1 |Action Baby Catalog Association Name Parent Entry Code Child Entry Code Sort Crder £
2 |Insert Accessories Varl Warld 1 i
3 |Insert Customers Who Bought This Item Also Bought Varl Var2 2 C
4

Figure 7
CSV file type 5 - Pricing/Inventory file

This file is used to specify the information for the Pricing/Inventory tab of each individual entry.
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A B C ¥ E F G H J
Track Inventory
1 |Acticon |Entry Code Price |Tax Category | (TruefFalse) Warehouse Weight Package Min Quantity Max Quar
2 |Update Varl 16.99|General Sales TRUE Default Warehouse 1| box 1
3 |Update Var2 17.9%9|General Sales TRUE Default Warehouse 1| box 1
4 |Update Var3 17.9%9|General Sales TRUE Default Warehouse 1| box 1
5 |Update |Vard 18589 | General Sales TRUE Default Warehouse 1| box 1
& |Update Vars 1859 | General Sales TRUE Default Warehouse 1| box 1
7 |Update Vart 25.59% | General Sales TRUE Default Warehouse 1| box 1
g2 |Update Vary 25.59% | General Sales TRUE Default Warehouse 1| box 1
S |Update Vark 25.9% | General ales TRUE Default Warehouse 1| box 1
0 |Update Varg 445 General Sales TRUE Default Warehouse 1| box 1
11 |Update Varll 15.88 General Sales TRUE Default Warehouse 1 box 1
12 |Update |Varll 2599 | General Sales TRUE Default Warehouse 1| box 1
13
Figure 8

CSV file type 6 - Sale Price file

This file is used to specify the information for the Pricing section of the Pricing/Inventory page.

A B C D E F G H 1

1 |Action Entry Code Sale Type Sale Code Unit Price Currency Start Date End Date

2 |Insert Varl BBW1 16.93/USD 1/1/2009 6:00 10/1/2009 18:00
3 |Insert Var2 BEW2 17.99 UsD 1/1/2009 6:00 10/1/2009 18:00
4 |Insert Var3 BEW3 17.99 UsD 1/1/2009 6:00 10/1/2009 18:00
3 |Insert Vard BEV4 18.93/UsSD 1/1/2009 6:00 10/1/2009 18:00
& |Insert Vars BBWS 18.99/USD 1/1/2009 6:00 10/1/2009 18:00
7 |Insert Varg BEBVE 25.99 UsD 1/2/2009 11:00 6/3/2009 23:00
2 |Insert “ar?7 BEBVT 25.99 UsD 1/2/2009 11:00 6/2/2009 22:00
9 |Insert Vars BEBWS 25.99 UsSD 1/2/2009 11:00 6/1/2009 19:00
10 [ Insert Warg BEWSI 4.49 UsD 1/2/2009 11:00 6/2/2009 22:00
11 |Insert WarlD EEV1O 15.99 UsD 1/2/2009 11:00 6/2/2009 22:00
12 |Insert Varll BBW11 25.99 UsSD 1/2/2009 11:00 6/2/2009 22:00
13

Figure 9

Step 2: Create necessary meta fields for the new catalog entries

For this example, no additional meta fields need to be created because the sample spreadsheet uses
only the default attributes.
To create new meta fields follow these steps here.

frame.

Go to the Administration system in Commerce Manager.

Select Create New, then New Meta Class from its pull-down menu.

e Enterin a Name, Friendly Name (e.g., Baby Catalog), and some description
(optional) for the meta class, and choose "Catalog Entry" for Entry Type.
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e Click OK to save the new class.
e Next Select Create New, then New Meta Field from its pull-down menu.
e Enterin a Name, Friendly Name (e.g., Baby Diaper Size), and some optional

description.

e Also Choose the data type for this meta field and other properties by clicking on the
check boxes.

e Click OK to save the new field.

e Repeatthe steps to create all the necessary fields.
e Associate the new meta fields to the meta class you created.

e Selectto "Meta Classes" node on the left navigation frame again.

e For "Element" choose "Catalog Entry" in the pull-down menu.

e Under "Type" choose your meta class (e.g., Baby Catalog) you created earlier.
e Selectthe desired meta fields from the list displayed at the bottom of the screen.

e Select OK to save the new meta class to fields association.

e You are done with setting up your meta fields.

Step 3: Upload the CSV data files to the CSV import page

Follow these steps to prepare the CSV files for import:
e Select Catalog Management.

e Inthe upper-left detail area, click on Catalogs folder and you will see the Catalog List view in the
main area.

e In the action area above the main view, click the Import/Export drop-down button and select CSV
Import Catalog.

e You will now see the CSV Import Catalog page in the main screen. The screen contains two tabs
1) CSV Import and 2) Mapping File.

CSV Import Tab

e Inthe "CSV Import" tab in the main view, add a file to import using drag-and-drop from the source
location.

e The CSV file you uploaded will be added to the "Files available for import:" list.

e Repeatthe previous four steps for each CSV file you wish to upload.
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Catalog Management &
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@ Catalog Batch Update
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# [ Departmental Catalog
@ (] Templates

Market Management

m Customer Management
fl;:- Catalog

CSV Import || Mapping File

Itis strongly recommended that you back up your ECF database before performing import.

To import catalog, please pick up an existing file from the grid below or upload a new one. Then click the button 'Start Import' to start importing

Files Available For Import:

Actions File Name Size Created Last Updated
No data
Upload .CSV Files:
Drag files here for uploading!
Choose mapping file.
Actions File Name Size Created Last Updated
No data

Upload XML Files:

Drag files here for uploading!

E Order

Choose catalog for import

% Marketing

Catalog:| peparimental Catalog

s

S
=0 gennrmnn

Figure 10

Start Import

Step 4: Create a mapping file for each CSV file

Now create a mapping file that will specify the data in the CSV file to its corresponding attributes in the

Commerce Manager.

Mapping file tab

e Click the "Mapping file" tab in the main view. You will now see the "Mapping file" tab view of the

CSV Import Catalog view as shown below.

© EPiServer AB

Catalogs | 53



54 | User Guide for EPiServer 7.5 Commerce

CSV Import Mapping file

Edit existing mapping file.

ng file. | BabyProducts.xml A
MetaClass, Language Data File And C5V Adjustment
Mapping Type: Category w/ Meta Data v Data File: BabyStuffCategories.csv v
Meta Class: Default Catzlog Node v Delimiter: . -
Language: English {United States) ~ Text Qualifier: " w

ng: Default -

Column headers in the data file Custom values
TU/0) | column 1 - Action v

Column 2 - Category Code e

Column 3 - Parent Code v

Column 4 - Category Name A

Column 5 - Available from ha

<Custom value>

Column 1 - Action

Column 2 - Category Code
Column 3 - Parent Code

Column 4 - Category Name
Column 5 - Available from

Column 6 - Expires on
Column 7 - Available (TruefFalse)
Column 8 - Sort Order

Sawve mapping file.

Figure 11
Edit existing mapping file section
e Load mapping file: This section is used to retrieve previously created and saved mapping files.
Since there is no existing mapping file in this example, leave this section blank.

Meta Class, Language section

e Mapping Type*: Select "Category w/ Meta Data"
e Meta Class*: Select "Default Catalog Node"
e Language™: English

Data fle and CSV adjustment section

e Data File*: The drop down values presented here are dependent on the different CSV data files
you uploaded on the "CSV Import" tab in step 2.

e For this example, first choose "BabyStuffCategory.csv."Leave the rest of the field as default and
move on to the next section.

Fields and Attributes, Column headers in the data file, and Selected values section

The values presented under the "Fields and Attributes" column are representative of the "Meta Class"
selected in the "MetaClass, Language" section above (which were either previously imported or created
within Commerce Manager).

The values presented in the drop-down menus under the "Column headers in the data file" column are
representative of the "Data file" selected in the "Data file and CSV adjustment" section above (which were
previously imported above).
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e Select the appropriate "Column header" drop-down value to "map" with the MetaClass "Fields and

Attributes" to the left; the value selected will be reflected in the "Selected values" column to the

right.

Save mapping file section

Enter a file name for the "Enter file name" textbox. For this example, save the mapping files using
the same CSV file names.

Click the "Save" button. The browser returns to the CSV Import tab, and the mapping file in XML
format will be added to the listin the "Choose mapping file" section.

e Repeat Step 3 to create and save a mapping file for each CSV files you wish to import.

e For CSV Entry files, select the "Entry w/ Meta Data" option under "Mapping Type."

e For CSV Entry Relations file, select "Entry Relation".

e For CSV Associations file, select "Entry Association."

e For CSV Pricing/Inventory file, select "Variation w/ Inventory."

e For CSV Sale Pricing file, select "Sale Price."

csv Import || Mapping file

It is strongly recommended that you back up your ECF database before performing import.

To import catalog, please pick up an existing file from the grid below o upload a new one. Then cick the button 'Start Import’ to start importing.

Add New File

Files Available For Import:

Actions File Mame Size Created Last Updated
EzbySzlebri 138 bytez  Yesterday, 4:35 BM Yesterday, 5114 PM
EzbyAssociatio 215 bytes  Yesterday, 4:33 PM Yesterday, 433 PM
EzbyEntryRelation: 354 bytes  Yesterday, 4:33 FM Yesterday, 4:33 FM
EabyVariationlnventoryPricing.csv 1.54 KB Yesterday, 4:23 PM Yesterday, 4:45 BM
Ezbyvaristions 1.20 KB Yesterday, 4:23 FM Yesterday, 4:21 FM

Yesterday, 4121 PM Yesterday, 4:21 DM

BzbyPackag
Dovnload | EzbyProdud Yesterday, 4:21 PM Yesterday, 4:21 FM
Dovnload | Delets BabyStuffCatag Yesterday, 4:21 FM Yesterday, 4:21 FM
1 Page 1 of 1 (8 iterns)

Choose mapping file.

Actions File Mare Size Created Last Updated

Dovnlozd | Delste EzbySzlePrice.xml 2.82 KB Yesterday, 4:43 FIM Yesterday, 4:58 FM
Dovnload | Delete EabyAssociations.xml 2.08 KB Yesterday, 4:42 P Yesterday, 4:42 PM
Dovnload | Delste EzbyEntryRelations.xml 1.97 KB Yesterday, 4:42 PM Yesterday, 4:42 PM
Dovnlozd | Delste EzbyVariationlnventoryPricing.xm| 5.22 KB Yesterday, 4:41 FM Yesterday, 4:50 FM
Dovnlsad | Delete Ezbyvariaticns.xml 4.12 KB Yesterday, 4:40 PM Yesterday, 4140 PM
Dovnlozd | Delste EzbyPackages.xml 4.11 KB Yesterday, 4:32 FM Yesterday, 4:32 FM
Dovnload | Delete EabyBroducks.cml 4.14 KB Yesterday, 4:38 P Yesterday, 4:38 PM
Dovnlozd | Delste EabyStuffCategory.xml 4.63 KB Yesterday, 4:37 PM Yesterday, 4:37 PM

1

Page 1 of 1 (5 items)

Choose catalog for import.

S

Start Import

Figure 12

Step 5. Import the CSV files and their corresponding mapping files into a specific catalog

Atthe "CSV Import" tab view (Figure 12), do the following:

e Selectand highlightthe CSV file you wish to importin the "Files available for import" section. For
this example, select BabyStuffCategories.csv.

e Selectand highlight the mapping file that corresponds to the selected CSV file in the "Choose
mapping file for import" section. For this example, select BabyStuffCategories.xml.

e Selectthe catalog in the "Catalog" drop-down into which you would like to import your CSV data.
In this example choose "Baby Stuff".
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e When all the mapping files are saved, your CSV Import tab screen should look something like this.
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e Click the "Startimport" button. You will see the "Importing catalog" modal dialog box which will
notify you of the percentage of completion as well as logging messages.

e Click "Close Window" at the bottom of the modal dialog to complete the operation.

e Repeat Step 4 to import all the remaining CSV & Mapping pairs.

Step 6. Verify your import

In the Catalog Management system, expand the "Baby Stuff" folder under Catalog and verify that the con-
tents of your CSV file were imported into the appropriate catalog.

Browsing and searching catalogs

Catalogs and their related products and variants, can be viewed and explored under Catalog in the Com-
merce submenu. You can also search for specific catalog entries such as products and variants (SKUs).

Refer also to the Search section for more information on EPiServer search features.

Browsing catalogs

Click on Catalog to browse the list of catalogs. In this example, there are multiple catalog nodes with dif-

ferent types of products.

Catalogs
a b
{] Catalog Root
{ | Departmental Catalog
{" Departments
" Fashion
{A] Media
B { " Books
M Music
" Apps
"] Movies
" Automotive

M Wine

Click on a catalog node (category) to expand the underlying subcategories, which will be displayed in
the main content area. The listing here displays an overview with the name, code, price, and availability
for products and their variants (SKUs). The catalog listing can be filtered per market using the Market

selector at the top.

X
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>
Departmental Catalog » Departments > Media »
@ ) || M Books
{8 Catalog Root b4 ll ri o x
{5 Departmental Catalog
+ Name Code Price  stock Published Available ~EXpires
dllCepatnents = B \ictralia and New Zealand
] Fashion
ASEAN
e [ % Books-Art Books-Art v 91110 9/30/20, 9:00 AM
[ Media %00 AM Default Market
Books =
o [ T Books-Computer Bodlcs- v w0, sa020, 900 A
T Music Computer 9:00 AM Central and South America
(M apps [ 1% Books-Business Books- v 97110 9/30/20, 9:00 AM Scandinavia
] Movies Business .00 Al USA and Canada
%] Automotive [ ¥ Books-Cooking Books- v 9110 9/30/20, 9:00 AM Departmen
- Cooking 3:00 AM
ine
[7] 1% Books-Entertainment Books- v 91110 9/30/20, 3:00 AM Departmen
Entertainm 9:00 AM
[ {7 Books-Fiction Books- v 97110 9/30/20, 9:00 AM Departmen
Fiction 3:00 AM
[ {7 Books-Mystery Books- v 97110 9/30/20, 3:00 AM Departmen
Mystery .00 AM
[ 1% Books-Reference Books- v 91110 9/30/20, 3-00 AM Departmen
Reference .00 AM
[ {7 Books-Romance Books- v 91410 9/30/20, 9:00 AM Departmen
Romance .00 AM
[ M Books-Science Books- v 97110 9/30/20, 9:00 AM Departmen
Science 3:00 AM

Click on a catalog node and "drill down" until you see the products and their variants (SKUs) in the
main listing. On this level you can also see the stock availability and pricing information.

o#.

Catalogs

Q

Departmental Catalog > Departments > Media > Books »
" Books-Art

{5 catalog Root
{i] Departmental Catalog
1% Departments
%] Fashion
%] Media
™ Books
" Books-Art

{M Books-Computer
{¥] Books-Business
{¥] Books-Caoking
{¥] Books-Entertain..
™ Books-Fiction
{M] Books-Mystery
{M Books-Reference
{¥] Books-Romance
{¥] Books-Science
{¥] Books-SF
™ Books-Travel

M Music

7 Apps

Click on a product/variant to view and edit the content for the item.

% I Wk X
+ Name Code Price  stock Published  Available
from
At YUUAN
Exposure
[[] aw Books-Art-Gun Books- v 9110
Art-Gun 900 AM
[C] @ Books-Art-Kids Books- v 97110
Art-Kids 900 AM
[] M Books-Art-Barbra-AudioCD Books-  $1,000. 1210 % 9110
Art- 300 PM
Barbra-
AudioCD
[ ™ Books-Art-Barbra-AudioMP3  Books-  $1,000. 1210 v 9110
Art- 300 PM
garbra-
AudioMP3
[] M Books-Art-Barbra-Hardcover ~ Books-  $1,000. 1210 v 97110
Art- 300 PM
Barbra-
Hardcover
[7] ™ Books-Art-Barbra-Paperback  Books-  $1,000. 1210 v 9110
Art- 300 PM
Barbra-
paperback
[] W Books-Art-Barbra-PDF Books-  $1,000. 1210 % 9110
arr- 2:00PM
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10/1/20, 9:00 AM

10/1/20, 9:00 AM

10219, 3:00 AM

10/2/19, 3:00 AM

10/2/19, 3:00 AM

10/2/19, 3:00 AM

10/2/19, 3:00 AM

Market Al -

product
Type

Media_Proc

Media_Proc

Media_Tten

Media_Iten =

Media_Iten

Media_lten

Media_Tten
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— -

i - RS a

(oo v [E )
Departmental Catalog > Departments » Media > Books » Books-Art Options E]

(Q | [ Books-Art-Barbra

{f catalog Root

{i] Departmental Catalog WCart-0ltems  admin nefaut Varket - EPISERVER

{" Departments

" Media
™ Books Books-Art-Barbra
{" Books-Art = Short Copy to quickly Highlight the product from a marketing perspective or just drop this line
completely.

{" Books-Computer
% Books-Business

% Books-Cooking STREISAND Description/Features

Description List Price: $+-868-66
Discount Pricing
$1,000.00

You Save: $0.00

P e

¥ Books-Entertainm... Larem ipsum dolor sit amet, consectetuer adipiscing elit
Etiam sit amet elit vitae arcu interdum ullamcorper. Mullam
ultrices. nisi quis scelerisque convallis, augue nequs tempor
enim, et mattis justa nibh eu elit. Quisque ultrices gravida
pede. Mauris accumsan vulputate tellus. Phasellus
candimentum bibendum dolor. Mauris sed ipsum. Phasellus AudioCD E
in diam_Nam sapien ligula, conseghgtuer id, hendrerit in

cursus sed. leo. Nam tincidunt rhokeus uma. Aliqguam id

massa ut nibh bibendum imperdiet. Curabitur neque mauris

" Books-Fiction
{" Books-Mystery
{% Books-Reference
{" Books-Romance

7 Books-Seience

il Books 5% porta vel. lacinia quis. placerat ultrices. orci 1
Al Bocksgeave ! Brand|Brand 1
™ Music Model:|64526
SKU:[Books-Art-Barbra = Add to Cart
(5 Apps -

For more information on how to edit products and variants, refer to Editing and publishing catalog entries.

Searching for catalog entries

To do a basic search for catalog entries from the Catalogs view, enter one or more keywords into the
search field.

Catalogs

E:Q barbra (<))

' Books- Art-Barbra
Books—Art—Barbra—AudioC&
Books-Art-Barbra-Paperback
Books-Art-Barbra- AudioMP3
Books-Art-Barbra-Hardcowver

Books-Art-Barbra-PDF

If you enter keywords inside quotation marks ("barbra paperback"), then search will only fetch entries that
have those exact keywords. Refer to the Search section form more information about search features in
EPiServer.

Accessing products in CMS

You can also access entries in the product catalog from the Edit view in CMS through Catalogs in the
Assets pane. This is useful when you want to drag-and-drop catalog entries into content areas in CMS
pages or blocks. Refer to Managing content for more information on how to work with content items.
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Creating catalogs

The Catalog List page in Commerce Manager, used for organizing and managing catalogs, contains
information regarding brands and sales items. These sets of information will either be displayed on the
front-end site, or used for other purposes such as for pricing and Promotions. Product catalogs are often
imported from other integrated systems, but can also be created manually.

Creating a catalog

Do the following to create a new catalog:

1. Go to Catalog Management, click Catalogs and then New Catalog in the Catalog List.

L Mew Catalog = Import/Export ™ = More Actions ™

I-I-I

U Name

ﬂiil Wine

2. Enter the details of the catalog in the Catalog Edit page. The following options are available:

Catalog Name - this name will appear in the Catalog List Page ("Wine").
Catalog Owner - designate an existing user as the Catalog owner.

Available from - enter a date and time you want the catalog to be available
and seen publicly.

Expires on - enter the date and time you want to catalog to be unavailable
and not be seen publicly.

Default Currency - this setting will set the Default Currency for the relevant
Catalog contents.

Default Language - this will set the Default Language for the contents.

Base Weight - this assigns the weight units for the contents of the Catalog
(e.g. pounds or kilograms). More units may be added.

Other Languages - you can also select other languages that should be
available apart from the deafult. The options available for selection here are
defined in the CMS administration interface.

Sites - this determines the site/sites that the relevant Products will be dis-
played in, if you have multiple sites.

Sort Order - the Sort Order determines the order to which the Catalog
appears in the Catalog List page.

Available - select "Yes" to make the Catalog contents appear on the front
end site; select "No" to hide the Catalog from the front-end site.

3. Once done setting up your catalog attributes, select OK to save the catalog.

Setting the availability of a catalog

Each catalog can be listed as available or unavailable, and you can set an Available from and Expires
on date and time when you want the catalog to be public.
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You can set the availability of a catalog for a variety of purposes. For example, if you are a clothing store
and wish to only make your summer catalog available during the summer months, you can set that up. In
this way, future revisions to items and pricing can be prepared easily and reviewed in advance of the
release date to the site.

Next steps - adding catalog entries

Refer to Creating catalog entries for information on how to add categories, products and variants to the
catalog.

Editing and publishing catalogs
Catalogs can be edited from the Commerce Manager administration interface. From here you can edit

catalog properties, including addition of new catalog languages for multilingual content. From here you
can also delete catalogs from the site.

Editing a catalog

Do the following to edit a product catalog:

1. In the Catalog Management view, select the desired product catalog in the catalog tree.
2. Select Edit in the context menu for the selected catalog.

3. Update the catalog information you want to change, for instance the names or default currency for
the catalog. This is also where you enable languages to be used for the catalog by selecting one
or more (CTRL + click) languages in the Other Languages list.

Welcome, admin v Change Language  About ~ @ Get Help For This Pz

Catalog Management .3,\-" Overview

=
= Catalog Management
Catalog Name Departmental Catalog

., Catalog Entry Search catalog name description

@ Catalog Batch Update

Catalog owner Not Set
=43 Catalogs @ ot =e M
# (] Departmental Catalog Available from 1/16/2012 EH |06:51 AM
H_] Templates R
Expires on 11162022 EH |06:51 AM
Default Currency: US dollar =
Default Language English |z|
Base Weight:
Market Management. g in pounds E|
ower anguages: P -
m Customer Management
svenska
= Catalog Management
‘% Order Management Selected/enabled languages must match enabled languages defined in CMS Admin view under
Config and Manage website languages. Use CTRL + click to select multiple languages.
IE Marketing Sort Order: o
ﬂ [ — Available oves o
Reporting OK Cancel

i ﬁj Administration

4. Click OK when done.

Deleting a catalog

Be aware that deleting a catalog may cause things to stop working on your site. Before delet-
ing your catalog you may wish to export it to be saved for future use.

Deleting catalogs is done from Commerce Manager. Do the following to delete a product catalog:

1. Atthe Catalog List page, check the box next to the catalog you wish delete.

2. Select More Actions and then Delete Selected, located in the menu bar.
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3. Select OK to confirm the deletion. The chosen catalog will be deleted from the list.

L Mew Catalog #l Import/Export ™ «1 More Actions ™

Name X Delete Selected

v #h Wine

L5
|

Creating catalog entries

The Catalog interface in EPiServer Commerce provides multiple options for working with catalog data.
Marketers may want to create new products and variants, and merchandisers may want to enrich new
products that are being added to the e-commerce channels. For e-commerce solutions integrated for
instance with an external ERP system, products may already exist with core data and need only to be
completed inside EPiServer Commerce. In other scenarios, new products may be created from scratch.

These are common tasks when working with catalog entries:

e Locate "incomplete" products added from integrated systems, add content and media, and then
categorize and publish them.

e Create products, add content and media provided from external sources, and then categorize and
publish them.

e Adding product code, internal and display name, properties, media and corresponding prices and
inventory, to product variants.

L1 When creating catalogs you should carefully consider the catalog structure for maintenance
and performance reasons. It is recommended not to build too deep hierarchies of categories,
products and variants in your product catalog. However, a flat catalog structure with too many
entries in the same category can have a negative impact on performance.

Creating a catalog entry

Catalogs can be imported into the system, or manually created. Here we assume that you already have
an existing catalog in your system, and want to add one or more entries to the catalog.

Catalog entries can be of the following types:
e Product - various forms of merchandise available for website display and purchasing.
e Category - a grouping of purchasable products.
e Variant or SKU - a specific type of product with specific characteristics.

e Package - contains multiple products or variants, with a single unique pricing for the entire pack-
age.

e Bundle - a collection of variants with individual pricing, allowing customers to purchase two or
more items at once.

New entries can be created either from the context menus in the catalog tree or the main listing, or from
the add content button at the top. When expanding the catalog tree, different options will be available
depending on the contextin which you attempt to create a new entry.
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I

: | Departmental Catalog » Departm
(Q 1| {"|Books

{| Catalog Root h'4 T B .
{ ] Departmental Catalog
« Mame
{" Departments
{M Fashion
" Media
B " Books

{" Books weekly s...

] {"% Books weekly specials

{"] Books-Art

{" Books-Computer @ Product

{" Books-Business PETETs =

{" Books- Cooking Il Package

a Bundle

{"] Books-Entertai...

For instance, selecting a category node allows you to create either a new category, a product or a variant
(SKU). When selecting a product, you can create either a new product or a variant (SKU). Since variants
belong to the lowest level in the product hierarchy, adding subentries will not be possible for variants,
there will only be an edit option. Packages and bundles can only be created under categories.

The catalog tree does not display products or variants, only category nodes. Use the main
catalog entry listing in the middle to access options for products and variants (SKUs).

Creating a category

Categories can have their own rich content including assets, for instance descriptions of "wine regions"
for a subset of wine products.

1. Expand the catalog tree or click in the main catalog listing and navigate to the desired catalog or
category node. Or, use the catalog search feature to find the product you want to work with.
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2. Chose the New Category option from the add button at the top or in the context menu for the item

in the listing.

Catalogs

@

% Media

{7 Books
{7 Books-Art =-
{" Books-Comp..
{7 Books-Busin...
{" Books-Cooki...
{" Books-Enter...
{7 Books-Fiction
{" Books-Myst...
" Books-Refer...
" Books-Roma...
{" Books-Scien..
{7 Books-SF
" Books-Travel

{7 Music

7 Apps

{7 Movies

WAL s Aman b,

3. Enter a name for the category and select the appropriate product category type (meta class). The

°*-T

Depar M Category

ML) aw product

partments » Media » Books

1M Variant/SKU
il Package

S Bundle

[C] 9w Books-Art-Cradle

[7] 9w Books-Art-Everyday

[C] 9 Books-Art-Exposure

[] w Books-Art-Kids

[C] 1" Books- Art-Barbra-AudioCD

[F] '™ Books- Art-Barbra- AudioMP3

[T] 1" Books- Art-Barbra-Hardcover

[] 1" Books- Art-Barbra-Paperback

Code

Books-Art-

Cradle

Books-Art-

Everyday

Books-Art-

Exposure

Books-Art-

Kids

Books-Art-

Barbra-
AudioCD

Books-Art-

Barbra-
AudioMP3

Books-Art-

Barbra-
Hardcover

Books-Art-

Barbra-

price Stock

$1,000.00 1210

$1,000.00 1210

$1,000.00 1210

$1,000.00 1210

Published

v

v

Available
from
911110, 9:00
AM

91110, 9-:00
AM

9/1/10, 9:00
AM

9/1/10, 9:00
AM

91410, 3:00
PM

911410, 3:00
PM

91110, 3:00
PM

91410, 3:00
PM

Expires
10/1/20, 9:00
AM
10/1/20, 9:00
AM
10/1/20, 9:00
AM

10/1/20, 9:00
AM

10/2/19, 3:00
AM

10/2/19, 3:00
AM

10/2/19, 3:00
AM

10/2/19, 3:00
AM

Market All -

Product

Type
Media_Produc
Media_Produc
Media_Produc

Media_Produc

Media_Item_C

Media_ltem_C

Media_Item_C

Media_Item_C

system will suggest types based on the context and previous similar previous actions.

Catalogs

° F R (+)

Q@

New Category

{8 catalog Root
{5 Departmental Catalog
{"| Departments
M Fashion
M Media
¥ Books
{7 Books-Art.
¥ Books- Computer
{7 Books-Businass
¥ Books- Cooking
1% Books-Entertainment
{7 Books-Fiction
¥ Books-Mystery
{7 Books-Reference
1% Books-Romance
{7 Books- Science
1% Books-SF
1% Books-Travel
™ Music
¥ Apps
M Movies
¥ Automotive
£ wine

4. Complete the category details as desired. The item will be autosaved by the system, and will not
be available on the website until published. Refer to editing and publishing catalog entries for

Name | Books-Nature

-.) Departments » Media ) Books > Books-Art

Cancel

Suggested Types

No description available

Other Types

No preview

No preview

No descrintion availahle

Category

No description available

DepartmentNodeWithProducts

DepartmentNodeWithProducts

No preview

No preview

DepartmentNodeWithItems

No descrintion availahle

more information on how to edit and publish product content.

Creating a variant (SKU)

Catalogs may contain only products, both products and variants, or only product variants. In this example

we will create a variant (SKU).

1. Expand the catalog tree or click in the main catalog listing and navigate to the desired catalog

WineStorelLandingNode

No description available

entry (category or product). Or, use catalog search to find the product you want to work with.

2. Chose the desired catalog entry to add by selecting it from the add button at the top or in the con-
text menu for the item in the listing. In this example we will select a product to create a variant of
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this.

=5 [ = |
Departmental Catalog » Departments > Media » Books [E]
Q ¥ Books-Art
{5 catalog Root X W x Market Al -
{5 Departmental Catalog
a Name Code Price Stock Published ~ Available Expires Product
¥ Departments = P S
4 Fashion
Qw Books-Art-Barbra Books-Art- v 9//0,9:00  10/1/20,9:00 Media_Produ
7 Media Barbra AM AM # Edit
{7 Books [F] Qw Books-Art-Colossus Books-Art- v oo, go0 1020 [T New |
¥ Books-Art = Colossus AM AM X cut
% Books-Compu [ aw Books-Art-Cradle Books-Art- v 9//0,9:00  10/1/20, 9:00  Media_Produfl "Yeu
Cradle AM AM
1% Books-Business
Books- Cooki [ QW Books-Art-Everyday Books-Art- v 9/1/10,9:00  10/1/20, 9:00  Media_Procu SNl
HlEosic Cocng Everyday AM AM Slete
{¥] Books-Entert...
[ @ Books-Art-Exposure Books-Art- v 9110, 9:00  10/1/20,9:00 Media_Produc
{¥] Books-Fiction Exposure AM AM
Al Bocks Mystary, [[] QW Books-Art-Kids Books-Art- v 9/110,9:00  10/1/20, 900 Media_Produc
{7 Books-Refere Kids AM AM
] Books-Romance [] " Books-Art-Barbra-AudioCD Books-Art-  §1,000.00 1210 v 9/1/10,3:00 1012119, 3:00 Media_Item_C
Barbra- PM AM
% Books-Science IIeE
1% Books-SF
[ " Books-Art-Barbra- AudioMP3 Books-Art-  $1,000.00 1210 v 9MM0,3:00  10/2119,3:00  Media_ltem_C
{7 Books-Travel Barbra- PM AM
Fwusic AudioMP3
] 4pps [7] " Books-Art-Barbra-Hardcover Books-Art-  $1,000.00 1210 v 9/1/10,3:00  10/2119, 3:00 Media_item_C
Barbra- PM AM
] Movies Hardcover
% Automotive [F] 1" Books-Art-Barbra-Paperback Books-Art-  §1,000.00 1210 v 9/1/10,3:00  10/2/19, 300 Media_Item_C
1 Wine Barbra- PM AM
paperback
[] " Books-Art-Barbra-PDF Books-Art-  $1,000.00 1210 v 9//0,3:00 1012119, 3:00 Media_ltem_C
= a- Barbra-PDF PM AM

3. Enter a name for the variant and select the appropriate variant type (meta class). The system will
suggest types based on the context and previous similar actions.

Catalogs

34-

@

{5 catalog Root

{5 Departmental Catalog

™ Departments
¥ Fashion
{7 Media
" Books
¥ Books-Art

{7 Books-Computer

{7 Books-Business

Name | [

New Variant/SKU

. » Media » Books » Books-Art » Books-Art-Colossus

Cancel

Suggested Variant/SKU Types

No pre

¥ Books-Cooking
7 Books-Entertainment

% Books-Fiction

Media_Item_Class

No description available

v

¥ Books-Mystery

{7 Books-Reference

{7 Books-Remance

M Books-Science

{7 Books-SF

¥ Ranks-Travel

No preview

Other Variant/SKU Types

Fashion_Item_Class
No description available

Wine SKU

No preview

No description available

4. Complete the variant details as desired. The item will be autosaved by the system, and will not be
available on the website until published. Refer to editing and publishing catalog entries for more
information on how to edit and publish product content.

Duplicating catalog entries

Duplication allows you to replicate an existing entry to be used as a start-off for a second one. A duplic-
ated catalog entry will be created with a unique ID. Once created you can edit the item to create a second
similar item and also move it to any desired location in the catalog tree. You can duplicate a single cata-

log entry, or a selection of multiple entries.

When duplicating catalog entries, the following information will be available:

e Category - a new code will be created based on the original, as well as name in URL and
SEO URL. Name and internal name will be the same as for the original, and content will be duplic-
ated. Subentries such ans products and variants in the category will not be duplicated.
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e Product - a new URL name, SEO URL and product code will be created based on the original.
Name and internal name will be the same as for the original, as well as market availability. Con-
tent for the product will be duplicated.

e Variant (SKU) - a new URL name, SEO URL and product code will be created based on the ori-
ginal. The internal name will be the same as for the original, as well as market availability. Content
for the variant will be duplicated, as well as pricing information.

In this example we will duplicate a selection of multiple variants and add them to another category in the
catalog tree.
1. Expand the catalog tree and navigate to the desired catalog or category node, so that products
and variants are displayed in the main listing.
2. Inthe list, select the checkboxes for the desired items to be duplicated.

3. Drag your selection to the desired location in the catalog tree.

-
L 53 a
-
Departments > Media > Books ‘g ‘
a " Books-Science =
{8 catalog Root ‘X@ ‘L‘
{5 Departmental Catalog
~ Name Code Price Stock Published Expires Product
P
¥ Departments ey
Science- 3:00 AM
] Fashion Danica-
7 Media AudioCD
¥ Books I Books-Science-Danica-AudioMP3 Books-  $1,000.00 810 v 9A/10,3:00 102119,  Media_ltem =
% Book = Science- PM 3:00 AM
ooks- = Danica-
7 Books. ] Bocke"Seience-Danica- AudoMP3 AudioMp3
% Books-Business W Books-Science-Danica-Hardeover Books-  $1,000.00 810 v 910,300 102119,  Media_Item =
Science- PM 3:00 AM
¥ Books- Cooking e
{% Books-Entertainment ETEEIET
¥ Books-Fiction [ ™ Books-Science-Danica-Paperback Books-  $1,000.00 810 v 91110, 3:00 102119, Media_Item
Science- PM 3:00 AM
™ Books-Mystery Danica-
M Books-Reference Paperback
{" Books-Romance [C] I Books-Science-Danica-PDF Books- $1,000.00 810 v 9/1710, 3:00 10/2/19 Media_Item
Science- PM 3:00 AM
™ Books-Science = Danica-
¥ Books-sF 2
4 Books-Travel M Books-Science-Darwin-AudioCD Books-  $1,000.00 810 v 9AM0, 300 102149,  Media_Item =
Science- PM 3:00 AM
P Music Darwin-
A AudioCD
pps
£ Movies M Books-Science-Darwin-AudioMP3 Books-  $1,000.00 810 v 9A/0,3:00 10219,  Media_ltem =
Science- PM 3:00 AM
¥ Automotive Darwin-
o AudioMP3
Wine
[F] M Books-Science-Darwin-Hardcover Books- $1,000.00 810, v 9/1710, 3:00 10/2/19 Media_Item
Science- PM 3:00 AM
Darwin-
Hardcover
= B 7] Books-Science-Darwin-Paperback Books-  $1,000.00 810 v 9/1/10,3:00 10/2/19 Media_ltem

4. Click Duplicate here in the Paste Item dialog.

Paste Item

Define what you would like to do with the item(s).

| Duplicate here H Link here || Move || Cancel

5. The selected catalog entries will be duplicated in the desired location.

You can also use the Copy/Paste options in the list menu for duplicating multiple entries, or the
Copy/Paste option in the Context menu to duplicate a single catalog entry. Refer to Product cat-
egorization for more information on how to move and link catalog entries.

See also
Refer to the following sections for information about editing, deleting and categorizing catalog entries:
e Editing product categories

e Editing products and variants (SKUs)
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e Editing product packages and bundles

e Product categorization

Editing catalog entries

Editing catalog entries involves adding or changing content such as SEO information, internal or display
name, media or product relations. It also involves deleting catalog entries, for instance variants of a
product. It is also possible to work with pricing and inventory information, although in many cases this
information comes from integration with external systems and may not be possible to update in EPiServer
Commerce.

Catalog entries can be of the following types:
e Category - a grouping of purchasable products.
e Product - various forms of merchandise available for website display and purchasing.
e Variant or SKU - a specific type of product with specific characteristics.

e Package - contains multiple products or variants, with a single unique pricing for the entire pack-
age.

e Bundle - a collection of variants with individual pricing, allowing customers to purchase two or
more items at once.

Note thatitis possible to edit catalog entries from Commerce Manager. However, doing this
will clear any version history for the edited content, and pending drafts and scheduled pub-
lishes will be lost.

Editing a catalog entry

Here we assume that you already have existing catalog entries which you want to update. Refer to
Creating catalog entries for information on how to create catalog entries.

Catalog-specific editing options

In Commerce, you will find a view selector with additional options in addition to All Properties and On-
Page Editing. Using these you can work with items in a list, or access the pricing and relations views for
a selected category or product.

E] On-Page Editing
Published Awvailable Expires
from ¢= All Properties
v Today 10:32 10/21/23
AM 10:32 AM , = Item List
v 91410, 9:00 9730420 Pricing
AM AM e
PP S l: Relations
v 9/1/10. 9:00 9730420
AM AM {b
Properties

A property is the field where you will enter information, for instance add a product description or a link to
an image. The properties that you will see when editing content are both built-in EPiServer properties as
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well as specific properties for templates on your website. This description refers to properties in a stand-
ard installation of the EPiServer Commerce sample site.

Drag-and-drop

Drag-and-drop functionality is frequently used in EPiServer. You can for instance add assets by dragging
items from the Media gadgetin the Assets pane into the assets area of a product, or add an image to a
product description by dragging the image from the Media gadget into the rich-text editor of a product
description.

Saving and publishing

After editing a catalog entry, you can either publish the changes directly, or schedule for later publishing
using the save and publish flow for contentin EPiServer. Note that certain information such as pricing, will
be immediately published when edited.

Deleting catalog entries

You can delete products and variants, as well as entire product categories and their related products,
when maintaining your product catalog. Refer to Editing product categories, Editing products and
variants, and Editing packages and bundles for information on how deletion of different types of catalog
entries works.

Translating catalog content

Like other types of content such as pages and blocks, catalog entries can existin multiple languages.
Refer to Translating content for more information on how to translate different types of content including
catalog entries.

Editing multiple catalog entries

When displaying a listing in the item list area, you can work with several catalog entries at the same time
by selecting a number of items in the list, and then apply actions such as cut, copy, paste, detach and
delete from the toolbar.

— L~
* =
=
Departmental Catalog » Departments » Media > Books ‘g ‘
Q {"| Books-Art e
{8 catalog Root X [ ™ X Market All -
{5] Departmental Catalog —
[ Department: 4 Name |22 Code Price Stock Published  Available Expires Product
epartments fro Type
{¥| Fashion Qg Books-Art-Exposure Books-Art- v 9/1110, 9:00 10/1/20, 9:00 Media_P
] Media Exposure AM AM
¥ Books aw Books-Art-Kids Books-Art- v 8/1110, 9:00 10/1/20. 900 Media_P|
Kids AM AM
7 Books weekly.
_ —. | [#] 1"l Books-Art-Barbra-AudioCD Books-Art- $1,000.00 1210 v 9/1110, 3:00 10/2/19, 3:00  Media_T
W[z = S Barbra- P Al
¥ Books-Compu... AudioCD
1" Books-Business ¥ Il Books-Art-Barbra-AudioMP3 Books-Art-  §1,000.00 1210 v 9/1/10, 300 10/2/19.3.00 Media_I
Barbra- PM AM
M Books-Cooking A
{" Books-Entert... o R -
"l Books- Art-Barbra-Hardcover Books-Art- $1,000.00 1210 v 9/1/10, 3:00 10/2/119, 3:00  Media_I
{" Books-Fiction Barbra- PM AM
Hardcover
{7 Books-Mystery
[ Books-Refere... 4 Il Books- Art-Barbra-Paperback Books-Art-  $1,000.00 1210 v 9/110,3:00  10/2119,3.00 Media_l
Barbra- PM AM
7 Books-Romance paperback
{7 Books-Science Il Books-Art-Barbra-PDF Books-Art-  $1,000.00 1210 v 9410, 300 107219,3:00  Media_I
¥ Baoks-SF Barbra-PDF PM AM
" Books-Travel 1| Books- Art- Colossus-AudioCD Books-Art-  §1,000.00 1210 v 9/110,3:00  10/2119,3:00 Media_I
Colossus- PM AM
] Music AudioCD
& Apps 1Ml Books-Art-Colossus-AudioMP3 Books-Art-  $1,000.00 1210 v 91110, 3:00 1072119, 3:00 Media_I
— a Colossus- PM AM

Refer to the following sections for information about editing, deleting, categorization and translation of
catalog entries:
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e Editing product categories

e Editing products and variants (SKUs)
e Editing packages and bundles

e Product categorization

e Translating content

Editing categories

As a merchandiser you may want to review and update your category structure and the content saved for
a category. Category content can easily be updated, previewed and saved and published. You can
delete a category and the system will completely remove all links and leave other category links intact.

Here we assume that you already have an existing product catalog with categories in your system, and
want to update the existing category information, or delete the category entirely.

Refer to Editing products and variants for more detailed information about editable properties.
Editing a category
Do the following to edit a product category:

1. In the Catalog view, select the desired product category in the catalog tree.

2. Select Edit in the context menu for the selected category.
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3. Update the category information you want to change, for instance the name or SEO information, or
the category description.

4. After editing the category information, you can either publish the changes directly, or schedule for
later publishing using the save and publish flow for content in EPiServer.

Deleting a category

When deleting a category the following will happen depending on how the category is linked to other
catalog entries:

o Ifthe category is linked to catalog entries that are also linked to other categories, then all links to
the deleted category will be completely removed, and the other category links will be left intact.

e Ifthere are categories, products and variants that are linked only to the category to be deleted,
these entries will be deleted as well.
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To delete a category, select the category in the catalog tree, select Delete from the context menu, and
click Delete to confirm the deletion. You can also select Delete from the context menu for the category in
the item listing.
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To delete multiple catalog entries at the same time, select the entries in the item list and click the Delete
button in the menu.

Be aware that deletion of catalog entries cannot be undone. Also, when deleting a category
with many subitems, the deletion may take some time before itis completed.

Editing products and variants

Editing of products and variants is typically done when you want to add information to existing (incom-
plete) entries that have been imported to the system, or want to add one or more entries manually. You
can also delete a product or a variant. Furthermore, you can create relations between catalog entries by
adding them in multiple categories, or by associating items with each other for instance for cross-selling
purposes.

In the sample site. the editable properties for products and variants are almost the same. The only dif-
ference is that if you have both products and variants in your system, pricing and inventory options will not
be available for products since these are normally defined on variant (SKU) level. For products you will
also see a tab displaying variants (SKUs) related to the product. Categories also have some of the prop-
erties described here.

L1 Note that changes to relations and pricing will be immediately published and visible on the
website, and is not included in the publishing flow for the rest of the content. Changes to con-
tent and assets need to be published to be visible on the website. Refer to Saving and pub-
lishing content for more information on how autosave, saving and publishing works.

Product and variant (SKU) properties

This section describes properties in the EPiServer Commerce sample templates, as they appear when
editing them from the All Properties view. Some of the properties in a template are default, and some are
template-specific for the website. The Settings tab is a default tab in EPiServer containing a set of built-in
date related properties which you rarely need to change.

Header

The header area provides an overview of information associated with categories, products and variants.
Much of this is created automatically and will rarely need to be changed, unless you are manually
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creating catalog entries.

At the very top you can see the structure path (clickable) for the entry, together with the type of entry and

its name.

Display name - will be displayed externally as the main title for the product/variant on the content
display page.

Name - name used internally in Edit view when working with the item. This is also the name that
you provide when creating a new catalog entry, and the name you will see in catalog listings.

Name in URL - URL automatically created based on name and place in the navigation, depends
on the implementation if this is visible in links on the site.

SEO URL - created automatically and based on the internal name first provided, depends on the
implementation if this is visible in links on the site.

Code - the product code/identification key, most often provided by an external system but can be
updated here.

Markets - for changing market availability, by default a product/variant is available in all markets
when created.

Visible to - by default catalog content will be publicly visible and editable for users within the Com-
merceAdmins group.

Languages - shows available languages for the content (with the active language not underlined).
ID, Type - shows the ID set by the system and the type of content upon which the product or vari-

antis based.

... » Departments » Media » Books » Books-Art No changes
I Books-Art-Barbra-Paperback

Name Books- Art-Barbra-Paperb Markets 6 of 7 Change
oty | Visible to Everyone
nternal name Books-Art-Barbra-Paperb

Languages en, da, fr, sv
Name in URL Books-Art-Barbra-Paperback Change D, Type 2827, Media_Ttem_Class
SEO URL Books-Art-Barbra-Paperbac... Change

|TO0Is
Code Books-Art-Barbra-Paperback Change
Content

The Content tab holds most of the information for the product/variant. The properties here are specific for
the implementation and will vary depending on the product/variant type (meta class) upon which the pro-

duct/variant is based. For a "book" type of product/variant, the fields can be for example "media type" and
"author".

The description is often a rich-text editor where you can add for example formatted text, images and links.
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Path: p
Facet_MediaType Hardcover
Author John Smith

Seolnformation

Pricing

Inventory Assets Relations
Info_ModelNumber 1234567
Info_Description =] _ = Es
e L
B 7 = i= styles || Q =

Book by Barbra demonstrating a true passion for design ..

Settings

The Pricing tab offers an overview of prices for the selected variant (SKU). The Tax Category can
be set here, allowing you to associate a variant with different taxes depending on product type, for
instance "luxury items" or VAT for different regions. Tax categories are defined in the administration

interface in Commerce Manager, and will be available for selection here.

Clicking Edit prices will take you to the view for managing pricing, where you can efficiently compare
prices between products and markets when editing them.

Content m Inventory

Tax Category

Pricing

Market Price
Australia and New Zealand 1042
ASEAN 1000
Default Market 1000
Europe 775.2
Central and South America 1000
Scandinavia 775.2
USA and Canada 1000
O Edit prices

Assets Relations

Currency

Australian dollar

us dollar

US dollar

Euro

US dollar

Euro

Us dollar

Settings

Date {from-to)

9/1/10, 3:00 PM -
9/1/10, 3:00 PM -
9/1/10, 3:00 PM -
9/1/10, 3:00 PM -
9/1/10, 3:00 PM -
9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

Sale Type

All Customers
All Customers
All Customers
All Customers
All Customers
All Customers

All Customers

Refer to Managing prices for information on how to add and edit prices for variants (SKUs).

Inventory

Most often the information on the Inventory tab is retrieved through the integration with external systems,
in which case it will rarely need to be changed from here, or may not be possible at all to edit. On the
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sample site, some properties can be edited here, whereas the information related to Inventory Locations

is for viewing only.

The following properties can be edited for a variant:

Max. Quantity - the maximum number of items that can be purchased at one time.
Min. Quantity - the minimum quantity that can be purchased from the variant page.

Tracked - if selected for the variant, you will be unable to complete orders unless you provide
inventory information (see Inventory Location, below). If Tracked is not selected you can place
orders without providing inventory amounts

Weight - the weight entered here will affect the shipping cost based on the shipping configuration.

Content Pricing Assets Relations Settings

Min. quantity 1

Mazx. quantity 0
Weight B
Tracked
Inventory locations
Location Quantity Reserved Allow Preorder Preorder Availability Allow Backorder Inventory Status
default 10 2 v 9/1/10, 6:00 PM v Enabled
L 200 5 v 1/1/11, 1:00 AM v Enabled
MOSCOW 200 5 v 1/1/11, 1:00 AM v Enabled
NY 200 5 v 1/1/11, 1:00 AM v Enabled
PERTH 200 5 v 1/1/11, 1:00 AM v Enabled
STOCKHOLM 200 5 v 1/1/11, 1:00 AM v Enabled
WELLINGTON 200 5 v 11411, 1:00 AM "4 Enabled

Inventory location displays the information as described below.

Location - the physical stock location of the inventory, as defined in the warehouse settings.
Quantity - total available quantity for a specific location.

Reserved - define a quantity allowing you to reserve a specified number of inventory "In Stock",
and prevent them from being used. If for instance you set the In Stock = 10 and Reserved =5, then
the In Stock count will not go below 5.

Allow backorder/preorder - if selected, backorders/preorders will be allowed.

Backorder/preorder availability - when either of the two are turned on and a quantity is specified,
the count will begin to decrease after the "In stock" count reaches its limit. For example, if you set
In stock = 10, Reserved =3, and Backorder =10, then the Backorder quantity will start to decrease
after In Stock count reaches 3. So if you place an order for 10 units, then the final count will be In
Stock = 3, Reserved =3, and Backorder =7.

Inventory status - this value can be setto "Enabled", "Disabled" or "Ignored". If this is enabled,
the number of units of a product being purchased cannot exceed the inventory value. This means
that the check out procedure cannot be completed if the number in the inventory is exceeded.
Instead, the quantity you can purchase will default to the actual number of remaining units.

If Tracked for a product variant is selected, and Inventory Status is setto Disabled/Ignored, then
the available quantity will be monitored, but the number of units that can be checked out will not
be limited. If you only have a quantity of 5 and you order 6 items, the checkout will still complete
and the inventory number will become -1. The inventory status for a particular warehouse is gen-
erally considered more important than the tracking flag on the variant itself.
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Assets

The Assets tab is where you will link media files to a catalog entry. A media file can be one or more
images, or one or more document in for example PDF format. Add media files of your choice by dragging
items from Media in the Assets pane into the assets area of the catalog entry.

—_— —

B t/e Q) |
—— Catalogs m

... » Departments » Media ) Books » Books-Art D Publish? gE

I Books-Art-Barbra-Hardcover

Q

Autosaved 4:51 PM Undo?

@l For This Site

(21 Catalogs
Markets 6 of 7 Change
|l Accessories
Visible to Everyone
ki [ Apps
Languages en, da, fr, sv [ Books
ID, Type 2826, Media_Item_Class (] Art =

Business
Tools =

L] Computer

Content Pricing Inventory Relations Settings [ Cooking

4 Books-Art-Barbra.jpg
Media for this entry

+ Add Media )

Books-Art-Barbra-v.jpg
Name Group
Books-Art-Cradle-v.jpg default E Books-Art-Colossus.jpg
Books-Art-Barbra-v.jpg small 4% —

] BuuksfArt{ulussusfv.jpgH Books-Art-Colossus-v.jpg

You can drop media here noks-Art-Cradle.ina
+ | = e

You can also use the Add Media button to add asset items. Using the move up/down options in the con-

text menu for an item, you can rearrange the order of items in the list. On the sample site, the item at the
top of the list will be the one used for the main display.

=
Media for this entry . .
. [ Fig
+ Add Media r
L My
Name Group Bl Re
Books-Art-Cradle.jpg default T merEy
Books- Art-Colossus.jpg default Books
Books- Art-Edith.jpg default
# Edit
Books-Art-Barbra-v.jpg small

+ Move Down

W Remove
¥ou can drop media here

When uploading media items, you can also sort them into groups, for instance "Banner".
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Add Media X
Media | Books- Art-Exposur... 0‘ E]
Group | Banner ‘
s
||
Variants

The Variants tab is only visible for products and provides an overview of variants for a product. Click Edit

variants to add or remove variants for the product.

Content Assets Relations

Variants of this product

Name
I Books-Art-Barbra-AudioCD
Ml Books-Art-Barbra- AudioMP3
M| Books-Art-Barbra-Hardcover
I Books-Art-Barbra-Paperback

I Books-Art-Barbra-PDF

W] Edit varian Eﬁ

From this view you can add variants for the product either by dragging them from Entries in the Assets
pane, or through the Add Variant button. To remove a link to a variant, click the Remove button for the
variantin the item list. When done, click Back in the upper notification bar to return the product you were

working with.

Settings

Path

Catalog Root\Departmental Catalog\Departments\M
Catalog Root\Departmental Catalog\Departments\|v
Catalog Root\Departmental Catalog\Departmentsiv
Catalog Root\Departmental Catalog\Departments\M

Catalog Root\Departmental Catalog\Departments\lv
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Departmental Catalog » Departments » Media > Bo

Qy Books-Art-Barbra
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— I &
[e=l=1LEN Media

@

4 Back Changes made here will be published immediately while you edit.

{| catalog Root

Edit Variants

+ Add variant

Name

M Books- Art-Barbra- AudioCD

1Ml Books- Art-Barbra- AudioMP3
M Books- Art-Barbra-Hardcover
I Books-Art-Barbra-Paperback

1" Books- Art-Barbra-PDF

Path

Catalog Root\Departmental
Catalog\Departments\Media\Books'\Books-Art\Books-
Art-Barbra-AudioCD

X

Catalog Root\Departmental
Catalog\Departments\Media\Books'\Books-Art\Books-
Art-Barbra-AudioMP3

]

Catalog Root\Departmental &,}
Catalog\Departments\Media\Books),
Art-Barbra-Hardcover

Catalog Root\Departmental
Catalog\Departments\Media\Books'\Books-Art\Books-
Art-Barbra-Paperback

x|

Catalog Root\Departmental
Catalog\Departments\Media\Books\Books-Art\Books-

[x]

{5] Departmental Catalog
{" Departments
" Fashion
A Media
7 Books

{"] Books-Art
"] Books-Computer
{"] Books-Business

¥ Ranke-Cankina

Books-Art-Colossus- AudioMp= | @ Books-Art-Barbra

Qw Books- Art-Colossus
Qy Books- Art-Cradle

QW Books-Art-Everyday
Q@ Books-Art-Exposure

Art-Barbra-FDF .
QW Books- Art-Kids

Il Books- Art-Barbra- AudioCD

I Books-Art-Barbra- AudioMP3
You can drop variants here

1"l Books-Art-Barbra-Hardcover

Relations

The Relations tab provides an overview of how a product or variant relates to other products and vari-
ants, as well as all the different categories where a product or variant will occur. Relations can be used to

promote new, popular, or sale products by displaying them as featured products in category and search
result pages.

A product can for instance appear in the "French Market" category, as well as under "Weekly Specials”
and "Mixed Cases". These type of relations are displayed in the Categories section. You can also display
top selling products in your store, as well as create up-selling/cross-selling items like "Product Accessor-

ies" or "You May Also Like" type of displays. These types of relations are displayed in the Related Entries
section.

Click Edit categories or Edit related entries to edit relations.

Assets Settings

Content Pricing Inventory

Categories

For structuring catalog entries

Name Path

M Books-Art Catalog Root\Departmental Catalog\Departments\Media\Books\Books- Art

M Fall Mystery Special Catalog Root\Departmental Catalog\Departments\Media\Books\Fall Mystery Special
" Books weekly specials Catalog Root\Departmental Catalog\Departments\Media\Books\Books weekly specials

fl Edit categories

Related Entries

For promoting catalog entries

Name Code Path Type
M| Books-Art-Colossus-AudioM Books-Art-Colossus-AudioM Catalog Root\Departmental Default
Wl Books-Art-Barbra-PDF Books-Art-Barbra-PDF Catalog Root\Departmental Default
M| Books-Art-Barbra- AudioMP3 Books-Art-Barbra- AudioMP3 Catalog Root\Departmental Default

o Edit related entries
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Editing category relations

From Edit Categories you can create category relations either by dragging categories from Entries in the
Assets pane, or through the Add Category button. To remove a category relation, click the Detach button
for the category in the item list. When done, click Back in the upper notification bar to return the catalog
entry you were working with.

The top category is always the "home" location of products, meaning that the productis loc-
ated here and linked to other categories. When you edit a product, the selection in the catalog
tree will jump to the home category. If URLs based on the "Name in URL" property are used,
the URL will automatically be based on the path from the home category. This is important for
instance if you move another category to become the top location, then products will be
moved and their URLs will change accordingly.

o

B ()
... Departments > Media » Books » Books-Art
11 Books-Art-Barbra-Hardcover

LR -]
I Media
<]

Q
4« Back Changes made here will be published immediately while you edit. X |={ catalog Root
{5l pepartmental Catalog
Edit Categories
{" Departments
[+ Add category | 7] Books weekly specials
{" Fashion
Name path
¥ Media
{7 Books-Art oot\Departmental e
epartments\Mediz\Books\Books-Art @ | 1% Books

Fall Mystery Specia

% Books weekly specials Cca {7 Books weekly speci

epartmental [T
artments\Media\Books\Baoks weekly Zie) ¥ Fall Mystery Special
i Books-Art

{7 Books-Computer

{7 Books-Business

You can drop cateqories here

Editing related entries

From Edit Related Entries you can create entry relations either by dragging entries from Entries in the
Assets pane, or through the Add Entry button. You can also Edit, Duplicate or Delete a related entry by
selecting these options in the context menu for the item.

Edit Related Entries ¥ Fall Mystery Special

SrRPT— Books-Art
[+ Add Entry | &
™ Books-Computer
Name Code path Type e T
y auu;s—Art—Cu\ussus— auu;s—Art—Cu\ussus— Default (3] [ Books-Cooking
ardcover ardcover [y
" Books- Entertainment
M Books-Fiction
I Books-Art-Colossus- Books-Art-Colossus- Default = M Books-Mystery
AudioMP3 AudioMP3 Ll o
Books-Reference
"] Books-Romance
1| Books- Art-Barbra-PDF Books- Art-Barbra-PDF Default (3] 1M Books- Art-Barbra-Hardcover

I Books-Art-Barbra-
AudioMP3

| Manage Relation Types

Books-Art-Barbra-
AudioMP3

You can drop related entries here

Default

Books-

Art-Colossus-Hard

MLnsoks- Art-Barbra-Paperback
OYE ks- Art-garbra-PDF

1M Books- Art-Colossus-AudioCD
19| Books- Art-Colossus-AudioMP3
Wl Books- Art-Colossus-Hardcover
W] Books-Art-Colossus-Paperback
14| Books-Art-Colossus-PDF

11 Books- Art-Cradle- AudioCD

You can have different relation entry types available for selection when editing. These are imple-
mentation specific and cannot be changed from here. If these are available you can click an entry in the

list and select the desired related entry type.
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When done editing relations, click Back in the upper notification bar to return the catalog entry you were
working with.

Deleting a product or variant (SKU)

When deleting a product or a variant (SKU) the following will happen depending on how the entry you
want to delete is related to other catalog entries:

e Ifa productis deleted, all links from other catalog entries to the product will be removed.

e Ifa product with associated variants is deleted, the variants will be left associated with the same

category as the deleted product.

e Ifavariantis deleted, all links from other catalog entries to the variant will be removed.

To delete a product or variant, select Delete from the context menu for the item in the item list, and click

Delete to confirm the deletion.

Q
&l catalog Root
{5l Departmental Catalog
{" Departments
{7 Fashion
M Media
M Books
¥ Books- Weekly-Specials
{*] Books-Art
¥ Books- Computer
%] Books-Business

o ¥ . ‘£|

X [ o x
» Name Code

Books-

Detectives-
MP3_1

] Books-Detectives-MP3

Books-
Mystery-

10 Books-Mystery-
Buttercream-AudioMP3
Buttercream-

AudioMP3

Books-
Mystery-Live-
AudioMP3

1M Books-Mystery-Live-
AudioMP3

Price Stock Published  Available from  Expires

0 v Today 2221 PM  9/27/23, 2:21

9/1/10, 3:00 PM 107213, 3:00

AM

$1,000.00 810 v

$1,000.00 10 v 9/1/10, 3:00 PM  10/219, 3:00

Product Type

Media_Item_Cla

# Edit
i copy
&6 cut

*[2petach
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0

™ Books- Cooking

To delete multiple catalog entries at the same time, select the entries in the item list and click the Delete
button in the toolbar.

Be aware that deletion of catalog entries cannot be undone.
e

Use the Detach option in the toolbar to remove a link between catalog entries. Linking is used when you
want a catalog entry to appear in multiple categories, or when cross-selling related items. Refer to
product categorization for more information on how to manage catalog entry links.

Editing packages and bundles

A product package contains multiple products or variants, with a single unique pricing for the entire pack-
age, whereas a product bundle is a collection of variants with individual pricing, allowing customers to
purchase two or more items at once. The editing of packages and bundles are similar to the editing of
products and variants, except in that the properties available for editing will be somewhat different.

Here we assume that you already have existing product packages and bundles that you want to update in
your system. Refer to Creating catalog entries for information on how to create packages and bundles.

Editing a package or bundle

This section describes properties in the EPiServer Commerce sample templates, as they appear when
editing them from the All Properties view. Some of the properties in a template are default, and some are
template-specific for the website. The Settings tab is a default tab in EPiServer containing a set of built-in
date related properties which you rarely need to change.

Here we will discuss the usage of tabs and properties for packages and bundles. Refer to Editing
products and variants for more information on tabs and properties that are available for both products,
variants, packages and bundles.
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Pricing

Since unique pricing can be set only for packages and not bundles, the Pricing tab is only available for
packages and will provide an overview of the pricing for that particular package, for your different mar-
kets and customer groups. Click Edit prices to compare and edit the price for the package, refer to
Managing pricing for more information on how to edit prices.

Inventory

A package is a physical assembly of a set of products or variants (SKUs), and will therefore also have
inventory information attached, which a bundles will not have. The Inventory tab for packages provides
an overview of inventory status information, which is often retrieved from external systems. Refer to Edit-
ing products and variants for more information on how to work with inventory information.

Assets

Just like products and variants (SKUs), packages and bundles can have associated assets such as
images and documents. Add media files of your choice by dragging items from the right-hand Assets
pane into the assets area of the package or bundle, or use the Add button. Refer to Assets for more
information on how to work with assets.

Relations

Packages and bundles can also have relations to other categories in the catalog tree, or products or vari-
ants. The Relations tab provides an overview of the existing relations for the package or bundle. Click
Edit categories or Edit related items to edit the information. Refer to Editing products and variants for
more information on how to edit relations.

Package entries

The Package Entries tab provides an overview of entries included in the package. Click Edit entries to
edit the information. Add catalog entries to the package, either by dragging them from Entries in the
Assets pane, or by using the Add Entry button. Click the Manage Entry Groups button to add package
groups to associate packages with. The same groups will be available for bundles.

. » Media » Books » Books weekly specials
Books weekly special pack

4 Back Changes made here will be published immediately while you edit. X

\Edit Package

| =+ Add Entry |
Name Quantity Path Group
‘O Books-Art-Colossus 0 Catalog Root\Departmental Daily surprise |¥|
oks-Art-Colossus

QW Books-Art-Cradle 1] Catalog Root\Departmemta!l | Specials box | ™ |
Catalog\Departments\Media', | —
Art\Books-Art-Cradle Default

‘a Books-Art-Exposure 1] Catalog Root\Departmental a1t I =i

Cat: \Departments\Media',
oks-Art-Exposure

You can drop variants and products here

| Manage Entry Groups |

When done, click Back in the upper notification bar to return the package you were working with.
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The Bundle Entries tab provides an overview of entries included in the bundle. Click Edit entries to edit
the information. Add catalog entries to the bundle, either by dragging them from Entries in the Assets
pane, or by using the Add Entry button. Bundle entries can be associated with the groups as created for

packages above.

— —
B (+[elq
Departments » Media » Books » Weekly specials Mo changes
== Books weekly specials
Name | | Markets All Chanoe
| Visible to Everyone
Tzzrel TAlTE |Buoks weekly specials |
Languages en, da, fr, sv
Name in URL books—weekly—s%emals Change ID, Type 6063, Default_Bundle_Class
SEO URL Books-weekly-specials-en.... Change
Code Books_weekly_specials_1 Change
Content Bundle Entries Assets Relations Settings

g1 Edit entries

Entries included in this bundle

Name Quantity
1" Books-Art-Colossus-AudioCD 1
M| Books-Art-Colossus- AudioMP3 1
W] Books-Art-Barbra-Paperback 1

Deleting a package or bundle

Path

Group

Catalog Root\Departmental Catalog Default

Catalog Root\Departmental Catalog Default

Catalog Root\Departmental Catalog Default

When deleting a package or bundle, the item will be deleted and all links from related products and vari-
ants to the current package or bundle will be removed.

To delete a package or bundle, select Delete from the context menu for the item in the item listing, and
click Delete to confirm the deletion.

-
= (+)
. » Departments » Media > Books
¥ Books weekly specials
X [ X Market All +
+ Name Code Price Stock Published Available from Expires Product Type

[ ¥ Books-Travel Books- v 9/1/10, 9:00 AM  9/30/20, 9:00 DepartmentNod
Travel_1 AM

. Books weekly special bundle Books_weekly_¢ v Today 1:58 PM  10/21/23, 1:68 Defaul

PM
[F] £ Books weekly special pack Books_weekly_¢ @ Today 1:45 PM  10/21/23, 1:45 Defauly
PM

[C] 9w Books-Mystery-Death Books- v 9/1/10, 9:00 AM  10/1/20, 9:00 [UEGIEN iy Copy
Mystery- AM
Death_1

. .

[[] 9w Books-Mystery-ThreeSeconds Books- v 9/1/10, 9:00 AM  10/1/20, 9:00 Media_| ‘h
Mystery- AM
ThreeSeconds_

[F] 9w Books-Mystery-ToHave Books- v 9/1/10, 9:00 AM  10/1/20, 9:00 Media_Product_
Mystery- AM
ToHave_1

To delete multiple catalog entries at the same time, select the entries in the item list and click the Delete

button in the toolbar.

Be aware that deletion of catalog entries cannot be undone.
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Product categorization

Using product categorization you can work with your product catalog to adjust the structure and range in
order to optimize the selling potential of products. You can search for products or a collection of products,
and assign these to different categories through the creation of relations. You can also copy or move a
product or collection of products between categories, or detach a product from a category. The Relations
tab provides an overview of relations for a catalog entry.

LT When creating catalogs you should carefully consider the catalog structure for maintenance
and performance reasons. Itis recommended not to build too deep hierarchies of categories,
products and variants in your product catalog. However, a flat catalog structure with too many
entries in the same category can have a negative impact on performance.

Categorization involves the following tasks:

e Moving allows you to control the structure of your catalog after entries are created, by moving
them to another location in the hierarchy. When moving a category or product to a new location in
the catalog tree, the related products and variants will also be moved, and any existing links to
other catalog entries will be keptintact.

e Linking allows you to create relation links between entries in the catalog hierarchy. For example,
you can create a category called "Featured Products", and link a product in the "Sport Shoes" cat-
egory to this to this, without having to duplicate any entries. The item will be visible in both cat-
egories, and can be updated from any of these locations.

e Detaching allows you to remove a relation link from a product or a variant to a category, for
instance for a product that appears in two categories "Sport Shoes" and "Featured Products".

Moving catalog entries
In the example below we will move a product to a new location, but the procedure is similar for moving a
category or a variant.

1. In the Catalog view, select the desired productin the main listing.

2. Drag the productinto the desired location in the catalog tree to the left.

— -
. - Je3 a
-
Departmental Catalog ) Departments ) Media » Music ‘g ‘
Q {"|Music-Electronic —
{5 Catalog Root X I X Market All ~
{5 Departmental Catalog
{7 Departments ~ Name Code Price Stock Published ;"Z“ayl\ab\e Expires :priuct
{" Fashion
7| W Music-Electronic-Crimewave Music- v 9MA0, 9:00  10/1/20, 9:00 Media_Produ
{% Media Electronic- AM Al
2 Book: Crimewave
0oks
{| Weekly spgcials = @ Music-Electronic-LP Music- v 9MAD, 9:00  10/120, 9:00 Media_Produ
Electronic- AV AM
{% Books- Art ' Music-Electronic- Crimewave 1
{¥] Books- Computer @ Music-Electronic-Maya Music- v 9/1/10. 9:00  10/1/20, 9:00 Media_Produ
{¥] Books-Business a‘“‘(t”’"‘c' AM AM
aya
{" Books- Cooking
@ Music-Electronic-Moby Music- v 9110, 9:00  10/1/20, 9:00 Media_Produ
{"] Books- Entertainment Electronic- AM AM
% Books-Fiction Moby
% Books-Mystery @ Music-Electronic-0flune Music- v 9110, 9:00  10/1/20, 9:00 Media_Produ
Electronic- AM AM
{¥| Books-Reference ofiune
Tl Books-Romance @ Music-Electronic-00000 Music- v 9110, 900 10/1/20, 9:00 Media_Produ
7] Books- Science Electronic- AM AM
00000
{¥|Books-SF
P Books-Travel Q@ Music-Electronic-Pembroke Music- v 9AM0, 9:00  10/1/20, 9:00 Media_Produ
ooks-Trave Electronic- AM AM
= o Pembroke

3. Click Move in the Paste ltem dialog.

You can also use the Copy/Paste option in the context menu to move catalog entries.
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Linking catalog entries

In the example below we will create a relation link from a product in one category to another category,
but the procedure is similar for the linking of a variant.

Do the following to create a link from a product to a category:

1. Inthe Catalog view, select the desired productin the main listing.
2. Drag the productinto the desired location in the catalog tree to the left.

3. Click Link here in the Paste Item dialog.

Detaching catalog entries
Do the following to detach a link between a product or a variant and a category:
1. In the Catalog view, navigate to the location in the catalog tree where the desired catalog entry to
detach is located.

2. Selectthe product or variantin the main listing, and then select Detach from this category in the
Context menu, or click the Detach from this category button.

= -
i - I3 a
Catalogs —
Departmental Catalog > Departments > Media > Books ‘g |
Q " Weekly specials —
{f] catalog Root X I o X Market All ~
{5l Departmental Catalog
~ Name Code Price Stock Published Awvailabl Expires Product
{" Departments from ‘ Type
{7 Fashion
[] £& Books weekly specials Books_v v Today  11/21/23 Default_
% Media 45T 45TPM
PM
{7 Books
E Qy Books-Art-Barbra Books- v

Weekly specials
i ly sp: art.

{" Books-Art Barbra

% Books-Computer Music- v
Electror

Crimew:z

[7] @@ Music-Electronic-Crimewave

% cut
M Books-Business i Copy

{" Books-Cooking

|: Detach from 5 category

X Delete

% Books-Entertainment

% Books-Fiction
{" Books-Mystery
{7 Books-Reference
% Books-Romance

W RAnke-Srisnce

M
&

To detach multiple catalog entries at the same time, select the entries in the item list and click the Detach
button in the menu.

If a product or variant is linked to only one category, the detach option will not be available.
This is to avoid that products or variants become "orphans" without a category location, and dif-
ficult to locate in a product catalog.

Viewing relations

To view relation links for a product or a variant, select the item in the main listing to access the All Prop-
erties editing view and go to the Relations tab.
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Content Pricing Inventory Assets Settings

Categories

For structuring catalog entries

Name Path
" Books-Art Catalog Root\Departmental Catalog\Departments\Media\Books'\Books- Art
M Fall Mystery Special Catalog Root\Departmental Catalog\Departments\Media\Books\Fall Mystery Special
" Books weekly specials Catalog Root\Departmental Catalog\Departments\Media\Books\Books weekly specials

fd Edit cateqories

Related Entries

For promoting catalog entries

Name Code Path Type
M| Books-Art-Colossus-AudioM Books-Art-Colossus-AudioM Catalog Root\Departmental Default

] Books-Art-Barbra-PDF Books-Art-Barbra-PDF Catalog Root\Departmental Default

M| Books-Art-Barbra- AudioMP3 Books-Art-Barbra- AudioMP3 Catalog Root\Departmental Default

o Edit related entries

In addition to category links, there are also other types of links between items in a product catalog. Refer
to Editing products and variants for more information on how to work with links.

See also
Refer to the following sections for information about creating, editing and deleting catalog entries:
e Creating catalog entries

e Editing catalog entries

Managing pricing

The Edit Prices overview provides a convenient way of viewing and editing pricing within product cata-
logs. Using this view you can review a compact list of prices by market or customer group. Prices are dis-
played in the default currency for a market, together with minimum quantity and availability date for the
defined price. There might be multiple prices with different currencies for the same market. Both active
and inactive markets will be displayed in the market filtering. You can also add prices to variants (SKUs)
from this view.

Changes to the pricing information will be instantly available on the website, and is not
included in the saving and publishing flow for the rest of the content.

Viewing prices

Do the following to view prices:

1. In the Catalog view, navigate to a category to display products and variants in the main listing.

2. Select Pricing from the view selector in the upper right corner to access the pricing editing view.
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3. Use the filtering options on top for Customer Group and Market, to filter the price list and make it

easier to locate the desired pricing information

o ¥

Catalogs

Q

Departmental Catalog > Departments ) Media » Books

{5 Catalog Root
{5 Departmental Catalog
{7 Departments
{7 Books weekly specials
{# Fashion
1 Media
7 Books
{7 Books weekly specials
7 Fall Mystery Special
™| Books- Art
{® Books- Computer
{¥ Books-Business
{% Books- Cooking
{7 Books- Entertainment
{7 Books- Fiction
{7 Books-Mystery
{7 Books-Reference
{7 Books-Romance
{7 Books-Science
{7 Books-SF
{7 Books-Travel
7] Music
1 Apps
7 Movies
% Automotive
™ wine

Note that only catalog entries with a price will appear in this listing, even
published. This means that if you have added new variants for a product, and these have no

Books- Art-Barbra- AudioCD

Books-Art-Barbra- AudioCD

Books-Art-Barbra- AudioCD

Books-Art-Barbra- AudioCD

Books-Art-Barbra- AudioCD

Books-Art-Barbra- AudioCD

Books-Art-Barbra- AudioMP3

Books-Art-Barbra-AudioMP3

Books-Art-Barbra- AudioMP3

Books- Art-Barbra- AudioMP3

Books-Art-Barbra- AudioMP3

Barbra-AudiocD

Books-Art-
Barbra-AudioCD

All Customers

Books-Art-
Barbra-AudioCD

All Customers

Books-Art-
Barbra-AudioCD

All Customers

Books-Art-
Barbra-AudioCD

All Customers

Books-Art-
Barbra-AudioCD

All Customers

Books-Art-
Barbra-AudioCD

All Customers

Books-Art-
Barbra-AudioMP3

All Customers

Books-Art- All Customers

Barbra-AudioMP3

Books-Art-
Barbra-AudioMP3

All Customers

Books-Art-
Barbra-AudioMP3

All Customers

Books-Art-
Barbra-AudioMP3

All Customers

price, you will not see them in the pricing overview.

Adding and editing prices

Adding a price for a variant (SKU) is done from the Pricing tab in the All Properties view when editing
product variants (SKUs) or packages. To add a price for a variant, click Add Price and enter the desired
pricing information by clicking on each editable property. Click on a property to edit the existing price

zealand  [RElall

Default Market

PPYSYM Contral and South America

ASEAN

Scandinavia

NETT USA and Canada

Central and South $1,000.00

America
Scandinavia €775.20
USA and Canada ~ $1,000.00

Australia and New  A$1,042.00
Zealand

ASEAN $1,000.00
Default Market  $1,000.00
Europe €775.20

Central and South $1,000.00
America

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

9/1/10, 3:00 PM -

information. See below for a description of editable pricing properties in the sample site.

B+
Departmental Catalog » Departments
{" Books-Art

Media > Books

9/1/10, 3:00 PM -

+ Back Changes made here will be published immediately while you edit.

Edit Prices

Product Name Code

Books-Art-Barbra- AudioCD

Books-Art-Barbra-AudioCD

Books-Art-Barbra-AudioCD

Books-Art-Barbra-AudioCD

Books-Art-Barbra-AudioCD

Books-Art-Barbra- AudioCD

Books- Art-Barbra-AudioCD

Books- Art-
Barbra-AudioCD

Books-Art-
Barbra-AudioCD

Books-Art-
Barbra-AudioCD

Books-Art-
Barbra-AudioCD

Books-Art-
Barbra-AudioCD

Books-Art-
Barbra-AudioCD

Books-Art-
Barbra- AudioCD

Customer Group (Sale Code) Al

- Market| Al |~

Sale Type Sale Code Market Price

All Customers Australia and New A$1,042.00
Zealand

All Customers ASEAN $1,000.00

All Customers Default Market  $1,000.00

All Customers 1234 Europe

All Customers

All Customers

All Customers

Central and South $1,000.00

America
Scandinavia €775.20
USA and Canada  $1,000.00

The following pricing information can be edited:

© EPiServer AB

Date (from-to)  Min. Quantity

9/1/10, 3:00 PM - 0

9/1/10, 3:00 PM - 0

9/1/10, 3:00 PM - 0

9/1/10, 3:00 PM - 0

9/1/10, 3:00PM - 0

9/1/10, 3:00PM - 0

9/1/10, 3:00 PM - 0

M Books-Art
+ Back Changes made here will be published immediately while you edit x
Edit Prices
Customer Group (Sale Code) | All | + Market‘
Product Name Code Sale Type sale Code Market Date (from-to) Min. Quantity
Australia and New Zealand
Books-Art-Barbra- AudioCD Books-Art- All Customers Australia al 9/1/10, 3:00 PM - 0O

if the catalog entry is
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e Sale Type - associate the price with either All Customers, a specific Customer or a Customer
Price Group. With the last option you can create tiered pricing (differentiated pricing).

e Sale Code - used for assigning a price to a specific group of customers. For instance, when you
add a new price and select "Customer Price Group" as type, you put the name of the customer
group in the Code field. If the Code field matches a customer group, any member of that group will
receive the specified price.

e Market - associate the price with a market for your website.

e Currency - associate the price with a currency, to create different prices depending on the selec-
ted currency.

e Price - the price that will be displayed on the public site.
e Date from/to - the time interval when the price will be available.
e Min. quantity - the minimum number of units that must be purchased to get a discounted bulk rate.

Duplicating and deleting prices

e Select Duplicate in the context menu for the entry you want to duplicate, to use as a foundation
when creating a new pricing item. Edit the information as desired and click Save when done.

e SelectDelete in the context menu for the entry you want to delete, and click Yes to confirm. Note
that the deletion of a price cannot be undone.

See also

Refer to Editing catalog entries for more information on how to edit other properties for catalog entries.

Setting pricing by customer group

Customer groups are useful for instance when setting specific permissions and targeted marketing cam-
paigns. This document describes how to apply customer groups to specific pricing.

Applying customer groups to pricing

Do the following to define specific pricing for a customer group.

1. In the Catalogs view, navigate to a variant, select the Pricing tab, and click Edit prices.

Departmental Catalog » Departments ) Fashion ) Tops > Tops-Tunics

No changes to publish
1M Tops-Tunics-CowINeck-Black-Large

Name Tops-Tunics-CowlNeck-8 Markets All Change

’ Visible to Everyone
rigzrmel e Tops-Tunics-CowlNeck-8
Languages en

N: URL Tops-Turics-CowlNeck-Bla... Change
iame in ops-Tunics-CowlNeck-Bla... Chance ID, Type 296, Fashion_Item_Class

SEO URL Tops-Tunics- CowlNeck-Bla... Chanae ——
Tools

Code Tops-Tunics- CowlNeck-Bla... Chanae

Content Inventory Assets Relations Settings

Tax category .

Pricing

Market Price Date (from-to Sale Type
Australia and New Zealand A$1,042.00 ©/1/10, 9:00 AM - All Customers
ASEAN $1,000.00 9/1/10, 9:00 AM - All Customers
Default Market $1,000.00 9/1/10, 9:00 AM -

Europe €775.20 9/1/10, 9:00 AM -

Central and South America $1,000.00 9/1/10, 9:00 AM -

Scandinavia €775.20 9/1/10, 9:00 AM -

USA and Canada $1,000.00 9/1/10, 9:00 AM - All Customers
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Click Add Prices to add an additional price line that can be set as specific to a customer group.

Departmental Catalog » Departments

Fashion ) Tops » Tops-Tunics

1 Tops-Tunics-CowlNeck-Black-Large

« Back Changes made here will be published immediately while you edit

Edit Prices

Customer Group (Sale Code) Al

- Market | Al

Product Name Sale Type Sale Market Price Date (from-to) Min. Quantity
Tops-Tunics-CowlNeck-  Tops-Tunics-ConlNeck-  All Customers Australia and New A$1,042.00 9/1/10, 9:00 AM - 0
Black-Large Black-Large Zealand

Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers ASEAN $1,000.00 9/1/10, 9:00 AM - o
Black-Large Black-Large

Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers Default Market $1,000.00 9/1/10, 9:00 AM - o
Black-Large Black-Large

Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers Europe €775.20 9/1/10, 9:00 AM - o
Black-Large Black-Large

Tops-Tunics-CowlNeck-  Tops-Tunics-ConlNeck-  All Customers Central and South $1,000.00 9/1/10, 9:00 AM - 0
Black-Large Black-Large America

Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers Scandinavia €775.20 9/1/10, 9:00 AM - o
Black-Large Black-Large

Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers USA and Canada $1,000.00 9/1/10, 9:00 AM - o

Black-Large

Select the desired price line to edit. The new line can be identified by the current timestamp show-

Black-Large

ing in the Date (from-to) column. By default the new line will have "All Customers" selected as

Sale Type, and the first market (in alphabetical order), the associated default market currency, and

a zero price will be displayed.

Departmental Catalog » Departments

Fashion > Tops ) Tops-Tunics

1 Tops-Tunics-CowINeck-Black-Large

+ Back Changes made here will be published immediately while you edit.

Edit Prices

[+ Add price| Customer Group (Sale Code) | All | v | Market| Al | »
Product Name Code sale Type Sale Code Market price Date (from-to) Min. Quantity
Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck- Australia and New | A$0.00 | Today 3:46 PM - 0
Black-Large Black-Large zealand
Tops-Tunics-CowINeck- ~ Tops-Tunics-CowlNeck-  All Customers Australia and New A$1,042.00 9/1/10, 9:00 AM - 0
Black-Large Black-Large Zealand
Tops-Tunics-CowINeck-  Tops-Tunics-CowlNeck-  All Customers ASEAN $1,000.00 9/1/10, 9:00 AM - 0
Black-Large Black-Large
Tops-Tunics-CowlINeck-  Tops-Tunics-CowlNeck-  All Customers Default Market $1,000.00 9/1/10, 9:00 AM - 0
Black-Large Black-Large
Tops-Tunics-CowlINeck-  Tops-Tunics-CowlNeck-  All Customers Europe €775.20 9/1/10, 9:00 AM - [
Black-Large Black-Large
Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers Central and South $1,000.00 9/1/10, 9:00 AM - 0
Black-Large Black-Large America
Tops-Tunics-CowlINeck-  Tops-Tunics-CowlNeck-  All Customers Scandinavia €775.20 9/1/10, 9:00 AM - 0
Black-Large Black-Large
Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers USA and Canada $1,000.00 9/1/10, 9:00 AM - 0

Black-Large

Black-Large

Click the Sale Type to edit, and select the Customer Price Group option.

Edit Prices
|+ Add Price‘

Product Name

Tops-Tunics- CowlNeck-
Black-Large

Tops-Tunics-CowlNeck-
Black-Large

Tops-Tunics-CowlNeck-
Black-Large

e

Tops-Tunics-CowlNeck-
Black-Large

Tops-Tunics-CowlNeck-
Black-Large

Tops-Tunics-CowlNeck-
Black-Large

Sale Type

All Customers -

Customer Price Group

w
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Selecting Customer Price Group opens an additional drop-down list for selecting the specific Cus-

tomer Group. Note that the customer group must first be created in Commerce Manager, before it
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will appear in the listing.
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Edit Prices

[+ Add price| Customer Group
Product Name Code Sale Type Sale Code Mat
Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  Customer Price Group Aug
Black-Large Black-Large ze:

Customer

Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers Aus
Black-Large Black-Large Partner Ze:
Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers Distributor Ast
Black-Large Black-Large Demo Group 1
Tops-Tunics-CowlNeck-  Tops-Tunics-CowlNeck-  All Customers Demo Group 2 Def
Black-Large Black-Large

6. Editthe rest of the pricing information as appropriate, and return to the variant page when done
(the information will be instantly updated).

7. The new customer group-specific pricing information will be displayed.

Departmental Catalog > Departments > Fashion > Tops ) Tops-Tunics

No changes to publish
1 Tops-Tunics-CowlNeck-Black-Large

Name Markets

Tops-Tunics- CowlNeck-B All change
Visible to Everyone
Internal name Tops-Tunics-CowlNeck-8
Languages en
- - -Bla... Change
Name in URL Tops-Tunics- CowlNeck-Bla. ar ), T T, ST E
SEO URL Tops-Tunics- CowINeck-Bla... Chanae ——
[Tools |
Code Tops-Tunics- CowlNeck-Bla... Change
Content Inventory Assets Relations Settings

Tax category .
Pricing
Market Price Date (from-to Sale Type
Australia and New Zealand A$1,042.00 9/1/10, 9:00 AM - All Customers
ASEAN $1,000.00 9/1/10, 9:00 AM - All Customers
Default Market $1,000.00 9/1/10, 9:00 AM - All Customers
|pefauit Market $950.00 1/1/14, 9:00 AM - 1/1/15, 9:00 AM Customer Pricz Group_|
Europe €775.20 9/1/10, 9:00 AM - All Customers
Central and South America $1,000.00 9/1/10, 9:00 AM - All Customers
Scandinavia €775.20 9/1/10, 9:00 AM - All Customers
USA and Canada $1,000.00 9/1/10, 9:00 AM - All Customers

© Edit prices

Catalog batch update

As a catalog grows larger, you will want to utilize the batch update tool to update multiple catalog entries
atonce. The Catalog Batch Update option in Commerce Manager allows you to quickly make multiple
changes to your catalog without having to update each catalog entry individually. When searching for
catalog entries to update, you can narrow down you results by using a set of filters.

Updating multiple catalog entries

Do the following to update multiple catalog entries:
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1. Go to Catalog Management > Catalog Batch Update. The Batch Update screen appears.

Welcome ™ Change Language About™

Caralog Management 2 Main Adjustment it Filters
=== Catalog Management Entry TYPE:  vaariation/ Sku - Language: English (United States) -
Catalog Entry Search .
: Meta Class!  pefauit Catalog Entry ~  Catalog/Category: 4 catalogs -
B Catalog Batch Update
553 caralogs Field Entry - Name - Keyword(s) Apply Filter
= [ wine

% Save All

Name Entry : Name

# (] Templates

UM Enoteca Wine Glass Small Encteca Wine Glass Small

"M Enoteca Wine Glass Large Enoteca Wine Glass Large

YN Enoteca Waiters' Friend Double Lever Corkscraw

Blue Enoteca Waiters' Friend Double Lever Corkscrew Elue

YN Enoteca Waiters' Friend Double Lever Corkscraw

Red Enoteca Waiters' Friend Double Lever Corkscrew Red

YN Enoteca Waiters' Friend Double Lever Corkscraw

Enoteca Waiters' Friend Double Lever Corkscrew Yellow
Yellow

"M Enoteca Decanter 1000ml Enoteca Decanter 1000ml

Enoteca Decanter magnum

UM Enoteca Decanter magnum

2. The Main Adjustment filters are divided by Entry Type, Meta Class, and Field. Entry Types in the
drop down menu include Product, Variation/Sku, Bundle, Package, and Dynamic Package. The
Meta Class and Field drop down menus depend on the Meta Class you selected, your selection
will then populate the Field drop down selections.

3. To narrow down your results, you can use the additional filters: Language, Catalog and Key-
words. If your entries are in more than one language and you want to edit a specific entry in
another language, you would want to apply the Language filter. If you want to narrow the results to
a specific catalog, use the Catalog filter to search for entries within that catalog. To narrow your
search even further, enter in Keywords, such as "Wine Glass" (without the quotes).

4. Within your search results, you can click on a specific catalog entry and go directly to its edit page.
Or by adjusting the Field drop-down menu, you can select which field you want to directly edit. For
example, if you have a list of variation/skus, and you want to change the display price for all of
them at once, you can change the Field drop-down menu to "Variation : Display Price." The right
column will then change, allowing you to directly edit the display price for all the catalog entries at
once.

Welcome + Change Language About v @ Get Help For This Page %

Catalog Management i i
9 o 52 Main Adjustment Additional Filters.

= =5 Catalog Management Entry

T |alt types [+] tanguage English (United States) [+]
\ Catalog Entry Search
Meta
= Caralog Batch Update Class: | Default Catalog Entry [=] catalog/Category: [ catalags [+]
Caralogs v
] . Field: Entry - Name E‘ Keyword(s): Apply Filter
M ] Templates
Igysave an
Name Entry : Name

d
ﬁ Dashboard

m Customer Management
- @0 0@ @0

ﬁ Catalog M”nagement

‘g Order Managament
ﬁ Marketing

rﬂ Asset Management

f| Reporting

W Enoteca Wine Glass Small
UM Enoteca Wine Glass Large

W Enoteca Waiters' Friend Double Lever Corkscrew

2| Blue

U Enoteca Waiters' Friend Double Lever Corkscrew
Red

UM Enoteca Waiters' Friend Double Lever Corkscrew
Yellow

1l Enoteca Decanter 1000m
UM Enoteca Decanter magnum
© Wine Glass

© waiters Friend

© Decanter

or

Encteca Wine Glass Small

Encteca Wine Glass Large

Encteca Waiters' Friend Double Lever Corkscrew Blus

Enoteca Waiters' Friend Double Lever Corkscrew Red

Encteca Waiters' Friend Double Lever Corkscrew Yellow

Encteca Decanter 1000m
Enoteca Decanter magnum
Wine Glass

Waiters Friend

Dacanter

m

m

b

[ ﬁi Administration

Page Size: 20 |v|

(12 items) | Page < 1»

5. When you are satisfied with your changes, click on Save All.
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Orders

Order Management is a central part of the e-commerce system. Since the majority of orders will be cre-
ated from the front-end site, the ordering process is usually automatic following an order management
workflow, butin some cases orders need to be manually managed. The Order Management system
provides shopping carts (baskets), order capture, order fulfillment, payment functions and item return or
exchange support.

Meta classes and fields for products

You can define your own meta classes and meta fields for both products and orders in Commerce
Manager. For instance, if you create a meta class called "Wine" you will want to add meta fields that are

characteristic for wine, for instance "color", "taste", "vintage" and "maturity".

When meta fields and classes have been created, they will be available for usage when working with the
product catalog. Meta classes and fields for catalogs are defined in the Catalog System part of System
Administration. For more information, refer to Setting up Meta Classes and Fields.

Working with order management
The work with orders includes the following tasks:
e Browsing orders for example to monitor order status and find specific orders
e Creating orders - different ways of creating orders, adding payment plans and split shipments.
e Managing shopping carts and turning them into orders.
e Processing orders - adding payments and preparing the shipment.
e Managing shipments - processing shipments and creating picklists for orders including returns.
e Managing returns and exchanges - processing returns and product exchanges.
e FEditing and deleting orders - the cancellation and deletion of orders.

Refer to the Shopping Workflow section for a general description of the shopping procedure in EPiServer
Commerce.

Browsing orders

The majority of your orders will be created on the front-end by customers in the online store, and you will
most likely have a significant amount of orders in your system. In this section we will describe different
ways of finding specific orders whenever you need to manage them manually.

Using order search to find existing purchase orders

Order Search allows you to find existing orders, giving you six different search filters to help refine your
search results. You can click on the ID number of the order to view it.

Welcome ¥ Change Language About ™

Order Management C—‘ Class Type: Purchase Order lz‘ Return #:
1D

o] Customer Total Status Last Modified

j‘ﬁ Order Management Status: [Any]

ERjEN|

";‘ Order Search Date Range: | All
S[F] Purchase Orders
@ Today
@ This Week
& This Menth POD&50  Mary Smith £53.58 Cancelled Today, 10:45 AM

POD485  Mary Smith $39.98  InProgress  Today, 11:46 AM

Filter Description
Name
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Class
Type
Status

Date
Range

Return #

Customer

Click on Search to being your search query. The desired results appear below. The results are broken

Select "Purchase Orders" on the drop-down list. Otherwise, if you want to
search for a specific shopping cart or payment plan, select those.

You can filter results by their statuses. For example, if you want to find only
completed purchase orders, select from the drop-down list "Completed".

Available status options are:
¢ OnHold
e PartiallyShipped
e InProgress
e Completed
e Cancelled

e AwaitingExchange

You can select from date ranges from "today," "last week," or "this month."

Enter the return number of a purchase order if a return was created for that par-
ticular order.

You can specify the order ID. Orders created out of the box with EPiServer
Commerce are typically numbered as PO###.

Enter a customer name and the search results will return only orders filtered
by the specified name.

down by five column fields:

e ID

e Customer (name)

e Total (cost of order)

e Status

e Modified (date)

You can sort results by ID, Customer, Total, or Status.

Viewing purchase orders by date or status

In the left navigation menu, you can click on the nodes below Purchase Orders and Purchase Orders
by Status. For example, clicking on Purchase Orders > Today will show the orders created today only

on the right window.

Welcome ¥ Change Language About ™

Order Management

@ || [iNeworder X Delete selected

2§ Order Management D Customer Total Status Last Modified
() Order Search
=[] Purchase Orders

PO048S Mary Smith $39.58 In Progress Today. 11:46 AM

= Today

POO850 Mary Smith £59.98 Cancelled Today, 10:43 AM

@ All

Moreover, you can view orders within the Order List by status. For example, click on Purchase Orders

@ This Week
@ This Month

PO7E57 Hiep Khue $499.58 In Progress Today, 10:26 AM

by Status > InProgress to view orders with that status.
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welcome vl change Language About ¥

@ || [INew Order X Delete Selected

Order Management =

j‘g Order Management F | Customer Total Status Last Modified

) S SEE [E] Poo4ss Mary Smith $39.98 In Progress Today, 11:48 AM
@ 5] Purchase Orders ~
PO7657 Hiep Khuc $499.98 In Progress Today, 10:26 AM
143 Purchase Orders By Status
(] OnHold
[ PartiallyShipped
[ []InProgress

] Completed

[F] Po3ss1 Hiep Khuc $967.44 In Progress 2/18/2011 11:48:36 AM

PO1537 Hiep Khuc $451.95 In Progress 2/18/2011 9:58:27 AM

[~ Cancelled

] AwaitingExchange

The Catalog Search function enables you look for specific sales items stored in EPiServer Commerce.

Click on Order Management and then Order Search

Order Management =

W

:l‘ﬁ Order Management
'-:Jf Order Search

:lﬂ Purchase Orders
Today
This Week
This Manth
All
H [ Purchase Orders By Status
H[ ] Carts
H (] Payment Plans (recurring)

B BB B =

H [ ] Shipping/Receiving

Creating orders

Most orders are created by customers from the front-end part of the website, butin some cases it might be
necessary to create orders manually from within Commerce Manager. You can create orders either from
within Order Management, or directly for a Contact in Customer Management. The order management
option is the most common way to create an order.

Compared to the customer management option, it is faster and has additional alternatives for orders such
as Purchase Order versus Payment Plan. Using the Customer Management system takes a little longer
but allows you to double-check a customer's information before beginning an order.

When an order has been created in this step it appear in the Purchase Orders list with the
order status "In Progress".

Creating an order from order list
1. Go to Order Management > Purchase Orders.

2. Click on New Order. A pop-up appears, allowing you to select the site and contact to apply the new
order to. Use the drop-downs to make your selections. For Customer, if your customer is not listed select
More to search for them.
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Welcome * Change Language About *

©@/Cet Help For This Page %

Order Management

j'g Order Management
), Order Search

= [£] Purchase Orders

@ Today

@ This Week

@ This Month

@ Al
0] Purchase Orders By Stat
@] carts
# (] Payment Plans (recurrin

4[] Shipping/Receiving

i | »

<
ﬁ Dashboard

‘g Order Management

m Customer Management
- - - |

=
Caralog Management

% Marketing

rﬂ Asset Management
i
{ﬁ Administration

New Order ®

Site: [ 1o sites available]

Custamer

(@) Mot Set -

(T

« OK Q | % Cancel

3. Click OK once your selections are made .

Filling out the purchase order

1. Enter basic order information.

—Basic Order Info

Customer:
Currency:

Coupon Code:

admin

US dollar =

1234567 |

" Apply

Field

Description

Customer | This is the name of the contact.

Currency | Select from the drop-down list the currency to associate with the Purchase Order.

Coupon

Coupon codes created with a promotions can be applied here to associate with the

Purchase Order. Click Apply once code is entered.

2. Click New Item to select the items in the site catalog to associate with the Purchase Order. A pop-up
windows appears allowing you select items from a site catalog.

New Item | # Delete
|:| D Name

Page Size: | 20 |E|

3. Search for items by entering your search terms into the search field and click Find. You can sort your
search results alphabetically by clicking the Name column. Select an item from the list and click on Con-
figure Selected Entry.
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Mew Line ltem X
bardeaux M ol
Picture Name b Catalog Type Price In Stock
-
Mixed Cases France WVariation £8,546.05 1000
Ch. Plantey Canteloup France Variation £6.95 1000 L
Chateau Langoa-Bartan France Variation £47.00 1000 =
Chateau Bellevue France Variation £43.00 1000
Chateau Pichon-Longueville Lalande France Variation £215.00 1000
Page Size: 20 - (584 items) | Page 112345 ...} i
Cancel | | Configure Selected Entry

Advanced search

You can apply three filters to refine your item search results.

MNew Lineltem

Advanced Search

Select catalog |E| Select language IE‘ Select entry type IE‘

Field Description
Select catalog Select which specific catalog to search
Selectlanguage Select a specific language (such as German) for items described in German

Select entry type ' Select a specific type of entry, such as variation/SKU or bundle

Configuring the selected entry

1. Before you add the item to the order, you can configure the actual price, the quantity, and apply a per-
centage or discount based discount.
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New Line lterm *

»

Selected Entry: Chateau Langoa-Barton

Display Price: £47.00 )

Price: 47.00

Quantity: |1

m

In Stock: 1000, Reserved: 0.

Discount:  enter descr here 0 Percentage Based ~

m

Discount description  amount

Total: £47.00 B

] 1 | 3 T

Back I | Add item to the order

Required fields

e Price
e Quantity
Field Description
Display This is the price seen on the public website. This is set at the catalog entry level.
Price
Price This is the actual cost of the item that will be charged when the item is added to the order.
Quantity Set how many of the item to add to the order.

Discount You can apply a discount to the item, either Value or Percentage based.

Total The total is automatically calculated, factoring in the actual price, quantity, and any dis-
counts applied.

2. Once the item is configured, click Add item to the order. The item will appear on the Purchase Order
form.

New Item | ¥ Delete
D [[+] Name Quantity List Price Total Discount
D ELCBOOOSOVTFS6E Nextware iPhone Screen Protector 2-pk. 1 $19.99 $19.99 $0.00
Page Size:| 20 Iz‘ (1 items) | |

Completing the rest of the purchase order form

1. Enter a Billing and a Shipping Address.

When entering the Shipping or Billing Address, you can select an existing address associated
with the contact, if any.
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Postal Code
Day Phone
Evening Phone
Email

[7] Add to customer's address book

Postal Code:
Day Phone:
Evening Phone:

Email:

~Billing Addre: /~Shipping Addre:
Address Add new address Address |Add new address hd
[Clsame as Billing Address
Name
Name:
First Name:
First Name:
Last Name:
Last Name:
Line 1:
Line 1
Line 2: .
Line 2:
City:
v City.
Country Name: United States
v [=] Country Name United States [=]
State: Alabama [+] state: Alabama =

D Add to customer's address book

Checkmark Add to customer's address book if you want to save the address to the contact.

If the Shipping Address is the same as the Billing Address, click on Same as Billing Address. The
Shipping Address form is auto-populated with the information entered in the Billing Address form.

Select the kind of shipping to use for the order under Shipment Details. Select from the drop-

down the shipping methods (add link) available.

3. Click on Recalculate to generate the cost summary.

~—Shipment Details:

Shipping method: |Fixed Shipping Rate

|33 Recalgulate

~Summary

Item Subtotal:
Shipping Cost:

Less Shipment Discount;
Total Before Tax:
Itermn Taxes:

Shipment Total:

519.95

310.00

50.00

519.95

50.00

$259.95

4. Click OK to save the order.

Creating an order within a contact

1.

Go to Customer Management > Contacts and create or click on an existing contact. The contact

details appear.

© EPiServer AB




2. Click on New Order.

Welcome * Change Language About * @)/ Cet Help For This Page =
Cusrome & || [ edit | K Delete Contact | E3 Contacts | | New Order] e
Management "
=4 Customer Management Full Name admin New Order | parent Organization
=] Organizations
[& Contacts Information Information
& Roles L | contact
& Gift Cards Addresses )
Credlit Cards Full Name: admin Customer Group:
Security First Name: admin Preferred Currency:
Roles
Orders. Middle Name Preferred Language:
Order History Last Name: Registration Source:
Shopping Lists )
b Parent Organization: Last Order Date
Wish Lists
Shopping Carts Preferred Shipping
Address:
H Preferred Billing =
Address:
-~ Account ————— Edit Account | Change Password | Remove Account —,
ﬁ e User Name: admin Is Locked Qut: none
Q Customer Management Description Last Activity: Today, 1:23 PM
|kda Customer Management 3
fl e T Email admin@yourcompany.com Last Login Today, 12:49 PM
Last Password .
‘g Order Management Changed Today, 5:15 AM
% Marketing
ﬁ Asset Management
‘ﬁ Administration e

3. The New Order pop-up window appears. Select the site to apply the order to and click OK.
4. The Purchase Order New form appears, allowing users to enter basic information about the
order.

5. Follow the steps under Creating an Order From Order List above to complete order.

Processing orders

The order processing or fulfilling, includes adding a payment and releasing the order for shipping.
These steps are needed in order for the order to be completed and ready for shipping to the customer.
When the payment is cleared the order will be released for packing and shipping. Depending on how
your system is set up, this process may be automatically handled by the system. In these examples we
will describe how the procedure is done manually.

When an order has been processed and relesed for shipping in this step it will have the status
"In Progress" in the order list, and it will appear in the Released for Shipping list under Ship-
ping/Receiving.

Submitting payment and releasing to shipping

Do the following to add a payment and release an order to shipping:
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1.

2. Add a paymentto the order.

Go to the Order Management and open the order you wish to add a payment for and process.

FAAdd Note 3Send Notifications = Add Order Address

Order No: POOS50 Customer: Mary Smith
Order Total: $59.93 Status: InProgress

| Summary | | Details | | Payments | | Returns | | Notes
Create Pavm;ﬂj

|:| r\~lart$\-_—lI| Transaction Type Amount Status
O

Page Size: | 100 []

3. Enter the amount of the payment. The Amount field auto-populates the value of the total order,
including shipping costs. However, you can change the value of the payment (useful for splitting
payments between two or more payment methods at the request of the customer).

4. Selectthe Payment Method from the drop-down list.

5. Click OK. The order goes into Edit Mode.

The Order is in Edit Mode. Save changes before exiting. " Save | | X Cancel
mAdd Mote P_‘} Send Notifications E?Add Order Address
Order No: PO2427 Customer: Mary Smith
Order Total: £56.00 Status: InProgress
| Summary | | Details | | Payments | | Returns | | Notes
Create Payment
D Name Transaction Type Amount Status
[[1 %  PayBy Phone 86.00 Pending
Page Size: jop ~

Note: When in Edit Mode, you can add more payments to the order. However, once you click

Save, you finalize the payment. This means that you cannot add or delete any further payments.
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6. Once you have finished adding one or more payments, click Save to exit Edit Mode and save your
changes. The payment gets automatically processed for the amount specified.

[ AAdd Note [ Send Notifications = Add Order Address

Order No: POO0S50 Customer: Mary Smith
Order Total: £59.98 Status: [nProgress
| Summary | | Details | | Payments | | Returns | | Notes
|:| Name Transaction Type Amount Status
D Pay By Phone Sale 59.9800 Processed

Page Size:| 100 El

7. Check the Details tab. You will see that the Shipment Status has changed to "Awaiting Invent-
ory." Once the availability of the item has been determined, click on Release Shipment to release
the order to your shipping department.

| Summary H Details || Payments H Returns H Notes

Shipment # 1

=/ New Line Item X Delete
[l ] Name Quantity List Price Placed Price  Total Discount Discount Description Total
[} Ea' 83017 Chateau Bellevue 2.00 £43.00 £43.00 £0.00 £86.00

Page Size: 1gp -

~— Shipping Information

Shipping Address:

1 First Street, Hometown, Alabama, 81818, United States Edit Shipping Address

Shipping Method:

Free delivery (2-3 days) Edit Shipping Method
— Shi 5 ry Shi Status Returns/Exchanges
Item Subtotal: £86.00 Status: Awaiting Inventory l:l
Sripping Gost £098 [ |
Shipment Total: £86.00
Release Shipment k
Promotions
Type Name Coupon Code

8. By clicking on Release shipment, the status changes to "Released." For further processing of the
order, your shipping department will go to Order Management > Shipment.

If you click Cancel shipment, you will end up canceling the entire order. (Atthe moment, there
is no way to undo the cancellation, so you must be careful.)

Refer to Splitting Shipments for more information on how to split shipments. Refer to Setting up Payment
Plans for information on how to work with recurring payment plans for orders.

Splitting shipments

If there are two or more items within an order, they can be split into separate shipments. This is useful for
expediting items within the order that are immediately ready for shipment, while other items have extra
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shipping lead time. It can be useful for shipping multiple heavy items to the same customer, back-ordered
items, or a large volume of items for ease of delivery and pickup. A shipment can be split as many times,
up to the number of items in a single order. Note that the order must have two or more items in order to

be able to split shipments.

Splitting a shipment for an order

Do the following to split a shipment for an order:

1.

In Order Management, go to an existing purchase order or create a new one.

2. Go to the Details tab in the order form. Look for Shipment # 1.

mAdd Note ﬂsand Notifications ETAM QOrder Address

Order No: PODGE3

Order Total: 2226:.[00

Customer: John Browne

Status: InProgress

| Summary ‘ | Details | ‘ Payments || Returns || Notes

Shipment # 1
=/ New Line Item ¥ Delete
D [} Name Quantity List Price Placed Price  Total Discount Discount Description  Total
B FE@  7aszie Domaine de Montille 2.00 £69.00 £69.00 £0.00 £138.00
[l @ 748388 Maison Camille Giroud 4.00 £22.00 £22.00 £0.00

£88.00

Page Size: 1pp *

3. Select the item you want to move by clicking on the Move icon.

Shipment # 1

= New Line Item 7 Dalets

|:| D MName
& & 745218 Domain
N =" 748388 Maisan

Page Size: Too *

4. The pop-up appears, which allows you to choose to move the item(s) to an existing shipment or
create a new shipment. You can also select the quantity of the item to move. Each new shipment
within the order can have its own separate shipping address and shipping method. Select a ship-
ping address and shipping method from their respective drop-down lists. Click OK to save your
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changes.

Mowve Line ltemn

*

EEuantitl.r to move: 4

() Mowe to existing shipment

@ Create new shipment

Address: 123 Sunset Avenue, Suntown, Marshall Islands, 765432, L\i—l
United States

Shipping ]

Method- Free delivery (2-3 days) -

W 0K | | X Cancel

5. After splitting the shipments, the order form goes into Edit Mode. The Details page shows the new

shipment, which can be processed completely separate from one another, but tied to a single pur-
chase order.

The Order is in Edit Mode. Save changes before exiting. ‘ + Save | | A Cancel

mAdd Note 8 Send Notifications ETAM Order Address

Order No: PO0BG3 Customer: John Browne
Order Total: £226.00 Status: InProgress
‘ Summary | ‘ Details ‘ | Payments ‘ | Returns | ‘ Notes

Shipment # 1

B New Line ltem | |)( De\em||

D 10 MName Quantity List Price Placed Price  Total Discount Discount Description  Total

[ = E  74s218 Damaine de Mantille 200 £69.00 £69.00 £0.00 £138.00

Page Size: 1pg *

~ Shipping Information

Shipping Address:

123 Sunset Avenue, Suntown, Marshall Islands, 765432, United States
Shipping Method:-
Free delivery (2-3 days)
— Shi 5 ' i Status Returns/Exchanges
Item Subtotal: £138.00 Status: |nventory Assigned ( _c:ear.a e
Shipping Cost:  £0.00

Shipment Total- £138.00

Release Shipment
Cancel Shipment

© EPiServer AB

Orders | 99



100 | User Guide for EPiServer 7.5 Commerce

Shipment # 2

& New Line ltem | % Delete
B D Name Quantity  ListPrice  Placed Price Total Discount  Discount Description  Total

=] E 748388 Maison Camille Giroud 4.00 £22.00 £22.00 £0.00 £88.00

PageSize: 10g

-~ Shipping Information

Shipping Address:

123 Sunset Avenue, Suntown, Marshall Islands, 765432, United States
Shipping Method-
Free delivery (2-3 days)
— Shi 5 y Shij Status Returns/Exchanges
ltem Subtotal: £88.00 Status: Inventory Assigned ( l:l
Shipping Cost:  £0.00 e
Shipment Total: £88.00
eRleRsE SPE ]
[T T —

6. Click Save to save your changes.

Setting up payment plans

Payment plans work exactly like orders, except that you use them spread out the payments over time that
a customer has to make. This allows flexibility in how you sell your products, as well as how a customer
pays for them. You can use this for large and complicated orders, orders that need to be shipped in
sequence, or just expensive items.

Payment plans can be setup by the Customer Service Representative (CSR) to generate recurring pay-
ments. An example recurring payment would be for magazine or grocery subscriptions. Payment plans
are handled in the background by a scheduled Quartz job which should be configured by your IT team
based on your business needs.

Creating a payment plan

1. Go to Order Management > Payment Plans (recurring). You will open up the Payment Plans
List. To create a new payment plan, click on New Payment Plan.
2. Select a customer contact to attach the payment plan to.

3. The Payment Plan New page appears. Complete the form as you would when creating a new
order.
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4. Under Payment Plan Details, you will set the cycles and parameters of the payment plan.

~—Payment Plan Details o

us):

Plan Cycle (en-U5): Mo cycle -

Cycle Length (en-

Max Cycles (en-U5):

Completed Cycles

(en-Us): Number of completed cycles

Start Date (en-US): 272372012 E 02:19 PM
Plan start date

End Date (en-U5): 22372012 :ﬁ 02:19 PM

Is Plan Active (en-

Us): Ser to true if plan s active
Last Transaction 2/23/2012 :ﬁ 02:19 PM
Date (en-U5): The dare of fast transaction

Cycles mode is used to define period for recurring payments.
Can be day, week, month, Year or Cusiom.

Cycle fengih in units of cycle mode.

Number of maximuim cycles (o process

Flan end date

(71 True (@ False

5. Once the payment plan is configured, click OK.

Field

Plan Cycle
(Cycle Mode)

Cycle Length

Max Cycles

Description
You can choose from the following plan cycles, which determine how often the cus-
tomer is charged.

- No Cycle: No recurring payment is created. The customer is charged once when
the initial purchase order is created.

- Daily Cycle: recurring payment happens daily from start date.
- Weekly Cycle: recurring payment happens weekly from start date.
- Monthly Cycle: recurring payment happens monthly from start date.

- Custom1/Custom2: these are placeholders for developers to create custom cycles
within the Mediachase.Commerce.Orders.PaymentPlanCycle class.

Entering a value of 1 or higher determines the unit of time for the Plan Cycle. For
example, if the Plan Cycle is set to "Daily," and the Cycle Length is "3," then a trans-
action occurs every three days. If the Plan Cycle is set to "Monthly" and the Cycle
Length is "1," then a transaction occurs once every month. If "2," every two months,
etc.

Determines the maximum number of cycles to run for this payment plan. For
example, if the Max Cycles is set to "2," then the maximum number of transactions
cycles is two and then the payment plan stops. Set the Max Cycles to "0" if you wish
to run the payment plan indefinitely.
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Field Description

Completed This tallies the number of completed cycles so far after the payment plan was cre-

Cycles ated. When initially creating the payment plan, set this field to "0".

Start Date Set the start date and time to determine when the payment plan should begin (begin-
ning recurring transactions).

End Date Set the end date and time when the payment plan should end (ending recurring
transactions).

Is Plan Active Set "True" to enable the payment plan. Set "False" to create the payment plan but
keep itinactive.

Last Trans- Logs the last transaction date. The date and time already in those two fields when
action Date first creating the payment plan should be keptas is.

Payment plan order detail page explained

The payment plan begins once the first purchase order is generated. The purchase order can be created
manually (by clicking on Create First Purchase Order) or automatically by the payment plans quartz job.

After creating a new payment plan, a new Order page appears. This is slightly altered from the original
Order detail page that appears after creating a new order. The changes include:

e Inability to manage shipments (i.e. release shipments for further processing)
e An Orders tab that shows a history of processed purchase orders from this payment plan

e A"Create First Purchase Order" button thata CSR can manually click on to create the first pur-
chase order related to this payment plan. The button disappears after creating the first purchase
order manually or when the payment plan quartz job runs and generates the first purchase order.
Once that first purchase is generated, the payment plan goes into effect.

e The purchase order number that is generated includes the parent ID of the payment plan. For
example, if the payment plan parent ID is 35, the subsequent purchase orders are numbered as
"PO35XXX."

¢ When a paymentis added to a payment plan, the customer is not charged. The customer is
charged once the purchase order is generated for the first ime (and through subsequent pur-
chase orders). The payment plan simply collects the payment information until converted to a pur-
chase order.

Editing and canceling a payment plan

1. To editan existing payment plan, go to Order Management > Payment Plans (Recurring) or
Today/This Week/This Month/All. Click on the payment plan ID number to open the payment
plans order details page and make edits.

2. To cancel a payment plan, when editing a payment plan, click on the Summary tab and then click
on Cancel Payment Plan.

Creating a recurring payment plan using Authorize.Net
Out of the box, EPiServer Commerce supports Authorize.net as a recurring payment plan gateway.

For more information on how to setup payment methods, refer to the Payment Gateways section.

1. Go to Administration > Order System > Payments > (Language) and create a new payment
method or click on an existing payment method (such as "Pay by Credit Card").
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2. When setting up the parameters of the payment method, select this class name:

Class Mame: Mediachase.Commerce.Plugins. Payment. Authorize AuthorizePaymentGateway -

Select "Yes" for Supports Recurring.
Click OK.

Click on the name of the payment method again and click on the Parameters tab.

o ok~ w

Configure your Authorize.net account for both regular payments and recurring payments.

Ohverview Parameters

Configure Authorize Net Account

Cet an Authorize Net account at www.authorizenet.com.

APl Userld: AySBFUWTjm

Transaction Key. 4camw927n8ulfs)s
Regular Payments

Processing Url: https:  /test.authorize.net/gateway /transact.dll

Payment Options: L
¥ . @ suthorization

1 Zale

Recurring Payments

Processing Url: https:/ /apitest.authorize.net/xml/v1 [request.api

Recurring Method:  |ntarnal -

Cancel Status: OnHold -

a] 4 Cancel

Editing, canceling and deleting orders

Orders can be edited after they have been created, which is useful when you need to update for instance
the items for the order or the shipping information. Orders can also be deleted if needed. Both of these
tasks are done from Order Management.

When an order is canceled it will still be visible in the order list but the status will change to
"Canceled". When an order is deleted it will be completely removed from the order list.

Editing an order

Do the following to edit an order:

1. Go to Order Management.
2. Inthe order list, select the order to edit.

3. Editthe order changing any desired fields under Summary, Details, Payments, Returns and
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Notes.
4. When done, save the order by clicking Save.

Canceling an order

Do the following to cancel an order:

1. Go to Order Management.
2. Inthe order list, select the order to cancel.

3. Under the Summary tab, click on Cancel Order. This will completely cancel the order. The status
of the order changes to "Canceled" but it will remain in the order list for viewing.

4. The cancellation of the order will be logged under the Notes tab.

Order No: POO0OB50 Customer: Mary Smith
Order Total: 559.93 Status: Cancelled

| summary | | Details | | Payments | | Returns | | Notes
New Item

|:| Originated By Date/Time Mote Text

|:| 5 admin 2/21/2011 9:4%43 AM MNew order placed by admin in ConsoleManager
|:| 6 admin 2/21/20011 1:01:16 AM MNew Other payment in the amount of $59.98 added to order
|:| 7 admin 2/21/2011 10:08:10 AM Shipment 10 status changes to Released

|:| 5 admin 2/21/2011 1:11:21 AM Order status changed to Cancelled

] I i

Page Size: ]UDEF

Deleting an order

Do the following to completely delete an order:
1. Go to Order Management.
2. In the order list, select the order(s) to delete.

3. Click OK to confirm the deletion.

Shipping and receiving

Shipping and Receiving is splitinto two areas: shipments and returns. Shipments control both items
released for shipping and "pick lists", or items that have been packed and are prepared for ship-
ping/ready to be picked up. "Returns" are incoming items that have been return by customers for some

reason, for instance faulty items that need to be replaced by exchanges. Returns are processed in a sim-
ilar way as outgoing shipments.

The final parts in completing the order processing includes these tasks:
e Creating picklists for picking up the physical items in the warehouse.
e Completing the shipment by preparing the physical package to be shipped.

Shipments and returns can be viewed and monitored as described in the following sections.

Viewing shipments

The Shipments view contains information as described below.
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Welcome ¥ Change Language About ¥

Order Management o Warehouse: | Default Warehouse Iz‘
j‘g Order Management

%, Add Shipment ta Picklist

(") Order Search

Crder Created Last Modified #
=[] Purchase Orders
4] Purchase Orders By Status D 2/18/2011 9:58:27 AM 2/18/2011 9:38:27 AM PO1537-2
=[] Carts ) Today, 11:45 AM Today, 11:456 AM POO485-11

=[] Payment Plans (recurring)
=+ ShippinafReceiving
= Shipments {h")

| B Released for Shipping

@ Pick Lists

E:'Q Returns

Order Created

This column specifies when an order was created. This is useful, for example, if you want to ship orders
by date and time.

Last Modified
If any changes were made to an order, a date stamp for its last modification will be displayed here.
Number #

This column is for the individual IDs assigned to each order. The first number is the unique tracking num-
ber we described under Purchase Orders. The second number is the unique tracking number assigned to
the order for shipping purposes.

Customer

The full name of the customer as it appears on the package. This is useful, for example, if you want to ship
orders all together to one customer.
Shipping Method

Specifies the shipping method used by each order. Depending on how many methods of shipping you
have specified in the administration area, a different shipping method can show up in this column.

Address
The Address that the package is being shipped to.
Warehouse

A warehouse is (most likely) a physical location where you store your goods before delivery. You can
select from any of the warehouses you have put into your system. Remember to select the correct one
when attempting to check for shipments. The Default Warehouse can be changed to any name you
desire. This can be changed in the System Administration section of the Commerce Manager. If you have
only digital products, the default warehouse should be more than enough.

Viewing received items

ltems that have been returned are managed as incoming packages and can be tracked under Returns
under Shipments in the Shipping/Receiving area of Order Management.

Creating picklists

After you have created an order and processed the order, its status is now "Released for Shipping."
Adding an order to an existing picklist or creating a new one is an important part of moving an order in
the workflow. Without this, orders cannot be completed nor shipped and this is one of the last steps to
completing a purchase order. The shipment will be added to a picklist, and the warehouse will be selec-
ted where the physical item will be packed and shipped from.
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When an order has been added to a picklistin this step it will have the status "In Progress" in
the order list. It will disappear from the Release for Shipping list and appear in the Picklist list-

ing under Shipping/Receiving.

Creating picklists and adding shipments

1. Go to Order Management > Shipping/Receiving > Shipments > Released for Shipping. This

shows the Released Shipments screen.

Welcome ¥ ChangeLanguage About 7

Order Management ] Warehouse: Default Warehouse Iz‘

j‘g Order Management
() Order Search

B Add shipment to Picklist

|:| Order Created B
+ @ Purchase Orders
5] Purchase Orders By Status [ i 2/18/2011 9:58:27 AM 2/18/2011 9:58:27 AM PO1537-2
© ] Carts [ i Today. 11:46 AM Today, 11:46 AM PO0485-11

= ] Payment Plans (recurring)
=15 Shipping/Receiving

2P Shipments {h")

| B Released for Shipping

@ Pick Lists
E:B Returns

2. Selecta Warehouse from the drop-down list to determine where the item ship be packed and

shipped from.

3. Checkmark which orders you want to add to the Picklist and click Add Shipment to Picklist.

Welcome ™ Change Language About ¥

Order Management ] Warehouse: | Default Warehouse lz‘

j‘g Order Management
(7 Order Search

F:BAdd Shipment to Pickkﬁj

[l Order Created—

) @ Purchase Orders

# ("] Purchase Orders By Status [ i 2/18/2011 5:58:27 AM

@[] Carts @) Today, 11:46 AM

@[] Payment Plans (recurring)
== Shipping/Receiving
= Shipments
| B Released for Shipping

@ Pick Lists

EJB Returns

2/18/2011 9:38:27 AM

Today, 11:45 AM

PO1537-2

POO485-11

4. The Add Shipments to Pick List pop-up appears. You can choose to create a New Pick List (by
default, the List Name shows the date and time the Pick List was generated) or add the chosen
shipment(s) to an existing Pick List you can select from the List Name drop-down list.

Add Shipments to Pick List

@ Create New Pick List

List Name:|2011-06-16

C)Add to Pick List

List Name: IE‘

| 0K | |

A Cancel

5. Click OK to save your changes.
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L1 Note thatitis currently not possible to change the picklist name, default is date and time.

Completing shipments

This is the final area for an order where you prepare the actual physical shipment by assigning tracking
information, preparing packing slips and "sending the package out of the door". Once this has been done,
the order is completed. This also means that the order becomes available for creating returns if needed,
since returns can only be created for completed orders.

When an order has been completed this step it will have the status "Completed" in the order
list and will disappear from the Picklist listed under Shipping/Receiving. The picklist will still
remain in the list even if there are no packing shipments remaining.

Completing a shipment

There are two ways to complete a shipment which are described in the following.
Method 1

1. Select the box next to the shipment and then click Complete:

i’i Complete L%Print Picklist F‘rint Packing Slip >( Remove from Picklist

|:| Last Madified = Customer Shipping Method
] & (& 5/16/2011 12:09:52 PM PO4563-4 Carlos Nevada Fized Shipping Rate
0 i] 6/16/2011 12:14:41 PM POGI0E-6 Jennifer Browne  Fixed Shipping Rate
@ |2 Teday, 1:40 PM PO10728-9 Lisa Prescott Ground Shipping

2. The Complete shipment pop-up appears. The default shipment number is based on the number
after the purchase order number. For example, in the image above, the PO number for the selec-
ted order is "PO10728-9". The last number after the dash is the number you want to enter into
the text field, in this case itis "9".

Complete shipment

shipment #: g

| 4 | | A Cancel |

3. Click Validate. Once validated, you will see the customer name, shipping address, shipping
method, and a field to enter in the tracking number provided by the shipping provider. Enterin a
tracking number and click OK. The shipment is sent out and completed. The purchase order status
will change to "Completed."
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Complete shipment b4
Shipment #: g
Customer: Lisa Prescott

Shipping Address: 111 Palm Street, Sun City, Florida, 333445, United States
Shipping Method: Cround Shipping

Tracking Number: 1234567

 OK | [ X cancel

L1 Currently, the Complete shipment pop-up is rendered over the purchase order number. So to
reference the shipment number without closing the pop-up, you can move and drag the pop-
up so you can see the PO number by hovering your mouse cursor over the Complete ship-
ment title bar.

Method 2

1. To complete a shipment, click on the complete shipmenticon highlighted in the image below:

;}]Complete =l Print Picklist Print Packing Slip XRemo\re from Picklist

|:| Last Modified # Customer Shipping Method
0 @ ‘_-}1 6/16/2011 12:09:53 PM PO4563-4 Carlos Nevada Fizred Shipping Rate
0O o %EILEIEDLL 12:14:41 PM POES08-6 Jennifer Browne  Fixed Shipping Rate

2. The Complete shipment pop-up appears. The shipment# is already validated with the last num-
ber of the PO number.

Complete shipment b4
Shipmg—nt £ B
Custamer: Jennifer Brawne

Shipping Address: 75 Sun Street, Sunshine Valley, South Wales, 333567, Australia
Shipping Method: Fixed Shipping Rate

Tracking Number: 1234566

| « OK | | X Cancel |

3. Enter a tracking number provided by the shipping provider and then click OK to complete the ship-
ment and complete the order.

Printing picklists and printing packing slips

1. Go to Order Management > Pick Lists. You can see existing Pick lists; you can filter the view by
choosing which warehouse the pick list was generated in.
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Welcome ™ Change Language About ¥

Order Management ) Warehouse: | Default Warehouse lz‘
:“E Order Management x Delete Selected
Q Order Search
] g Purchase Orders
@ ] Purchase Orders By Status
=[] Carts
=[] Payment Plans (recurring)

Name Packing Shipments Warehouse Created By

2011-02-2112:35 1 Default Warehouse admin

(=7 Shipping/Receiving
QP Shipments
B Released for Shipping
@ Pick Lists

E:‘E& Returns

You can also sort existing pick lists by Name, Packing Shipments, Warehouse, and Created By.

2. Click on an existing pick list. The Packing Shipments window appears. You can choose to printa
packing slip and/or a picklist. Checkmark one or more purchase orders. Click on Print Picklist to
generated a printable and exportable (Excel or PDF) pick list.

4 .| of1 I [ 100% - Select a format * Export =
Shipment Id: 6
Customer Name  Product Code Product Name Qty
Mary Smith 83017B Chateau Bellevue 2.00
Shipment Id: 9
Customer Name  Product Code Product Name Qty
John Browne 74521B Domaine de Montille 2.00

To generate a packing slip, checkmark one or more purchase orders to include in the packing slip
and then click Print Packing Slip.

Removing items and deleting picklists

It may sometimes be necessary to manually remove items from a picklist or delete entire picklists. In this
section we will describe how this can be done.

Removing items from picklists
Do the following to remove an item from a picklist:
1. Go to Shipping/Receiving under Order Management and Picklists.
2. Selecta picklistin the list to display the related order shipments.
3. Select the shipment(s) you want to remove and click Remove from Pick List.

4. Click OK to confirm the deletion.

Deleting picklists

Do the following to delete a picklist:
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1. Go to Shipping/Receiving under Order Management and Picklists.
2. Selectthe picklist(s) you want to remove and click Delete Selected.

3. Click OK to confirm the deletion.

A picklist must be empty of all "packing shipments" (0 shipments remaining) before it can be
deleted.

Shopping carts

A shopping cart (or basket) is created in the system as soon as a visitor selects the Add to basket
option on any page. The majority of carts are created automatically by shoppers from the front-end of the
e-commerce site. However, if needed shopping carts can also be created and managed manually from
Order Management under Carts. Registered and anonymous customer carts can be viewed in detail
and manually converted into a purchase order.

In the following sections we will describe how to manage the shopping cart tasks from inside Order Man-
agement. For more information about the overall shopping workflow, refer to Shopping Workflow in this
documentation.

Creating shopping carts

Shopping carts are the first step in the shopping procedure, created before the purchase order. Each cart
is unique and has its own ID#. When creating a cart manually, you must select a customer, and the sys-
tem will automatically redirect you to an open cart for a customer if that customer already has a cart open.
You can only have one cart open at a time per customer. When a cartis turned into an order, it will dis-
appear from the carts list, and appear in the purchase order listing.

Functions in the cart view
The carts view has the following functions and information:

e New Order
Allows you to create a new order from here. Creating a new order means that this will not produce
a cart to view and will not show up in this view screen. It will appear under Purchase Orders. Only
use this button on this screen if you actually wish to create a new order from here.

e New Payment Plan
Allows you to create payment plans which will appear under "Payment Plans (recurring).

e New Shopping Cart
Creates a new cart assigned to a customer.

e Delete Selected
Allows you to delete carts.

e ID
Each cart has an individual ID which can be viewed from here by clicking the numbers.

Creating a shopping cart

Do the following to create a shopping cart manually:

1. Go to Order Management and Carts.
2. Select New Shopping Cart.

3. Select a customer to create the cart for. If you do not see your desired customer in the list click
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More to search for them.
4. Enter productitems to the cart by selecting New Line Item.

5. Return to the Carts view to verify that the cartis there.

Welcome » Change Language About v @ Get Help For This Page %

Order Management @ || [[JNew Order [ ]New PaymentPlan [ ] New Shopping Cart X Delete Selacted

=8 Order Management A [ Customer Total Status Last Modified

1 Order Search B admin £56.45 In Progress Today, 1:28 PM
<[] Purchase Orders
B Today

B This Week
B This Month
e Al

@ (] Purchase Orders By Status
g3 Carts

B Today

B This Week

B This Month

= Al

® (] Payment Plans (recurring) I
i [ Shipping/Receiving

Converting shopping carts

In most cases shopping carts will be automatically converted into purchase orders when shoppers pro-
ceed to checkout and finalize their purchase there. However, it might sometimes be necessary to manu-
ally complete a purchase by converting the shopping cart into an order for further processing.

Converting a shopping cart to a purchase order

1. Go to Order Management > Carts. You will see the Shopping Carts list. You can also select
"Today," "This Week," or "This Month" to filter by date range.

Welcome * Change Language About

Order Management @ || I New Order X Delete Selected
' Order Management -3 o Customer Total Status Last Modified
4 3 Carlos $418.99 undefine: Today, 3:27 PM
") Order Search " ) Condefined) "
=[] Purchase Orders
Tod D 9 Jennifer Browne $32.41 [undefined] 6/16/2011 4:25:13 PM

= Today
B T [ 3 Ansnymous $0.00 [undefinad] 6/16/2011 12:07:01 BM
@ This Month
a Al

] Purchase Orders By Status
=259 Carts

@ Today
@ This Week
@
@

i

This Month
All

2. Click on the ID number of the shopping cart you want to convert over to a Purchase Order.
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3. You will see the Cart View window and details of the customer's shopping cart.

2] Maore Actions ™

— Overview
Cart # 14
Created Date: 6/23/2011 1:27.46FM
Cart Total: 41599
Currency: USD
Customer: Carlos

Customer ID: f3ed>de8-5f95-43f6-abd2-e4348ccadd2e Open Customer Profile

Email Address: carlos@somemail.com

J Line Items | | Notes
0 o Name Quantity List Price Total
D ELCBQOOWMZVAIE 1.00 £19.99 $19.99
D ELCBOOOJNYWBCE 1.00 £399.00 £399.00

Page Size: | 100 lz‘

An anonymous user Cart View will look like this:

Q]Mu{}"fuctionsv

~— Owverview

Edit Information

Cart#: 3
Created Date: &/16/2011 10:07:01 AM
Cart Total: 0.00
Currency: USD
Customer: Anonymaous

Email Address:

J Line Items | | Notes
|:| ] Mame Quantity List Price Total
I:‘ ELCEOOOTCOHAWE 1.00 £9.99 £9.99

Page Size: | 100w

a. Edit Information - You can change the currency to be used for the Purchase Order.

b. Open Customer Profile - You can view the profile of the registered customer (this option is
not available for anonymous shopping carts).

c. Line ltems - This is the list of items currently in the customer's shopping cart, displaying the
Quantity of each item, List Price, and Total.

d. Notes - You can add, edit, or delete notes about the shopping cart.

4. Click on More Actions and click on Convert to Purchase Order.
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‘ Convert to Purchase [&rg
Create Payment Plan | Edit Infarmation

Cart#: 14

Created Date: 6/23/2011 1:27:46 PM
Cart Total: 418.99
Currency: USD

Customer: Carlos

Customer ID: fied5ded-5f95-43f6-abd2-e4348ccaddze | Open Customer Profile |

Email Address: carlos@somemail.com

The page refreshes and shows the Order view page for further processing of the purchase order.

Returns and exchanges

Once a package has been finalized and shipped out, EPiServer Commerce enables you to process
returns and exchanges directly in the order. A "return” is the actual return of the faulty delivery item. The
customer can either be refunded or be compensated by an "exchange" of either the same product item or
something else.

Generating an exchange creates a separate Exchange Order (denoted by "EQ", instead of "PQ") tied to
the original purchase order. An exchange order is similar to processing a purchase order, as itinvolves
payment processing and releasing packages for shipment.

Returns and exchanges can only be processed once a purchase order status is tagged as
"Completed."

Initiating a return

Do the following to initiate a return:

1. Go to purchase order that has been finalized and shipped. Go to the Details tab and you will see
that the Create Return is available under Returns/Exchanges. Click on it to begin the return
and/or exchange process.

<h

shi 5 ry i Status Returns/Exchanges
Item Subtotal: £86.00 Status: Shipped
| Create Return |
Shipping Cost: £0.00 | |
Shipment Total: £86.00 | |

2. The Create/Edit Return form appears. Click on New Item to add associate the items to be
returned.

3. The Line Item drop-down menu defaults to the items that were in the original purchase order. You
can set the Return Quantity and the Return Reason from the drop-down list (Faulty, Unwanted
Gift, Incorrect ltem). You can also add additional information to the return. Click OK to save your
changes.
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Create[Edit Return

Mame Quantity

List Price

Total

Reason

= 830178

Chateau Bellevue 2.00

£43.00

£86.00

Faulty

Page Size: 20 ¥

(1 items) | Page <1

~—Total Informatio

Tax Total
Shipping Total
Handling Total

Discount Total

Sub Total:

Total Return Amount:

86.00

0.00

Comments:

Infor

Strange taste in batch 12345, -

0.00

86.00

86.00

« 0K

X Cancel ‘

4. The purchase order will go into Edit Mode. Click Save to continue the return process. Otherwise,

click Cancel to cancel the return.

5.

In the Order List, the order will now appear with status Completed/Awaiting Return Completion.

Return completing actions

D Mew Order D New Payment Flan >< Delete Selected

] 1D Customer Total Status Last Modified

I:‘ POOEES John Browne £226.00 Partially Shipped Today, 11:34 AM

D PO10564 Carlos Santana £1,290.00 In Progress Today, 11:30 AM

I:‘ POO7S1 Carlos Santana $180.85 In Progress Today, 10:27 AM
Completed

D PO2427 Mary Smith £86.00 (Awaiting Return Today, 10:23 AM
Completion)

1. Click on the Returns tab to process the return further. Once you get a notice from the shipping
department, for example, that they have received the returned item, click on Acknowledge

Receipt Items.
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-
1@ Get Help For This Page ¥

EAdd Note ﬁ Send Notifications ?Add Order Address

Order No: PO2427 Customer: Mary Smith
Order Total: £36.00 Status: Completed
Summary | ‘ Details ‘ | Payments || Returns | | Notes

Return # RMAS980

Date/ Time Initiated: Today, 12:50 PM Notes: Returns Actions Exchange Actions ——.
Created By: admin Strange taste in batch 12345 | Edit Return ‘ ‘ ew.ExChange ‘
Status: Awaiting Stock Return
| Cancel Return ‘ ‘ Create Exchange ‘
ReturnTotal: £86.00
[Acknowledge Receipt Items|
D Name Quantity List Price Total Reason
830178 Chateau Bellevue 2.00 43.00 86.0000 Faulty
Page Size: 1pgp ~

You can also choose to edit the return or cancel the return completely.

2. Once you click on Acknowledge Receipt Iltems, the Complete Return becomes available.

— Returns actions — Ex

| Cancel Return |

| Complete Return {}J

3. Click on Complete Return to open the Create Refund form.

Create Refund

Amount: £5.0000
Existing Payments @ Pay By Phone (Sale) - £86.00

) Mew Credit

Payment Method: Pay By Phan

| W OK | | X Cancel

a. The Amount value defaults to the invoice cost of the item (not including the shipping costs).

For example, if the item cost $49.99 and the shipping cost was $2, then the Amount text
box will show $49.99.

However, you can specify a different amount to refund to the customer, including the full

© EPiServer AB



116 | User Guide for EPiServer 7.5 Commerce

cost of the order, item(s) + shipping cost. By d

efault, the refund will be deposited based on

the payment method the customer used to make the order.

If the customer wants the refund processed and deposited to a different credit card or pay-

ment method (such as cash, money order, or electronic transfer), click on the New Credit

radio button and you can enter their alternate
ment information.

credit card information or other refund pay-

4. Once done, click OK to create and process the refund. The status of the purchase order changes

to Completed.

DAdd Note ﬁSEnﬂ Motifications E?Add Order Address

Order No- PD2427 Customer: Mary Smith

Order Total: £86.00 Status: Completed

Details

Summary

Payments

Returns

Notes

Return # RMAS980

Date/Time Initiated- Today, 12:50 PM Notes:

Created By: admin Strange taste in batch 12345

Status: Complete

ReturnTotal: £86.00

Returns Actions Exchange Actions ——,

1D Name

Quantity  List Price Total Reason

830176 Chateau Bellevue

2.00 43.00 86.0000 Faulty

Page Size: 109 v

Initiating an exchange order

Do the following to initiate an exchange order:

1. Go to a Purchase Order, click on the Details tab, and
2. Add the items for exchange.
3.
open the Create Exchange Order form.
4.

Entry. You can adjust the price, quantity, and applica
Exchange Order by clicking Add items to the order.
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then click on Create Return.

Click on the Returns tab and click on Acknowledge Receipt ltems. Click Create Exchange to

Click on New Item and then select the item to be exchanged by clicking Configure Selected

ble discounts before you add the item to the
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Create Exchange Order
New Line Item X
Advanced Search k=
Picture  MName Catalog Type Price In Stock
-
Chandon de Erizilles France Variation £55.00 1000
Louis Jadot France Variation £125.00 1000
Dujzc Fils & Pere France Variation £36.60 1000 =
Domaine Sylvie Esmonin France Variation £72.00 1000
Maizon Joseph Drouhin France Variation £165.00 1000
Page Size: 20 ¥ (2779 items) | Page4112345 ...¥ |
Cancel ‘ | Configure Selected Entry

Create Exchange Order

New Line ltem b

Selected Entry. Domaine Sylvie Esmonin i

Display Price: £72.00

Price: |72.00

Quantity: |1

m

In Stock: 1000, Reserved: 0.

Discount:  |lenter descr here (v] Percentage Based -

m

Discount description  amount

Total: £72.00

< T | » I

Back || Add item to the order |

5. Enter a shipping and billing address. Select the shipping method to use for the Exchange Order.
Click on Recalculate to adjust the Summary total.

6. Click OK once done.
Viewing an exchange

1. Once an Exchange Order (EO) has been created, click on View Exchange to view the details of
the EO. An EO is similar to how a Purchase Order is set up.
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" Exchange actions

| View Exchange d?

turn | |

dfi

eturn

Click on the Payments tab to add a payment to the Exchange Order. Select a payment method for

processing the EO. You can adjust the amount if needed (the amount default value is based the
item cost + shipping).

The Order is in Edit Mode. Save changes before exiting. | + Save | | X Cancel

mhdd MNote ﬁ Send Motifications ﬁhdd Order Address

| Order No: EO03353 | Customer: Carlos Santana Original Order: PO0791
Order Total: £72.00 Status: AwaitingExchange
| Summary | | Details | | Payments | | Returns | | Notes

Create Payment

|:| Name Transaction Type Amount Status

[ %  PayByPhone 72.00 Pending

Page Size: 1pp *

3. The Exchange Order goes into Edit Mode. Click on Save to process the payment and the order.

The payment Transaction Type changes to "Authorization."

In the Order List, the there will be an exchange order with prefix EO instead of PO, and with status
Awaiting Exchange.

D New Order D MNew Payment Plan >< Delete Selected

] o] Customer Total Status Last Modified

[F] Eo033s Carlos Santana £72.00 Awvaiting Exchange Today, 1:22 PM
D POOBE3 John Browne £226.00 Partially Shipped Today, 11:34 AM
D PO10564 Carlos Santana £1,250.00 In Progress Today, 11:30 AM
[ Poo7al Carlos Santana £180.85 {Awa'.rf.f_f‘”;fleltfg wurn)  Today, 10:27 AM

g Stock Return,
[[] poz2a27 Mary Smith £86.00 Completed Today, 10:23 AM

Go back to the original Purchase Order and click on the Returns tab. Click on Complete Return
to enable the Customer Service Representative (CSR) to release the EO shipment. Optionally,
you can cancel the shipment to cancel the Exchange Order. Once you release shipment, the CSR
repeats the same process as he would when shipping a Purchase Order.
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Customers

The Customer Management system is the Customer Relationship Management System (CRM) within
EPiServer Commerce. Customer Management is comprised of Organizations, Contacts, and Roles. Cus-
tomer Management can be used to organize both internal business users and customer groups. Fur-
thermore you can control both end-users and employees within your company that use the system.
Utilizing the hierarchy you can create with organizations, sub-organizations, contacts, and roles you can
segment all users of the system into the desired groups.

e Organizations - organizations are structures that allow you to divide, separate and manage all of
the users that are in your system. Organizations can also have suborganizations to further classify
your users.

e Contacts - contacts are individual persons that are added to your Customer Management system.
They also contain all the information for a person's account, which allows them to interact with the
system based on their account and role.

e Roles -roles in the Commerce Manager back-end system, are classes that you setup in order to
give specified users certain accessibility and permissions. Certain roles come out of the box and
roles can be created, edited and deleted to fit your needs. Itis useful to set up roles to coincide
with organizations within your Customer Management system, since that will allow you to more
easily manage your users and organizations. Roles are completely separate from users and
organizations, so how you choose to divide your roles will be up to you.

Contacts can be managed within customer groups and organization customer groups, to which you
can apply specific pricing and discounts, as well as personalization.

Working with customer management

Planning organization hierarchy

One of the first things you will want to do is to plan your organization hierarchy so that your organizations,
contacts and roles ready for input. You can create Organization Hierarchies by creating parent-child rela-
tionships between organizations. For example, creating your Organization Hierarchy for your internal
Administration you can create a the hierarchy of organizations being Administration > EU Headquarters >
EU Management.

You may then associate Contacts with the appropriate level of the Organization Hierarchy. Permissions
can be set to determine which users can view certain Organizations in the hierarchy as well. The same
principle applies for creating hierarchies for customer groups. For example, you could have a customers
organization with sub-organizations of Gold, Silver, and Bronze level customer groups. You could then
leverage those customer groups to display different prices for each of your valued customer groups.

Creating organizations and contacts

Organizations are structures that allow you to divide, separate and manage all of the users that are in
your system. Contacts are individual persons that are added to your Customer Management system. They
also contain all the information for a person's account, which allows them to interact with the system.
When users register on the front-end of the site (for example to make a purchase) they automatically get a
Contact made for them and an account created that they setup. For more information see Organizations
and Contacts.
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Using roles and permissions

Roles allow you to give users access to different parts of the system with varying levels of permissions.
For example, a marketing person within your organization may be able to draft new pages, and their mar-
keting director must be the person to approve it. Users are able to have multiple roles within the system.
For more information see the Roles section.

Organizations

Under Organizations, you can create new organizations. Organizations can be categorized into different
types such as organization or organization units (for example regional branches, departments) and also
business categories such as "Computer and Electronics" or "Clothing and Accessories".

Organizations can be assigned to organization customer groups, to which you can apply specific pricing
and discounts, as well as personalization.

Organizations can be structured into a tree structure with subunits with different levels of permissions
assigned to each. For example, you can set up your company as a parent level organization while your
departments such as Sales & Marketing, IT/Development, and operations as organization units. With this
scenario, you can allow users in each departments to have access to only relevant systems, screens and
functionality within Commerce Manager.

Woorking with organizations
The work with organizations includes the following tasks:
e Creating organizations and organization hierarchies
e Browsing and viewing existing organizations
e Managing company accounts for a B2B scenario
e Editing and deleting existing organizations

e Defining dictionary values for organization types and business categories

Browsing and viewing organizations
Browsing organizations

Organizations are one of the major function areas of the Customer Management system. You can browse
and view existing organizations and suborganizations.

To browse organizations, go to Customer Management and select Organization in the left menu.
Customer Management .:}'
:lﬂ; Customer Management

:ﬂ Organizations
C@ Contacts {b
.'EE_I Rales

B Cift Cards

This will open the Organization List page.
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pe View: Primary contact e ®

"] New Organization | & Printer Version | ¥ Delete

D Name Description Type Business Category Primary Contact
|:| Knudsen inc temp Organization Automaotive Mr Mike Smith
|:| Company X West Company X West Organization Unit Food & Dining Mr Mike Smith
|:| Big Bank A large bank with lots of VIP customers Organization Legal & Financial Mr Mike Smith
|:| Company X Company X Organization Food & Dining Jane Seymour
|:| The Wine Cellar The Wine Cellar Organization Industry & Agriculture Mary Edwards

In this view, the organization details displays the following information:

Field Description
Name Name of the organization.
Description Additional details of the organization.

Organization Customer Select a customer group to assign for the organization,
Group this provides the possibility to apply pricing, discounts
and personalization of content for this group.

Type The kind of organization.

Business Category Under which category the organization falls.
Viewing organization details

Selecting an organization in the list will display more detailed information about the type of organization
and related contacts, organizations (parent/sub), addresses and credit cards.

Edit E_: QOrganizations

Name: Company X Parent:

Information Information

Information Organization

Contacts o
Organizations Name: Company X Type: Organization

Addresses Description: Company X Corparation Business Category-Computers & Electronics
Credit Cards
Organization Partner
Customer Croup:

Searching for organizations

You can also use the search field on top of the Organization List to find specific organizations by name.
To conduct a search, enter your search terms and click on the Search button. To conduct a new search,
click on the Reset button to reset the form and enter new search terms.

Customizing views for browsing organizations

As an Organization List gets longer, you can create and customize views to filter the list. You define the

columns you want to be displayed for the view, and the filters to be applied when selecting what to
include in the view.

Do the following to create a new organization view:

1. Click on the View drop-down menu and select "New View."
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| |,.) View:| All organizations E‘
” N I[ System Views |

*5 New Organization | ) Printer Version | ¥ Delete All organizations

|:| Matre Description Twpe

|:| =¥ Company X East Online software application Organization Computers & Electranics

|:| B¢ Company X West  Online software applications Organization Computers & Electronics

|:| = CompanyX Online software applications Organization Computers & Electronics

2. The New View dialog is displayed.

New Yiew ®

General || Fields || Filters

Enter Title

Everything is ready
1O Create a new view

[Tl show this view for all users for entities list.
Please, type view
name.

| Save | | Close |

3. The defaulttab is General. Enter a Title for the custom view. Click the check-box Show this view
for all users, if you want other users to see this custom view.

New View ®

General || Fields || Filters

Enter Title

Professional Services Companies Ewverything is ready
to create a new view
[¥] show this view for all users for entities list.
Please, type view
name.
Save | | Close

4. Click on the Fields tab to select which columns you want to appear in the custom view. Under
Available columns, select the columns you want to appear by clicking and highlighting the
column name and moving it over to the Visible columns list by clicking on the Right Arrow icon.
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MNew View 4
Ceneral || Fields || Filters
Available columns: Wisible columns:
Description n Creator
Id h Business Category
Modified

Modifier

MName |I|
Parent (ref)

Primary Contact

Primary Contact (ref)

Type hi

m

=
[]

| Sawve | | Close |

To deselect a column, click and highlight a column name from the Visible columns list and then
click on the Left Arrow icon. To change the ordering of the Visible columns list, click and high-
light a column name and click on the Up and Down Arrow icons on the right of the list to repos-
ition the column.

5. Click on the Filters tab to set the view filters. Clicking the + icon allows you add an additional filter.

New View *

Ceneral || Fields || Filters

And
Business Category Equals Arts & Entertainment
Or

Please choose -

Please choose
And

Or

Business Category
Created
Description

Id

Madified

Parent

Parent (Reference)

Primary Contact

Primary Contact (Reference)
Type

| Save | | Close

6. Click Save to save the settings and return to the Organization List screen.
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Applying a view

Once a View is created and saved, it appears in the View drop-down box.

View: | Professional Services Companies * }(
[ System Views ] —
All organizations

matl User views ]
Professional Services Companies
[ New Wiew ] *

To apply the View, select it from the drop-down. Based on the columns and filters you applied for the cus-
tom View, your organization list will reflect those options.

Editing and deleting views

To edit an existing view, select the view from the drop-down menu and click on the Edit icon next to it. The
View Editing dialog is displayed and you can edit all properties.

| |,) Wiew: | Professional Services Companies |Z| %‘X
*5 New Organization | ) Printer Version | ¥ Delete Edit h
|:| Creatar Eusiness Categary Marre

]

To delete a custom View, click on the X icon next to the Edit icon.

There are a multitude of options available for customization, but here are some examples to get you star-
ted.

Customized view example

In this example we will create a view that only shows organizations matching a business category and
organization name. We will create a filter condition that display organizations with a Business Category
that equals "Business & Professional Services" and an Organization Name that equals "Company X."

| |,J View: | All organizations E‘

%= New Organization | &) Printer Version | 3 Delete

|:| Marne Description Type Business Category

|:| =¥ Company X East Online software application Organization Unit Computers & Electronics h
|:| = Company X West Online software applications Organization Unit Computers & Electronics

|:| Company X ITW... Online software application IT s... Divisional Unit Computers & Electronics

|:| =¥ Company X Online software applications Organization Computers & Electronics

1. Click on the +icon and from the drop-down select "Business Category." Two fields, which default
to "Equals" and "Arts & Entertainment," automatically appear. Click on "Equals" and a drop-down
appears. Keep the field as "Equals." Click the field to the right of it and select a "Business Cat-
egory" name (such as "Business and Professional Services").
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2. Since we want to add another filter so that the Organization not only matches this "Business Cat-
egory," but also a specified name, click on the following + icon and then on the drop-down select
"Name."

3. Inthe nextfield, select "Equals" and then on the field that says "Text" enter in the name of the
Organization.

4. Once done, click Save to save the View.

New View *

Ceneral || Fields || I-'ilter5|

Business Category  Equals  Business & Professional Services

Mame Equals Company X

To apply the View, select it from the drop-down. Based on the columns and filters you applied for the cus-
tom view, your organization list will reflect those options.

o View:| Professional Services Companies IZI =X
y[:El New Organization Eﬁ Printer Wersion X Delete
|:| Eusiness Category Marne Description Type
|:| Computers & Electronics Company X Online software applications Organization

Printing a list of organizations

If you want to generate a printer-friendly list of Organizations, click on Printer Version. A new window will
pop-up and render a simple table suitable for printing. Click on the Print button on the upper right corner
of the page.

Creating organizations

In the following we will describe how to create an organization hierarchy with a "parent" and "child" organ-
izations for your EPiServer Commerce site. The parent organization is of the type "Organization", and the
suborganization will be of the type "Organization Unit" in the system.

Creating an organization or organization unit

These steps apply to both organizations and organization units.

1. Go to Customer Management and Organizations. You will be brought to the Organizations page
which lists any existing organizations.

2. Click New Organization. This will lead you to a new screen to input data for your new Organ-
ization.
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,J View: | All organizations

;igEINewDrganizatiDn ﬁPrinterVErsiDn }{DElEtE

|:| Marme U Description Type Business Category

]

3. Enter data for the new organization, see below for available options.

1
Name: Company X West
Description: Online software applications

Type: Crganization IE‘ ﬁl

Organization Customer [ No value ] IE‘ ﬁxl

Croup:
Business Category: Computers & Electronics IE' fﬁl
Parent: @Nnt Sat oo

Farent Organization

Ok || Cancel |
Field Description
Name Enter in the organization name (this is the only required field).
Description For additional details about the organization.
Type Select from the drop-down menu to assign a type to the organization. If the

organization is a parent organization, select "Organization", if the organ-
ization is a suborganization, select "Organization Unit". More types can be
added to the drop-down by clicking on the icon.

Organization Cus- | Select a customer group to assign for the organization, this provides the

tomer Group possibility to apply pricing, discounts and personalization of content for this
group.

Business Cat- Select from the drop-down menu to assign a category to the organization.

egory You can add more categories by clicking on the icon.

Parent You can assign a parent organization to an organization. If the organ-

ization you are creating is a subunit (child) of a larger organization, then
select the parentin the drop-down menu. If you do not see the Organ-
ization listed on the drop-down menu, click More...
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4. Save the organization by clicking OK. The Organization Info window of the organization appears.
From here, you can view Information about the Organization you just created. Out of the box, you
can also see associated Contracts, Organizations, Addresses, and Credit Cards. You can fur-
ther edit the Organization by clicking the Edit button. To go back to the Organization List, click on
Organizations on the menu bar next to Edit.

Edit a Organizations

Name: Company X West Parent:

Information Information

| Infarmation Organization

Contacts

Organizations Name Company X West Type: Organization

Addresses Description: Online software applications Business Category:Computers & Electronics
Credit Cards
Organization

Customer Group:

Creating an organizational hierarchy

You can create organization hierarchies by assigning a "parent organization" to a "child organization"
and then another organization to the child. Permissions can be set to determine which users can view cer-
tain organizations in the hierarchy. In this example, "Company X" is the Parent Organization and "Com-
pany X West" is the Organization Unit.

1. Go to Organizations and click New Organization. Enter data for the organization (see previous
section).

2. Under the Parent option, assign the desired parent organization ("Company X"). If you do not see
the organization listed on the drop-down menu, click More...

Overview
Name: Company X Wast
Description: Online software applications D
Type: Organization Unit [=] |
Business Category: Computers & Electronics IE‘ fﬁl
Parent: Company X ™
i e —
@Nut Set
0].4 || Cancel | = 2T L\)
More___

3. Click OK to save the organization.

4. In the Organization Info page, the Organization Unit ("Company X West") becomes the child to the
Organization ("Company X") you selected.
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= Edit

Name:

Crganizations

Company X

Parent:

Information

Information

Information

Contacts
Organizations
Addresses
Credit Cards

Name:

Description:

Organization

QOrganization
Customer Group:

Company X
Company X Corporation

Partner

Type:

Organization

Business Category:Computers & Electronics

5. Repeatthe steps above to create further organization units for the parent organization

Editing and deleting organizations

Editing organizations

Do the following to edit an existing organization (parent) or organization unit (child):

Open an organization by clicking on itin the list.

,.) View: Primary contact

- #X

Go to Customer Management and Organizations. The Organization List page will be displayed.

Select any of the Edit options at the top or the bottom.

;t:EI MNew Organization (= Printer Version x Delete

D Name Description Type Business Category Primary Contact
|:| Knudsen inc temp Organization Automaotive Mr Mike Smith
|:| Company X West Company X West Organization Unit Food & Dining Mr Mike Smith
|:| Big Bank A large bank with lots of VIP customers Organization Legal & Financial Mr Mike Smith
|:| Company X Company X Organization Food & Dining Jane Seymour
|:| The Wine Cellar The Wine Cellar Organization Industry & Agriculture Mary Edwards

= Edit

Name:

Organizations

Company X

Parent:

Information

Information

Contacts
Organizations
Addresses
Credit Cards

Information
Organization
Name:
Description:

QOrganization

Company X
Company X Corporation

Partner

Customer Group:

Type: Organization

Business Category:Computers & Electronics
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I

Name: Company X

Description: Company X Corporation

Type: Organization

Organization Customer| p_ ..,
Croup:

Business Category: Computers & Electronics

Parent: Mot Set

Farent Qrganization

oK || Cancel |

5. When you are done, click OK to save your changes.

Deleting

organizations

=] =
Baj
=] &
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Do the following to delete an existing organization (parent) or organization unit (child):

1. Go to Customer Management and Organizations. You will be brought to the Organizations page
which lists any existing organizations.

2. Inthe list of organizations, select the checkbox next to the organization you want to delete and

click Delete.
;1% Mew Organization ﬁ Printer Wersion X Delete
|:| Mame Description Type
|:| Enudsen inc temp Organization
Company X West Company X West Organization Unit
|:| Big Bank A large bank with lots of VIP customers Organization
|:| Company X East Company X East Organization Unit
|:| Company X Company X Organization
[[] TheWine Cellar The Wine Cellar Organization

3. Aconfirmation message will be displayed. You can delete organizations with children without
deleting the child organizations and contacts with no repercussions. This only leaves the contacts
and child organizations as orphans that you can later reassign using the same methods described
in Creating an Organization.
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Deleting ¥

Selected organizations can hawve related contacts and child
organiztions. What do you want to delete?

@ Delete Organizations Only.

(") Delete Organizations, Child Organizations and
Contacts.

| OK | | Cancel

Select either Delete Organizations Only or Delete Organizations, Child Organizations and
Contacts and click OK to complete the deletion.

Defining dictionary values for organizations

This section describes how to update dictionaries to create your own organization types, organization
customer groups and business categories, that can be applied when building an organization struc-
ture. By default, organizations can be of type "organization (parent)" or "organization unit" (child). An
organization customer group can be for instance "Partner", and a business category can be an industry
branch such as "Automotive" or "Food & Dining". This type of data is managed in so called dictionaries.

Creating, editing and deleting dictionary values for organizations

1. Open the Organization Edit page by creating a new organization or editing an existing one. Click
on the Edit Dictionary icon next to the Type drop-down menu.

i
MName: Company X
Description: Company X Corporation
Type: Organization IE'
Drgan?zatiun Customer|p. ... IE' Edit Dictionary
Croup: -
Business Category: Computers & Electronics |E| ﬁl
Parent: @Nut Set R
Farent Qrganization
a]4 || Cancel |
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A dialog is displayed appears allowing you to edit the existing organization type dictionary by
clicking the editicon. To add a new item to the dictionary, click on New Item.

Manage List

’|f§| New Il:el.m ﬂ Clase

Systemn Name: OrganizationType

M Itern Value

1 Organization

2 Organization Unit

Friendly Name: OrganizationType

Display value
Organization

Organization Unit

it
Type: Single Value

& X
S

Select the order of the item from the drop-down on the left and enter a name for the item on the

field next to the drop-down.

Manage List

).I:E New ltem ﬂ Close

Systemn Name: OrganizationType

Friendly Name: OrganizationType

Type: Single Value

M2 Item Value Dizplay Value

1 COrganization Organization }(

2 Crganization Unit Organization Unit )(
-

3~ |Division &y =&

o

Click the Save icon to save the dictionary item. Click Close to close the dialog.

The dictionary item is now available for selection in the Type drop-down.

To edit an existing dictionary item, click the Edit icon next to the item. To delete a dictionary item, open
the dictionary list and click the Delete icon next to the item.

b4

If you change the number to a position higher in the list, the list will NOT be automatically
reordered. You must therefore manually edit the entire list. However, having multiple copies of
the same numerical value does not affect the system. Therefore, you can feel free to use the
numbers as a ranking system, or you can devise your own internal method to numbering.

Creating, editing and deleting business categories

Out of the box, there is a list of categories you can assign to an organization. You can add more cat-
egories the same way you add organization types.

1.
2.

Click on the Edit Dictionary icon next to the Business Category drop-down menu.

A dialog is displayed appears allowing you to edit the existing business categories by clicking the
editicon. To add a new item to the dictionary, click on New Item. To delete an item in the list, click
the Delete icon next to the item.

Select the order of the item from the drop-down on the left and enter a name for the item on the
field next to the drop-down.

Click the Save icon to save the dictionary item.

The new business category is now available for selection in the Business Category drop-down
menu.

To edit an existing dictionary item, click the Edit icon next to the item. To delete a dictionary item, open
the dictionary list and click the Delete icon next to the item.
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Contacts

Contacts and their related accounts are created automatically when users create them on the front-end,
for example if they register to make a purchase, or you can create them from the back-end.

Contacts are individuals with a certain set of personalized information (name, address, email, etc.).

e Contacts with Accounts - a customer who registers on the public site. If this customer chooses,
he/she can log in to his/her Account from the public site and access his/her order history and other
personalized information. He/she cannot access the Commerce Manager.

e Contacts with User Permissions - someone internal to your team who has varying levels of
access to the systems within Commerce Manager.

Contacts can be assigned to customer groups and organization customer groups. These drives two
areas in the system; the selling prices — price can be set for eligibility for a customer group and also for
eligibility for discount campaigns. There is a priority to these; if there is a customer group assigned to an
organization then this is used to drive pricing and campaign eligibility.

Contacts in an organization will be a member of that organization's customer group, even if the contact is
assigned individually to a different customer group.

Contacts that are users who will be accessing Commerce Manager, can be assigned roles based on vary-
ing permissions. Refer to Roles and Permissions for more information.

Woorking with contacts

The work with contacts and accounts includes the following tasks:
e Creating contacts and related accounts
e Browsing and viewing existing contacts
e Editing and deleting existing contacts and related accounts

e Defining dictionary values for customer (contact) groups

Browsing and viewing contacts
Browsing contacts

To browse Contacts, go to Customer Management > Contacts.

Customer Management .:}'

:lﬂ; Customer Management
:ﬂ Organizations
@ Contacts
"Ef_l Roles F\”—n)
B Gift Cards

Viewing detailed contact information

The Contact List page shows a list of existing contacts.
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View: | All cantacts

P

[=]

|

{8 New Contact ﬁ Printer Version X Delete Selected

|:| FullMame2 FirstName2 Last Mame Middle Name
|:| Receiving Manager Receiving Manager
D =¥ Order Manager Order Manager
|:| =¥ lennifer Browne Jennifer Browne

[ = MarySmith Mary Smith

|:| B¢ Shipping Manager Shipping Manager
|:| = admin admin

|:| Order Supervisor Crder Supervisor
[ Carlos Nevada Carlos MNevada

D =¥ LisaPrescott Lisa Prescott

You can click through the name an existing Contact to view more information.

sout 7

6 Get Help For This Page

s

Emt ¥ Delete Contact Contacts D New Order
Full Name: admin Parent Organization:
Information Infor
Information — Contact
Addresses f—_— a c c
Credit Cards ull Name: admin ustomer Group:
Security First Name- admin Preferred Currency:
Rol
oles Middle Name: Preferred Language:
Orders
Order History Last Name: Registration Source:
Shopping Lists Parent Organization: Last Order Date:
Wish Lists
Shopping Carts Preferred Shipping
Address:
i Preferred Billing
Address:
~— Account Edit Account | Change Password | Remove Account —,
User Name: admin Is Locked Qut: none
Description: Last Activity: Today, 2:49 PM
Email: admin@yourcompany.com Last Login:

Last Password
Changed:

Today, 2:45 PM

FIT/2011 9:34:48 AM

From within the Contact Info form, you can view other recorded information about the contact. For

example, you can view Addresses and Order History related to this contact.

“ More objects or metadata can be added to the default View Form via Business Foundation.

Searching for contacts
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On the Contact Info page, you can use the search form above to search for a particular Contact using key

terms. Conduct the search by clicking on the Search icon (magnifying glass). Contacts that match the

search terms will appear on the list.
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|vi5itur | =y
[85] New Contact gPrinter‘u’ersiun KD&I&teSelected

] Full Mame First Mame

[ EPiServer Commerce Visitor Visitor

To clear the search and revert back to show all Contacts, click on the Reset icon (eraser) next to the

search icon.
Customizing views for browsing contacts

Llke Organizations, users can create or customize Views when browsing objects.

Creating a view

On the Contact List page, click on the View drop-down menu and select New View.

| |,) View: | All contacts E‘
— I[ System Views |

[8=|New Contact | = Printer Version | ¥ Delete Selected All contacts

|:| Full Marme First Mame

] Mats Hellstrom Mats Hellstrom

] admin admin

A pop-up appears, very similar to the one found in Organizations. This form gives users the ability to cus-
tomize which columns appear and apply a variety of filters.

New View

Ceneral || Fields || Filters

Enter Title

Everything is ready
to create a new view
for entities list.

Please, type view
narme.

DShcrw this view for all users

The default tab is General. Enter in a Title for the custom View. Check the box Show this view for all
users if you want other users to see this custom View.

New View *

General || Fields || Filters

Enter Title

Only in Company X Everything is ready
TO Create a new view

for entities list.
Please, type view
name.

5huw this view for all users
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columns you want to have appear by clicking and highlighting the column name and moving it over to the
Visible columns list by clicking on the Right Arrow icon.

New View

Ceneral || Fields || Filters |

Available columns:
Code
Created
Creator
Customer Group
Date OF Birth

Last Name

Last Order Date
Middle Name
Modified

*

m

Egs0

Visible columns:
First Name
Full Name
Email

Save

| Close

To deselect a column, click and highlight a column name from the Visible columns list and then click on

the Left Arrow icon.

To change the ordering of the Visible column list, click and highlight a column name and click on the Up
and Down Arrows on the right of the list to reposition the column.

Click on the Filters tab to set the view filters. Users are given precise controls over filters for setting up
rules for their custom View. Clicking on the + icon allows you add an additional filter.
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New View *

Ceneral || Fields || Filters

-~ And

Parent Organization Equals Company X

Please choose H
Please choose

And h-'
Or

Code

Created

Customer Croup

Date Of Birth

Email

First Name

Full Name

Id

Last Mame

Last Order Date

Middle Name

Madified

Parent Organization

Parent Organization (Reference) ]
Preferred Billing Address

Preferred Billing Address (Reference)
Preferred Currency

Preferred Language

Preferred Shipping Address

Preferred Shipping Address (Reference)
Registration Source

There are a multitude of options available for customization.
Applying and editing a view

Once a View is created and saved, it appears in the View drop-down box.

| |J.) View: | Onlyin Company X v | = x
— [ System Wiews ]
|8 New Contact | & Printer Version | 3 Delete Selected All cantacts
] Ernail Full Marme FirjLUser views ]
Only in Company X h‘
= mats@episerver.com Mats Hellstrém Mal[ New View |
= mary.smtih®comapanyx.... Mary Smith Mary
D = peter.sunna@episerver.com Peter Sunna Peter

To apply the View, select it from the drop-down. Based on the columns and filters you applied for the cus-
tom View, your Contact List will reflect those options.

To edit an existing View or a View you just created, select the View from the drop-down menu and click
on the Edit icon next to it. The View Editing form pops up and you are able to edit all properties.

View:| Only in Company X Iz‘ ﬁ by

Edit i

First Mame
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To generate a printer friendly layout of the Contact List, click on Printer Version from the menu bar on

the Contact List page.

v
| |,) Wiew: | All contacts
8 New Contact | |5 Printer Version| | 3 Delete Selected
= FullName?2 = FirstName2 Last Name
|:| Receiving Manager Receiving Manager
|:| = Order Manager Order Manager
|:| =¥ lennifer Browne Jennifer Browne
[ Mary Smith Mary Srith
|:| =¥ Shipping Manager Shipping Manager
[ ="' admin admin
|:| B¢ Order Supervisor Order Supervisor
|:| =¥ Carlos Nevada Carlos MNevada
|:| ¢ Lisa Prescott Lisa Prescott

A new browser window opens showing a printer-friendly version of the Contact List. Click on Print on the
far right corner of the browser window.

Contact

Full Name First Name|Last Name Middle Name Last Order Date Customer Group
Receiving Manager|Receiving |Manager
Order Manager Order Manager
Jennifer Browne [Jennifer Browne
Mary Smith Mary Smith
Shipping Manager |Shipping Manager
admin admin

Order Supervisor |Order Supervisor
Carlos Mevada Carlos Nevada
Liza Prescott Liza Prescott

Creating contacts and accounts

Creating contacts

To create a new Contact, from the Contact List page, click on New Contact.

|85 New Contact =3 Printer Version | ¥ Delete Selected
I
|:| FuII'{_n}me First Mame

The Contact Edit page appears where you can enter all relevantinformation about the contact. The only
required fields to complete are Full Name, First Name, Last Name, and Email. The rest of the fields are

optional buta

re recommended.
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1. Select a Parent Organization from the drop-down menu to associate the contact with a single par-
ent organization.

2. Assign the contact to a Customer Group. More Customer groups can be added by editing the Cus-
tomer group dictionaries. Customer groups become useful for instance when setting specific per-
missions and targeted Marketing campaigns.

3. Selecta Preferred Currency for the contact. If the contactis in France, you may want to associate
the Euro currency. Available currency options are based on settings in Administration > System
Settings > Dictionaries > Currencies.

4. Selecta Preferred Language to associate with the contact. Languages are populated based on
the languages set under Administration > System Settings > Dictionaries > Languages.

5. Preferred Shipping and Billing addresses are related to company accounts.

6. The Registration Source field is a text field for entering in notes about the contact. For instance,
you may want to reference which website the contact is currently registered under.

The Registration Source field is automatically filled when a user creates a new account from
the public website.

Overview

Full Name: Mary Smith
First Name: Mary
Middle Name:

Last Name: Smith

Email: mary.smith@companyx.com

Contact Email Description

Parent Organization:

Company X A
Cantact Organization
Customer Group: Customer - ﬁ:
Preferred Currency: US dollar -
Preferred Language: English (United States) -

Preferred Shipping
Address:

Preferred Billing
Address:

Registration Source:

OK || Cancel |

Click OK to save the contact. The Contact Information form is displayed. From here you can enter addi-
tional information for the contact. Order history for the contact can be viewed, and you can add notes for
both orders and the contact. The form can be customized using Business Foundation.
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@) Get Help For This Page

Edlt ¥ Delete Contact a Contacts D Mew Order

Full Name: Mary Smith Parent Organization:

Information

Information

Infarmation

Order Notes
Contact Notes
Orders
Order History
Shopping Lists
Wish Lists
Shopping Carts

Middle Name:

Parent Organization:

Preferred Shipping
Address:

Last Name:- Smith

Preferred Language:

Registration Source:

Last Order Date:

— Contact
Addresses
Credit Cards Full Name: Mary Smith Customer Group:
Contact Notes First Name: Mary Preferred Currency:  USD

Preferred Billing
Address:

Account

Create account W

(Account not found

To go back to the Contact List, click Cancel or the Contacts button next to the Right Arrow icon.
Creating accounts

An Account can be created with a contact. Once an account has been created, the contact can be
assigned permissions using Roles and access the Commerce Manager.

A customer account is automatically created for a customer who registers from the front-end
public website, allowing them to log in and view personalized information.

To create an account for an existing contact, click on a contact name from the Contact List. On the
Contact Info page, click on Create Account.

@) Get Help For This Page %

=/ Edit | ¥ Delete | [ Contacts

Full Name: Mary Smith Parent Organization: Company X
Information
Information Contact
Addresses Full Name: Mary Smith Customer Group: Customer
Credit Cards
Orders First Name: Mary Preferred Currency:  USD
Order Histary Middle Name: Preferred Language:  en-US
Shopping Lists Last Name: Smith Registration Source:  companyx

Wish Lists

Shopping Carts Parent Organization:  Company X

Last Order Date:

Account

Create a[(u@t

Account not found:

A pop-up appears to enter in their user account credentials. A User Name and Password are required to
create the account.

1. Enterin a User Name, which can include spaces and special characters.
Enter in a Password, which must be four or more characters.

Enter in a Description and Email Address, which are both optional.

B e DN

To enable the account, select "Yes" under Approved. Otherwise, select "No" to keep the account
inactive and inaccessible by the user.

5. Click OK to save the account.
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Create account *

User Name:  Mary
Password: ' TTTITTS
Description: mary.smith®companyx.com

Email: mary.smtih@companyx.com

Approved:  @Yes (Mo

| n OK | | a Cancel

User account information appears under the Account section of the Contact Information form.
Fields Explained:

e Last Activity - last time the userlogged in or made any changes to the site.

e Last Lockout - lasttime a user was locked out due to too many failed log in attempts.

e LastLogin-lasttime the userlogged into his or her account.

e Last Password Changed - last time the user account password changed.

1@ Cet Help For This Page

Edlt X Delete Contact a Contacts D MNew Order
Full Name: Mary Smith Parent Organization:
Information Information
Infarmation — Contact
Addresses
Credit Cards Full Name: Mary Smith Customer Group:
Contact Notes First Name: Mary Preferred Currency:- usor
Order Notes Middle N . Pref 4L .
Contact Nates iddle Name: referred Language:  en
Security Last Name: Smith Registration Source:
Rales
Parent Organization: Last Order Date:
Orders
Order History Preferred Shipping
Shopping Lists Address:
Wish Lists Preferred Billing
Shopping Carts Address:
~— Account Ed\tAccouqb Change Password | Remove Account —,
4 User Name: Mary Is Locked Out: none
Description: Last Activity: Today, 12:03 PM
Email- mary2somemail.cam Last Login: Today, 12:03 PM
Last Password "
Changed- Today, 12:03 PM

Editing and deleting contacts and accounts
Editing contacts and accounts

To edit a Contact, select the contactin the contact list and click Edit. Edit the information and click OK
when done.

To editan Account, select the related contact in the contact list and select the Edit Account option in the
lower part of the dialog. Edit the information and click OK when done.

You cannot change the User Name unless you remove the account and recreate the same
account again.
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Deleting contacts and accounts

To delete a contact, select the contact in the list of contacts, select the checkbox next to the contact you
want to delete and click Delete. Click OK to confirm the deletion.

To delete an account, select the related contact in the contact list and click the Remove Account option
in the lower part of the dialog.

Defining dictionary values for contacts

This section describes how to update dictionaries to create your own customer (contact) groups that
can be applied when adding contacts to your organization. By default, customer groups can be of type
"customer”, "partner"” or "distributor". This type of data is managed in so called dictionaries.

Customer groups can be used for instance when defining specific pricing or restricting promotions.
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Creating and editing dictionary values for customer groups

1. Open the Contacts Edit page by creating a new contact or editing an existing one. Click on the
Edit Dictionary icon next to the Customer Group drop-down menu.

Overview

Full Name: Mary Smith
First Name: Mary
Middle Name:

Last Name: Smith
Email:

Parent Organization:

mary.smith&companyx.com

Contact Email Description

Company X R4
Contact Organization

Customer Group: Customer

Preferred Currency: US dollar

Preferred Language:

English (United States)

Preferred Shipping [ Novalue ] -
Address:
Preferred Billing [ Novalue ] -

Address:

Registration Source:

| oK || Cancel |

2. Adialog is displayed appears allowing you to edit the existing customer group dictionary by click-
ing the editicon. To add a new item to the dictionary, click on New Item.

Manage List

= Ner.'hllﬁ_im a Close
N

Systern Name: ContactCroup Friendly Name: ContactCroup Type: Single Value

N2 Item Value Display Value

1 Customer Customer X
2 Partner Partner by
3 Distributor Distributor by
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Select the order of the item from the drop-down on the left and enter a name for the item on the
field next to the drop-down.

Manage List )EI Mew [tern \3 Close
System NMame: ContactGroup Friendly Name: ContactGroup Type: Single Value
Item Value Cisplay Value
1 Customer Customer =i
2 Partner Partner x
3 Distributar Distributar -
4 | Subvendor @ E ﬂ

1
2
3

Click the Save icon to save the dictionary item. Click Close to close the dialog.

The dictionary item is now available for selection in the Customer Group drop-down.

To edit an existing dictionary item, click the Edit icon next to the item. To delete a dictionary item, open
the dictionary list and click the Delete icon next to the item.

If you change the number to a position higher in the list, the list will NOT be automatically

4
reordered. You must therefore manually edit the entire list. However, having multiple copies of
the same numerical value does not affect the system. Therefore, you can feel free to use the
numbers as a ranking system, or you can devise your own internal method to numbering.
Roles

Roles are used for managing permissions for different groups of users. Out-of-the-box, EPiServer Com-
merce includes a list of predefined roles that can be assigned to user accounts.

Order Managers - allows users to manage (View/Create/Edit/Delete/Others) elements within the
Order Management system.

Order Supervisor - allows users to fully administer the Order Management system.
Shipping Manager - has the ability to view, pack, and complete shipments.
Receiving Manager - has the ability to view shipments and receive returns.

Everyone - one of the default roles which is assigned when a customer registers an account from
the front-end public site.

Registered - one of the default roles which is assigned when you register from an account from
the front-end public site.

Management Users - allows users access to Commerce Manager.

Administrators - allows users to fully administer most areas of Commerce Manager.
WebEditors - allows users to access the edit interface for working with website content.
WebAdmins - allows users to access the admin interface for administering the website.

Expert - on the EPiServer Commerce sample site, you can assign experts to be involved in rat-
ing and reviewing of products. Refer to the Social Features section for more information.

Users can also create their own roles based on a set of permissions. Roles allow administrators to restrict
users from accessing different systems or folders depending on their needs. There is a wealth of per-
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missions options administrators can set for a role, and each role area has specific areas that may not be
applicable to other areas. Generally, permissions such as View and Edit are commonplace.

Exploring roles and permissions

When you first select Roles, you will see a list of the roles that are currently available in the system.

Welcome ™ Change Language About ™

Customer Management P D New | < More Actions ¥
jm Customer Management 0 Role Name
:ﬂ Organizations [l Admins
4 Contacts
L;a 0 = X Order Managers
| &2 Roles
® Cift Cards D = x Order Supervisor
[ = ¥ Shipping Manager
D = x Receiving Manager
0 ¥ Everyene
D = x Registerad
0 ¥ Mansgement Users
[ & X Administratars
D = x WebAdmins
[ @ X webkditors
D = x Expert

Each role has a series of defined permissions that can be set on a very detailed level. For instance, the
Order Managers role can create returns and exchanges, and view. edit, send notifications, process pay-
ments and split shipments for orders.

Overview

Rale Name: Order Managers

Permissions: § . .
'3 [ Administration

= [*@ Order

= F [ mManage

2 3 [JReturns

'E&é, [¥] Create
'E@;\;, [¥] Create Exchange
E@g [] Receiving
DShipment
] view
[[Jcreate
[¥] Edit
DDeIete

m

PEELL PPV

Send Motifications
Process Payments
[¥] split Shipment
E), [[] Credit Payment
), [|Discount
'swl&, [ change Line Item Price
M@ [ Administration
= '@ Customer

I'g [[[Roles ¥

OK || Cancel |
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For a role to be able to successfully view Commerce Manager, it must have the following attrib-
ute. Go to Core > Management > Login and check the Login button. Without this checked, the
user with that role will be unable to login into Commerce Manager unless that user has
another role that includes that ability since all roles are cumulative in their effect.

Definitions of roles can be even more in-depth. A role can have certain detailed permissions in parts of
the system, but not full control. In the example below, this role has full control over the Management part
of the Core system, but only partial control over the Administration system.

Overview

Role Name:

Permissions: 2 '3 Administration 1

= [*g Core
= 3 [¥]Management
% | Login

| Licensing

m

£ PP

| Search Index
| Settings
| Business Foundation
=2 '3 Administration
= 3 [¥]system Log
= @ [¥]Manage
B [ view
ig, | Delete
H '3 Application Log
= [*J Reporting
=2 3 Manage
'Eg | View
=y Create
T
333 Delete

= [*j Content -

QK || Cancel |

Notice how the tree system works. Clicking on the system above it gives full control of all the branches
beneath it, but clicking farther down the tree only gives access to those systems.

Woorking with roles
The work with roles and permissions includes the following tasks:
e Creating, editing and deleting roles

e Assigning roles to individual accounts

Creating, editing, and deleting roles

Out of the box, Commerce Manager includes a list of pre-existing Roles that can be assigned to
Accounts. Users can also create their own Roles based on a set of Permissions. Roles allow Admin-
istrators to restrict users from accessing different systems or folders depending on their needs.
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Creating arole

To create a new Role, go to Customer Management > Roles to see the Role List.

Welcome ™ Change Language About ™

Shipping Manager

fil

L g
b ab b 4

Customer Management .,% D NE"’ﬁ 21 More Actions ™
I Customer Management [ I Raole Name
cﬂ Organizations E Admins
I_g s:r;zans |:| Order Managers
B Cift Cards |:| Order Supervisor
(&
[

Receiving Manager

g

Click on New to open up the Role Edit page.

Overview

Role Name:

Permissions:

|

= [ Asset
g [[|Manage
g [C]Administration

Catalog

‘g [[]catalogs
iﬁ [T]Administration

[
m =

m

Content

h []Sites

h [T]Administration

m
®m U ®

Care

h [[]Management

m
®m b ®

['g [[lAdministration

= [*g Customer M
‘g [C]Roles

= m Marketing
h [[]Campaigns

h [F]Promations

h [[]Customer Segments

]

]

There is a wealth of Permissions options Administrators can set for a Role.
Enter a Role Name.

Checkmark the boxes to give Permissions to the Account for this particular function or action. For
example, if you want an Account to only View and Edit Assets, you will need to expand Assets > Man-
age and checkmark View and Edit.
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Owverview

Role Name: | accet View/Edit

Permissions:

= [*g Asset
= [*g [[|Manage
[ View

[[|Create

Once done defining the Role, click on OK. The new Role will appear on the Role List.

O % Customer Managers
[ W Everyone

O % Registered

] ¥ Asset View/Edit

Page Size: 100 |z|

Editing roles

All existing Roles, including the ones included out of the box with Commerce Manager, can edited and
customized. Itis also a recommended reference to how each pre-existing Role works.

To edit a Role, click on the Edit icon.

Catalog Managers
Catalog Schema Managers

Order Admins

Eigc el
LA Ab G G g {

Order Managers

il

Marketing Viewears

Bl

Customer Viewers

OO0O0OoOO

il

The Role Edit page appears. You can customize the Permissions settings for the Role. Once done, click
OK.

Deleting roles
To delete any Role on the list, there are two ways:

Click on the X button next to the name of the Role to delete one at a time.

>( Cms Viewars

Cms Editors

=

>( Markeating Admins

gement Users

oo oO
Ell

To delete multiple Roles, checkmark each box and on the menu bar, click on More Actions > Delete
Selected. Click OK when the pop-up appears.
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Maore Actions

Delete Selected ’J\}_"JJ

Asset Admins

L
®
z

fl

Asset Managers

il

Catalog Viewsrs

Cms Admins

Al

Cms Managers

Cms Viewers

Al

Cms Editors

il

4
b A Ah b 8b ab ab g {EVa I

ODEEEEEoE O
Bl

fl

Management Users

Assigning roles to individual accounts

Roles are designed to allow and disallow certain functionality and folders to individual accounts. When a
contact logs into his or her account, that accountis bound by the roles it was assigned.

Assigning a role

To assign one or more Roles to an account, go to Customer Management > Contacts and click on an
existing Contact with an Account.

@ Get Help For This Page %

= Edit | ¥ Delete Contacts

Full Name: Mary Smith Parent Organization: Company X
Information Information
Information Contact
Addresses Full Name: Mary Smith Customer Group: Customer
Credit Cards
Security First Name: Mary Preferred Currency: uso
RD\EB Middle Name: Preferred Language: en-uUs
Ordel Last Name: Smith Registration Source:  companyx

Order History

Shopping Lists Parent Organization:  Company X Last Order Date:
Wish Lists
Shapping Carts Account Edit Account | Change Password | Remove Account
User Name: Mary Last Activity: 6/1/2010 %:17:44 AM
Description: mary.smith@companyx.com Last Lockout: none
Email: mary smtih@companyx.com Last Login: 6/1/2010 9:17:44 AM

Last Password

Changed: 6/1/20109:17:44 AM

Under Security, click on Roles. The Security section only appears after an Account was created for the
Contact.

The Roles form appear, allowing you to assign Roles to the Account. By default, an Accountis already
assigned to the "Registered" and "Everyone" roles.
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&/ Edit | X Delete Contacts

Full Name- Mary Smith

L]

Orders
Order History
Shopping Lists
Wish Lists
Shopping Carts

Parent Organization: Company X

Information Roles

Informati -

nrormation %= Assign Role | 3 Remave Roles

Addresses

Credit Cards ] Role Mame Organization Inheritance
Security | Registered none [ Undefined ]

Roles [ I Everyone none [ Undefined ]

Page size:| 20 [¥]

(2 iterns) | Page 4 1 »

Click on Assign Role to assign a new Role to the Account. A pop-up appears allowing you to assign a
specific Role from the drop-down menu.

Inheritance:

Assign Role b
Security Role: |Cm5 Admins - |
Organization: |C|:|mpar11,r)( |V|

Inherit From Parent

Save

| Cancel

Select a Security Role from the drop-down to assign to the Account.

Optionally, you can assign an Organization to the Account, which enables the Inheritance drop-down
menu below. If specific permissions are set for an Organization, you can set to "Inherit from Parent"
(inherit permissions from the Parent organization) or "Overwrite parent.”

Click Save to assign the role. Repeat these steps to assign more roles to the Account.

@) Get Help For This Page %

B/ Edit | % Delete Contacts
Full Name: Mary Smith Parent Organization: Company X
Information Roles L
Informa -
nformation "= Assign Role | 3 Remove Roles
Addresses
Credit Cards F Role Name Qrganization Inheritance
Security | Registered none [ Undefined ]
Roles ‘ ) Everyone none [ Undefined ]
Orders ] E_f Cms Admins Company X Overwrite parent
Order History
Shopping Lists Page size: | 20 [¥] (3 iterns) | Paged 10
Wish Lists
Shopping Carts
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Markets

The market conceptis central in this area of e-commerce. A market can be a country or a set of countries,
regions or specific customer groups, where you want to apply specific products, languages, currencies or
promotions. You can define many markets, each with its own product catalog, language, currency, and
promotions, to be used on a single-site. The market features opens up for targeted merchandising and a
more personalized user experience.

WCart-0ltems  Login EPISERVER =
Australia and New Zealand
ASEAM
Default Market

Shopping

Shopping with EPiServer Commerce el A

EPiServer Commerce supports any type of shopping experience you desire or have seen on the web. The shop lorts is a
combination of your design and experience goals (UX/Ul) with the EPiServer Commerce api and subsystems. T Scandinavia n
impotant role in shopping since it is the holder of catalog structures, packages, bundles, products, items, varial JsA and Canada

Europe

m

Shop and Browse The Examples to The Left

Sed posuere consectetur est at lobortis. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur
ridiculus mus. Etiam porta sem malesuada magna mollis euismad. Lorem ipsum dolor sit amet. consectetur adipiscing
elit. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla vitae elit libero, a pharetra augue. Donec id elit non mi
porta gravida at eget metus

Available Catalogs

These are catalogs you
currently have defined as active
in EPiServer Commerce

DEPARTMENTS

D et Support Different Styles of Browsing/Shopping
W Wedia Sed posuere consectetur est at lobortis. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur
W Automotive ridiculus mus. Etiam porta sem malesuada magna mollis euismod. Lorem ipsum dolor sit amet, consectetur adipiscing
B Wine elit. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla vitae elit libero, a pharetra augue. Donec id elit non mi
porta gravida at eget metus
javascript_doPostBack( cti00SMarketSelectoriDSMarketListSct03SlinkSetMarket, ) atalog -

Working with markets

Markets are defined under Market Management in Commerce Manager, for usage in other parts of the
system. With the multiple market options, you can for instance customize which products to be displayed
and payment methods to be used for a specific market. Furthermore, reports can be filtered per market by
using the market definitions. Markets can also be used to personalize content for targeted customer
groups.

Refer to the developer documentation for EPiServer Commerce for more information on how to imple-
ment multiple markets.

Defining markets

This section describes how to define markets in EPiServer Commerce.

Browsing markets

To browse existing markets, go to Market Management and expand Markets in the left menu.

Welcome » Change Language About @ Get Help For This Page

Market Management @ | [ Create New= | [ More Actions~
= [#] Markst Mansgement ] Market ID Name Default Language Default Currency  Active
B8 Markers O & (g DEFAULT Default Market en usb True
[CIDEFAULT ;
= a SOEU Southern Europe en EUR True
[JSOEU C- "

The market overview displays existing markets with their languages, currencies and status (active or not).

The Default Market will define the language and currency to be used as fallback for markets
that have not been specified.
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Creating a market

Do the following to create a new market definition:

1. Go to Market Management, select Markets in the left menu, then click Create New and New Mar-
ket.

2. Enter data for the market. Add the Market ID, display Market Name and Market Description.
Select Yes in the Is Active field to make the market available. Add Countries, Languages and
Currencies for the markets. Ensure to add a default language and currency as fallback.
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J Market Overview

“Market |D: BEMELUX
Market Mame: Benelux

Market Description: | Balgium Luxembourg Metherlands

Is Active: @ Yes Ne

Countries

Available Countries Chosen Countries
Namibia - Belgium -
Nauru Luxembourg

Nepa ad | e —
Netherlands Antilles Add all -z

Mew Caledonia

Mew Zealand <- Remowve
Micaragua < -<- Remowe All
Niger
Nigeria sl .
Languages
Available Languages Chosen Languages
Cerman (Cermany} - English {United States) -
Spanish Spain —_——
Add -
Add All -5
!
=— Remowe
= -- Remowe All

- -

Default Language: English (United States) El

Currencies

Available Currencies Chosen Currencies

IO -

Australian dellar

»

Canadian dellar

Swiss franc ‘E Add ->

= Czech koruna Add all -z
Danish krone

1 Estonian kroon =- Remowve
T —

Hungarian forint
Iceland krona

Default Currency: | Eure El

Ok | | Cancel

3. Save the market by clicking OK.

Editing an existing market

Go to Market Management, select Markets in the left menu to display the list of existing markets. Click
the name of the market you want to update to open the Market Edit dialog. Make the changes and click
OK to save.
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Deleting a market
To browse markets, go to Market Management and expand Markets in the left menu. Select the check
box next to the market you want to delete, select More Actions and Delete Selected. Confirm the dele-

tion by clicking OK.
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Marketing

The Marketing system is where you will come to create coupons, discounts, and promotions that can be
applied to products, orders, or shipping. Most commonly, these promotions will be created and managed
by marketing and catalog managers, as well as other users or administrators who handle pricing and dis-
counts.

The marketing features makes it possible to create unique and compelling discounts and promotions. Any
discount that you create can be either percentage or value based. You will also have the ability to create
campaigns and customer segments so that you can target the promotions you have created to specific
customers or time periods. Campaigns and promotions can also be targeted towards specific markets.

The Marketing system consists of the following components:

e Campaigns - a logical grouping of promotions and/or customer segments which will run over a
specified period of time.

o Customer segments - a subset of customers or users of your website to whom you can target indi-
vidual promotions or campaigns.

e Promotions - any sort of discount or coupon that can be applied to individual catalog entries,
orders or shipping charges.

e Expressions - conditions expressed in XML which are used to extend or create custom pro-
motions.

e Policies - global rules that are applied to all aspects of the marketing system, and promotions in
particular.

Working with marketing
The work with the marketing system includes the following tasks:
e Creating and managing campaigns, which can be targeted to specific groups of users.

e Configuring customer segments used for targeting of promotions to specific groups of users and
customers.

e Creating different types of promotions with discounts and coupons.

e Configuring expressions and policies for defining additional rules and promotion types.

Campaigns

Campaigns are the first step to deploying targeted marketing efforts on your e-commerce website, and
provide a way to organize marketing activities. Campaigns must be associated with promotions in order
to provide customer discounts. Optionally, campaigns can also be tied to customer segments for targeted
marketing purposes. For example, you can create a seasonal campaign that will include different pro-
motions targeted for the spring season. Campaigns and promotions can also be restricted to specific mar-
kets to serve local needs without discounting a product world-wide.

Browsing campaigns

To browse existing campaigns, go to Marketing > Campaigns to open the Campaign List.
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ﬁ Campaigns
ﬁ Promaotions

Customer Segments
=[] Policies
@®[C] Expressions

From the Campaign List, you can view existing campaigns.

You can click on the name of a campaign to view its properties.

© EPiServer AB

D New Campaign | [ more Actions ™

[l Name Starts Ends Is Active  Last Modified Created

[F] Wine campaign 10/7/2008 2:00:00 AM 11/7/2020 1:00:00 AM True 10/8/2008 12:14:13 AM
I:‘ Spring Offer 5/1/2012 1:08:00 PM 6/30/2012 1:08:00 PM True Today, 1:0% FM
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Overview

Campaign Name: |s-andinavian Fall Sales

EAtEr CAMPAIGH Narme

Comments: Fall sales for scandinavian customers

Axvailable from: 9/6/2013 ﬁ 08:55 AM

Expires on: 10/6/2013 HH |08:55 AM

Target Segments:

-

Leave aff unselectred to apply campaign to alf of the above.

Target Markets: | Aystralia and Mew Zealand
ASEAN
Default Market
Europe
Central and South America

USA and Canada

e

-

Leave alf unselected to apply campaign to alf of the above.

Active: @ Yes (TIMo
Archived: @ Yes @Mo
| ] 4 | | Cancel |

Creating campaigns

1. To create a new campaign, click on New Campaign on the Campaign List page.

D MNew Campaign ﬁ Mare Actions ™
I-'I'r
D Mame 'i,{_'} Starts End

|:| Wine campaign 10/7/2008 2:00:00 AM 11f

2. This opens up the Campaign Edit page. Enter a Campaign Name, such as "Graduation Special."

3. Enter any Comments as notes about the Campaign.
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Enter a date directly (or click on the Calendar icon to select a date) and time into the Available
From field. This will indicate when the Campaign is expected to start.

Enter a date and time in the Expires On field.

Select the Target Segments from the list. Segments are created under the Customer segments
section.

Select the Target Markets from the list. Markets are defined under the Defining markets section.
Indicate whether or not the Campaign is Active, "Yes" or "No."

Indicate whether or not to Archive the Campaign, "Yes" or "No. NOTE This feature has not been
implemented and switching its status from "No" to "Yes" will not change anything.

When done, click OK.

Overview

Campaign Name: |gcandinavian Fall Sales

eMtEr CAMBAIgH name

Comments: Fall sales for scandinavian customers
Available from: 9/6/2013 :ﬁ 05:55 AM
Expires on: 10/6/2013 :ﬁ 08:55 AM

Target Segments:

Leave alf unselected to apply campaign to alf of the above.

Target Markets: | Aystralia and Mew Zealand -
ASEAN
Oefault Market
Europe
Central and South America

USA and Canada

Leave aff unselected to apply campaign to aif of the above.

Active: @ Yes TNa
Archived: s @ Mo
8] || Cancel
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Editing and deleting campaigns
Editing a campaign

To edit an existing campaign, go to Marketing and Campaigns to expand the list of campaigns. Selecta
campaign to edit by clicking on the campaign name in the list.

Overview

Campaign Name: |s-andinavian Fall Sales

EAtEr CAMPAIGH Narme

Comments: Fall sales for scandinavian customers

Axvailable from: 9/6/2013 :ﬁ 08:55 AM

Expires on: 10/6/2013 7 08:55 AM

Target Segments:

Leave aff unselectred to apply campaign to alf of the above.
Target Markets: | Aystralia and Mew Zealand -
ASEAN
Default Market
Europe
Central and South America

USA and Canada

Leave alf unselected to apply campaign to alf of the above.

Active: @ves (TIMo
Archived: )Yes @Mo
| ] 4 || Cancel |

Update the information and click OK to save your changes.
Deleting a campaign

In the Campaign list, check the box next to the name of the campaign(s) and then click More Actions >
Delete Selected on the menu bar. Click OK to confirm the deletion.
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=
D MNew Campaign =] Mare Actions ™

[ |Name |>( Delete Selected Starts
ﬂ}j}:‘

|:| Wine campaign i0/7/2008 2:00:00 AM

[] Spring Offer S5/1/2012 1:08:00 PM

Customer segments

Customer Segments determine the target audience for Promotions or Campaigns. Within a campaign,
all promotions will be applied to whatever customer segments associated with the same campaign. Mem-
bers of the customer segments can be pre-defined in static groups or you can use Expressions to create
dynamic groups whenever promotions are run.

For example you can have a customer segment that targets all users from the Los Angeles area. You can
create an expression that will include all the customers whose home city is Los Angeles. Thus, when a
user registers on the site he or she immediately becomes part of the target customer segment.

You can create a customer segment and manually assign specific contacts to the customer segment, or
you can use conditions to apply rules that automatically make selected customers become part of the cus-
tomer segment.

Browsing customer segments

To view and browse customer segments, click on Customer Segments on the left navigation bar.

Marketing .:E‘

=" Marketing
ﬁ Campaigns
@ Promotions
@ Customer Segments
H[7J Policies
=[] Expressions

The Customer Segments List page opens, displaying a list of existing customer segments.

= =
-&J Mew Segment #] More Actions ™

|:| Mame

[[] Los Angeles Area

[C] Mew York Customers

You can click on the name of a customer segment to view its properties.
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Overview

Segment Name: Los Angeles Area

enter SEgIMent Name
Display Name: || o Angeles Area
Description: Customers in the greater Los Angeles area -
Members:

|:| Exclude member
add member

XK Mary Smith
x Company X

Conditions: —

i The above conditions will be evaluated in runtime and if any are true, the customer will be part of this segment.

| QK || Cancel |

Creating customer segments
Customer Segments defines a specific groups of customers to be targeted by Promotions or Campaigns.

Creating a customer segment assigned to contacts

Go to Marketing > Customer Segments.

Marketing =

[
4 Campaigns

@ Promaotions

@ Customer Segments

[ Policies

# ] Ewmpressions

Click on New Segment on the menu bar to open the Segment Edit page.

ANEWSEgm?mE iIMDrEActinns'
[ Name

[[] GCraduation

[[] Los Angeles Customers

1. Enter a Segment Name, such as "Los Angeles Customers."

2. Enterin a Display Name, which will appear to users when associating this customer segment
when Creating a Marketing Campaign.

3. Enter a Description.

4. Selectfrom a list of contacts from the Members drop-down to assign them to this customer seg-
ment. Select the name from the drop-down and then click add member. You can choose to
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Exclude member by clicking on the checkbox and then clicking add member.

5. Once done, click OK to save the customer segment.

Overview

Segment Name: Los Angeles Customers
enter segiment name
Display Name: ) o2 Angeles Customers

Description: Offers targeted to customers in the city of Los Angeles. -

Members: -

DEchude member
add member

K Mary Smith
x John Erowne

Conditions:

The above conditions will be evaluated in runtime and if any are true, the customer will be part of this segment.

| 0K || Cancel |

Creating a customer segment with conditions

Instead of assigning members manually to a customer segment, you can use Conditions to apply rules. If
a customer satisfies the conditions, then the customer is part of the customer segment.

To add conditions to the customer segment, click on New Condition on the Segment Edit page. This
example will show how to specify "Company X" or "Winearts" emails as part of this customer segment.

Enter an Expression Name, such as "Company X or Email Addresses."

Setup the conditions based on the image below.

Condition Dialog

Expression Name: \company X or Winearts Email
ENITEF EXPIESSION NAME

Expression Xml: And
Email Equals (Text) Company X

Email Equals (Text) Winearts

Click OK to save the Conditions.

Canditions:

x Company X or Winearts Email

The above conditions will be evaluated in runtime and if any are true, the customer will be part of this segment.

OK || Cancel |
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Editing and deleting customer segments

Editing a customer segment

To edit an existing customer segment, go to Marketing and Customer Segments to expand the list of cus-
tomer segments. Select a customer segment to edit by clicking on the customer segment name in the list.

Overview

Segment Name: Los Angeles Area

enter SEgIMent Name
Display Name: || o Angeles Area
Description: Customers in the greater Los Angeles area -
Members: -

|:| Exclude member
add member

XK Mary Smith
x Company X

Conditions: —

The above conditions will be evaluated in runtime and if any are true, the customer will be part of this segment.

QK || Cancel |

Update the information and click OK to save your changes.

Deleting a customer segment

In the Customer Segment list, check the box next to the name of the customer segment(s) and then click
More Actions > Delete Selected on the menu bar. Click OK to confirm the deletion.

= =
.ﬁ MNew Segment | |l=] More Actions ™

[ Name |>( Delete Selected \'}_’%

[[] LosAngeles Area

[[] MWew York Customers

Promotions

Promotions provide a way to apply various discounts to products, order totals or shipping. A promotion is
a marketing tool used to increase sales of certain products or product lines. Various incentives such as
lowered pricing and other discounts can be employed as part of a promotion.

Promotions are always tied to campaigns, which means that you need to create a campaign before you
can create a promotion. In addition, promotions can be classified into two types: 1) either you can create a
promotion that is visible prior to checkout or 2) you can configure the promotion to be displayed during
the checkout.

Through the use of expressions you can apply conditions to promotions. These conditions vary from the
number of items, the percentage discount, shipping rates and many others.
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There are a number of built-in types of promotions that can be created and applied to individual catalog
entries, orders, and shipping:

e Entry level promotions
e Orderlevel promotions
e Shipping level promotions

You can also build your own custom promotions.

Browsing promotions

To view and browse promotions, click on Promotions on the left navigation bar.

Marketing e
ﬁ Campaigns

@ Promaotions

Bl Customer Segments
[ Policies
H O] Expressions

The Promotion List page opens, displaying a list of existing promotions.

= :
D Mew Promotion ] Mare Actions ¥

] Mame Croup Priority  Starts

[[] Exclusive Classes @. entry 1 Today, 2:41 PM

You can click on the name of a promotion to view its properties.
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Overview
Promotion Type: Catalog Entry: Build Your Own Discount lz‘
Promotion Name: 40% OFf Wine Decanter

enter promoiion name
Display Name:

English 40% OFf Wine Decanter

Cerman
Spanish
French

Promotion Properties:

Campaign: Fall offerings wine accessoires -
Target Markets: Europe -
Promation Group: Catalog Entry

Combination with other promaotions: Combine with other promotions lz‘

select the degree to which multisle promotions can be combined
Priority: 1

promotions with fiigher pricrity will be evaluated first
Coupon Code: 234577

will reguire code if entered

= - .
Status: Active Iz‘

status of the promotion

Creating entry level promotions

The following Catalog Entry Promotion Types are available out-of-the-box:
e Catalog Entry: Build Your Own Discount
e Catalog Entry: Buy Catalog entry X, get catalog entry Y at a discount
e Catalog Entry: Buy X Get $ Off Discount

The options above are available in the Promotion Type field when creating a new promotion. The fol-
lowing are examples of how to create each type of promotion.

Example: build your own discount - "40% off wine decanter"

Once you have selected "Build Your Own Discount" from the Promotion Type drop-down menu, enter in
a Promotion Name, such as "40 % Off Wine Decanter”

Under the Display Name section, enter in the display name for each language type.
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Overview
Promation Type: Catalog Entry: Build Your Own Discount -
Promotion Name: 40% Off Wine Decanter
enter promotion name
Display Name:
English (United States) 40% Off Wine Decanter

Cerman (Cermany)

Spanish (Spain)

French (France)

Promotion Properties:

Under the Campaign drop-down, select an existing campaign created earlier.
Target Markets will display the associated markets for which the campaign is available.
Promotion Group is grayed out because the Promotion Type is specified

From the Combination with other promotions drop-down, select the degree to which multiple pro-
motions can be combined. There are three options: "Combine with other promotions", "Exclusive
within select groups", and "Exclusive within all groups."
— Combine with other Promotions - The selected promotion will be combined with all other
promotion types that may be in use
— Exclusive within Selected Groups - If the selected promotion is applied, no other pro-
motions within that group will be applied (but other promotions in other groups may be
applied)
- Exclusive within all Groups - If the selected promotion is applied, no other promotions will
be applied.

Enter a numerical value into the Priority field (promotions with a higher priority will be evaluated
first)

Optionally, enter in a Coupon Code that customers can redeem from the front-end public site to
get receive the discount. Otherwise, leave the field blank.

Set the Status of the Promotion either as "Active", "Inactive," "Suspended,” or "Deleted" from the
drop-down menu. Select Active to enable the promotion.
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Promotion Properties:

Campaign: Fall offerings wine accessoires =
Target Markets: Europe A
Promotion Group: Catalog Entry

Combination with other promotions: [~ pine with other promotions |Z|
select the degree to which multisle promations can be cambined
Priority: ]

her priority will be evaluated first

promotions with fig

Coupon Code:

will require code ifentered

o - -
Status: Active E
status of the promaotion

Purchase Condition and Reward:

Here you can set your own Purchase Condition to receive the discount Rewards. To apply a 40% dis-
count for a wine decanter, use the following settings in the screenshot.

Purchase Condition and Reward:

?ﬁis type of promotion alfows you (o create your own custom promotion.

Use the condition below to restrict how the promaotion will be applied.

Purchase Condition:

- And
b TargetLineltem.CatalogEntryld Equals (Text) FOOT 46

Use the actions below to assign rewards.

Rewards:
E ’ get % off item reward

Redemption Limits:
Under this section, you can specify the redemption limits of this promotion.
o Nextto Max. Total Redemption, enter in the maximum number of times the promotion can be
redeemed.

e Nextto Max. Redemption Per Order, enter in the maximum number of times the promotion can be
redeemed per customer order.

e Next to Max. Redemption Per Customer, enter in the number of times a promotion can be by a
single customer.
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Redemption Limits:

Max. Total Redemptions: 300 (Redeemed:)

number of times the promotion can be used by all customers, enter O for uniimited
Max. Redemptions Per Order; ]

number of times the promotion can be used in a single order, enter 0 for unlimited
Max. Redemptions Per Customer: 1

number of times the promaotion can be used by a single customer, enter O for unlimited

Schedule:
Enter the date and time when the Promotion is Available and when it Expires.

Click OK to save the promotion. The promotion will appear in the Promotion List.

©
D Mew Promaotion i’l More Actions ™
D MName Croup Priority  Starts Ends 51
|:| 40% OFf Wine Eecaqt% entry i Today. 2:02 PM 3/23/2012 2:02:00 PM ac
|:| Exclusive Glasses 25% entry 1 Today. 2:41 PM 3/23/2012 2:41:00 PM ac

When the promotion is applied, the price on the front-end should change.

Buy catalog entry X, get catalog entry Y at a discount
The steps to create this discount are similar to creating a custom discount. The difference is the Purchase
Condition and Reward.

1. Under the Select catalog entry X drop-down menu, select a specific catalog entry.

2. Under the Select catalog entry Y drop-down menu, select another specific catalog entry.

3. Enter a value for the Quantity of "X" needed to qualify for the promotion. For example, the cus-
tomer must purchase 2 of Catalog Entry X as a prerequisite for the discount.

4. Enter a value for the Quantity of "Y" needed to quality for the promotion. For example, the cus-
tomer must purchase 3 of Catalog Entry Y as a prerequisite for the discount.

5. In the Amountfield, enter in a number and select from the drop-down to indicate that the Pro-
motion is Percentage Based or Value Based. For example, if you enter 40 and select Percentage
Based, the Promotion will take off 40%. If Value based, it will be 40 off the total price.

Purchase Condition and Reward:

This type of pr ion makes it SKUs i ar a perc discount when an order includes some required
amount of the specified SKU

Select catalog entry X:

Enoteca Wine Class Large [35368] -
Select catalog entry Y:
g entry Enoteca Decanter 1000mI [FO0146] -
Quantity of X' needed to qualify for the promotion: 4
Quantity of "Y' needed to qualify for the promation: 1
Amount: 25 Percentage Based ¥

Buy X get $ off discount

This type of promotion gives a discount per item by purchasing the minimum quantity specified under
these Purchase Conditions.

1. Enter a Minimum quantity that the customer needs to purchase in order to receive the discount.

2. Enter the Amount of the Promotional discount, whether Percentage Based or Value Based.
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3. Selectany number of Variations from the drop-down menu and click on "add variation." Repeat to
add more Variations to this Promotion. Click on the red X button next to the Variation to delete it.

Purchase Condition and Reward:

This type of promotion gives ¥ off discount per item for the minimum guantity.

Minimum quantity: 2
Amount: 20 Percentage Based
Variations: Chateau Haut-Batailley [81725M] (%) more...

Creating an order level promotion
Order Level Promotions are discounts applied if the overall order satisfies the conditions specified by
the promotion.

Out of the box, you can build these Order Entry Promotion Types:

e Order: Buy X, get N quantity of Y at a discount

o Order: Sub Total Volume Discount - if the order subtotal minimum is met, then the customer

receives the discount.

e Build Your Own Discount - you can create a custom order level promotion based on a range of
purchase conditions and rewards (similar to creating a custom catalog entry discount).

The options above are available in the Promotion Type field when creating a new promotion. The fol-
lowing are examples of how to create each type of promotion.
Buy X, get N quantity of Y at a discount
This type of promotion allows a customer to be eligible to buy a designated number of items at a reduced
price.

1. Selectan Entry X variation from the drop-down menu and click on "add variation.

2. Select catalog entry Y from the drop-down menu. A certain number of "Y" entries will be dis-
counted based on the Purchase Conditions.

3. Enter a Max quantity Y for the maximum number of Y entries eligible for a discount.

4. Enter the Amount of the promotional discount, whether Percentage or Value based.

Purchase Condition and Reward:
This type of promotion is eligible to buy designated number of item ar a reduced price.

Entry X variation: Chateau Guiraud [80758H] (2) more... [[] Exclude
Select catalog entry Y.
g v Domaine Sautereau [F/61518] -
Max quantity Y 1
Amount: an Percentage Based -

Order sub total volume discount

Enter in the Minimum order amount into the field. For example, if the order amount was set to $200, then
the customer must have $200 or more in his shopping cart to qualify for the discount.
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Enter in the Amount of the discount. It can either be "Percentage Based" or "Value Based." If Percentage
Based, then the customer gets a percentage off the price. If Value Based, the customer gets a fixed
amount discounted off.

Purchase Condition and Reward:

This type of promaotion discounts the order subtotal if minimum order amount is met.

Minimum order amount: 0

Amount: 0 Percentage Basedlz‘

Example: build your own discount - *'20% off for a shopping cart subtotal of
$100 or more"

Like a custom Catalog Entry discount (add link here), users can create their own custom Order Level dis-
count based on a list of Purchase Conditions and Rewards. This means that there is a wide range of
Order Level discount possibilities.

The follow Condition and Reward example shows how to create a Promotion that gives 20% off for a
shopping cart subtotal of $100 or more.

Purchase Condition and Reward:

This type of promotion alfows you [0 create your own cusiom promotion.

Use the condition below to restrict how the promation will be applied.
Purchase Condition:

- And
E ShoppingCart.5ubTotal Equals

Use the actions below to assign rewards.
Rewards:

- And

get % off whole order reward 20.00%

The discount should reflect on the shopping cart on front-end public site.

Creating a shipping level promotion

Shipping Level Promotions are promotions that give discounts based on the overall shipment. The dis-
count will appear on the order page just before you submit the order.

Out of the box, you can build these Order Entry Promotion Types:

e Shipping: Build Your Own Discount - you can create a custom shipping promotion based on a
range of purchase conditions and rewards (similar to creating a custom catalog or order entry dis-
count).

The option above is available in the Promotion Type field when creating a new promotion. The following
are examples of how to create each type of promotion.

Example: buy N quantity get % off shipment discount

This Promotion type applies shipping discount if the specified Variations total the Minimum Quantity set
or more.
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1. Enter a Minimum Quantity, for example "5".

2. Enter an Amount of the discount Reward, and select from the drop-down whether itis "Per-
centage Based" or "Value Based, for instance "20%".

Purchase Condition and Reward:

This type of promotion allows you [0 crealte your own custom promotion.

Use the condition below to restrict how the promaotion will be applied.
Purchase Condition:

= And
' Shipment.ShipmentTotal Equals

[

Use the actions below to assign rewards.
Rewards:

= And
: get % off shipment reward

feeen

Creating custom promotions

You can create custom promotions instead of using the built-in ones. It is possible to create custom pro-
motions on a catalog, order, or shipping level.

How to use "or" when building your own promotions

EPiServer Commerce has a powerful discounting engine and can be used to build all types of promotions
without writing custom code. In most cases these discounts can be built using one of the builtin "Build
Your Own Discount" options.

Building the discount

In this case we want to build a promotion that will give a $10 discount on certain items in our catalog. We
want products with "Bordeaux" OR "Sauternes" in the display name to receive $10 off the item. In this
case we are using a Promotion Type of "Catalog Entry:Build Your Own Discount”. Constructing the pur-
chase condition can be a confusing when using the Or operator. The firstitem we must add to the con-
dition is the Or operator since And is the default. The Or will have the effect we desire if added first which
is And (Or (DisplayName = Bordeaux, DisplayName = Sauternes)) which is translated by the rules engine
to And (DisplayName = Bordeaux Or DisplayName = Sauternes). If the Or is not added first the results
will not be as desired as the DisplayName would have to contain Bordeaux And Sauternes.

The Reward is set to $10 Off.
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Purchase Condition and Reward:

This type of promotion allows you o create your own custiom promoiion.

Use the condition below to restrict how the promotion will be applied.
Purchase Condition:

- And

TargetLineltem.DisplayMame Contains Bordeaux

TargetLineltem.DisplayMame Contains Sauternes

Use the actions below to assign rewards.
Rewards:
And

get 5 off item reward 10.00

Setting promotions by customer group

Customer groups are useful for instance when setting specific permissions, promotions and targeted mar-
keting campaigns. Customer groups are not applied directly to a single promotion but rather controlled at
the campaign level by means of customer segments. Customer segments allows various conditions to be
defined, one of which is "Customer Group". If any condition is satisfied then the customer in question qual-
ifies for the segment.

Applying customer groups to promotions

Do the following to create a promotion for a specific customer group.

1. In the Marketing view in Commerce Manager, select Customer Segments and click New Seg-
ment or edit an existing one in the list. Click New Condition or edit an existing condition.

Marketing o] o N

=M Marketing
| Segment Name Demo Segment

ﬁf Campaigns
enter segment name
] Promotions

58 Ccustomer Segments
# [ Policies
#_] Expressions

Display Mame: Demo Segment
enter display name

Description This is a demonstration.|

Members: -
[F] Exclude member

Add member

Conditions
New Condition
The above conditions will be evaluated in runtime and if any are true, the customer will be part of this segment
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2. Click the green plus sign to start entering criteria for the condition.

Marketing ’:’E‘
= Marketing Condition Dialog *
= campaigns
@ . Expression Name: |Customer Group expression
romations enter expression name

B customers 1
L e Note: If a new CustomerGroup has been added delete the existing filter

# [ Policies expression to update the values_

e ;
=[] Expressions ExpressionXml L. ang

i

ZF| Market Management

Customer Management

—

@ Order Management

13

3. Select "CustomerGroup" and select a specific Customer group. Note that the customer group must
first be created in Commerce Manager, before it will appear in the listing.

Marketing &
O Marketing Condition Dialog a
=4 campaigns
& Expression Name:
Promations enter expression name

ﬁ Customer Segments
&l Customer segments | Note: If a new CustomerCGroup has been added delete the existing filter

# (] Policies expression to update the values.
® (] Expressions Expression Xml: . 4 o

Please choose ||
Flease choose

And

or

Addresses

Code

Creatorld

Email

FirstName
FullName
LastName
1 MiddleName
! Modifierld
PreferredCurrency
PreferredLanguage
RegistrationSource
Userld

Z%| Market Management.

=)

B

Customer Management

@ Order Management
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4. Click OK to make the Customer Segment reflect the added condition (only the name is displayed

for the condition). Itis recommended to use a condition name indicating the customer group.

Marketing )

=" Marketing
# campaigns
@ Promaotions
Fl customer Segments
@[] Policies
=] Expressions

=¢G| Market Management

QR customer anagemen:

—| Catalog Management

@ Order Management

5. The above example is a simple inclusion check, but there are additional options for customizing

Condition Dialog

Expression Name: |Customer Group expression
enter expression name

expression to update the values.

Expression Xml

And

CustomerGroup  Equals

Customer
Customer
Partner
Distributor

Demo Group 2

Note- If a new CustomerCroup has been added delete the existing filter

the selection of customers. For example the "Equals" comparison can be changed to "NotEquals",

which can be useful for excluding multiple customer groups as long as they do not match any

other conditions for the segment.

Marketi o] ,
—eth L5 Overview
=" Marketin
_‘I < Segment Name:
ﬁ Campaigns
Q Promaotions .
Display Name
@ Customer Segments
® (] Policies
Dy it
() Expressions eseription
Members:
Conditions:
H

Demo Segment
enter segment name

Demo Segment
enter display name

[This is & demonstration.

[[]Exclude member

Add member

New Condition

¥ Customer Croup expression

The above conditions will be evaluated in runtime and if any are true, the customer will be part of this segment.

6. Once the customer segments have been defined, the Campaign dialog allows a marketing cam-
paign to be associated with one or more customer segments. All promotions created for the cam-

paign will apply only for users in the selected customer segments. In this example only contacts
with an EffectiveCustomerGroup matching the selected customer group will be eligible for pro-
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motions in the campaign.

Marketing =l E—

=™ Marketing

#4 Campaigns -
enter campaign narme

[Z] Promotions

Comments

Campaign Name:

Demo Campaign

@ Customer Segments
=[] Palicies
# (] Expressions

Available from:

11/19/2013 EH | 03:41 pM
Expires on: 12/19/2013 jﬁ 03:41 PM
Target Segments: 2

Leave alf unselected to apply campaign ro alf of the above.

Target Markets: Australia and New Zealand -

ASEAN

Default Market

Europe

Central and South America
Market Management Scandinavia

USA and Canada

Customer Management

Catalog Management

Leave alf unselected to apply campaign to alf of the above.

Order Management Active: @vYes INo

Marketing Archived: ©)Yes

@MNo

=
=
e

Editing, activating and deleting promotions
Editing a promotion

To edit an existing promotion, go to Marketing and Promotions to expand the list of promotions. Select a
promotion to edit by clicking on the promotion name in the list.
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Promation Type:

Promation Name:

Display Name:

Catalog Entry: Build Your Own Discount

40% OFf Wine Decanter
ENTEr Brofmotion Name

English
Cerman
Spanish
French

Promotion Properties:

40% OFf Wine Decanter

Campaign:

Target Markets:

Promation Group:

Combination with other promaotions:

Priority:

Coupon Code:

Status:

Fall offerings wine accessoires b

Europe -

Catalog Entry

Combine with other promations E

select the degree to which multisle promotions can be combined

1
promotions with fiigher pricrity will be evaluated first

234577
will require code if entered
Active |Z|

status of the promaotion

Update the information and click OK to save your changes.

Activating and inactivating promotions

Once a promotion has been created it can be activated and inactivated from the Promotion List view.
This is useful if you want to keep the promotion for reuse on another occasion.

In the Promotion List list, checkmark the box next to the name of the promotion and then click on More
Actions > Flip status (active/inactive) on the menu bar. The selected promotion(s) will be activ-
ated/inactivated depending on their current status.

=
D Mew Promaotion ¥ More Actions ™

D MName ><

Delete Selected Priority

Starts

Spring Offer |

Flip 5tatus (active/inactive) L

Deleting a promotion

Today, 11:24 AM

Marketing | 175

In the Promotion List list, check the box next to the name of the promotion and then click More Actions >
Delete Selected on the menu bar. Click OK to confirm the deletion.
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D . =, .
Mew Promotion :d More Actions ™

D MName >< Delete Selected Croup Priority  Starts
Exclusive Class

Flip Status (active/inactive) = L Today, 2:41 PM

Expressions

Expressions are customizable conditions which allow users to extend different aspects of the marketing
system. Expressions are essentially XML statements that enable you to create custom promotions, cus-
tomer segments, and policies. The various parts of the marketing system - Promotions, Customer Seg-
ments and Policies all rely on expressions. As an example, if you want to set up a promotion like "40% off

ltem X", the expression or condition to enable this promotion would include: "Catalog ID for ltem X and
Reward of 40%".

Because of the powerful features of this function, creating expressions should only be done
by advanced users of EPiServer Commerce. In order to create an expression, knowledge of
XML is required.

Creating an expression

Do the following to create an expression:

1. Go to Marketing under and select Expressions .

2. Expand Expressions and Promotions/Segment/Policy to view the Expression List page.

Marketing ]

w
g Campaigns

@ Promotions

@ Customer Segments |
] Policies
=) Expressions

[~ 7] Promation U
[ 5egment
[~ Palicy

@ Get Help For This Pz

. 2 .
D New Expression ] More Actions ™

D Name Description Maodified Created

[[] EntryCustomDiscount {MarketingStrings:Promotion_Custom_Descrif 2/23/2012 2:42:50 PM 3/23/2012 2:42:50 PM
[[] EntryCustomDiscount {MarketingStrings:Promotion_Custom_Descrif 2/23/2012 3:13:48 PM 3/23/2012 3:13:48 PM
[F] BuyXGetYDiscounted {MarketingStrings:Promotion_Buy_X_Get_Y_Al 2/23/2012 3:30:24 PM
[F] BuyXGetNofyatReducedPrice {MarketingStrings:Promotion_Buy_X_Get_N_Al 2/23/2012 3:40:42 PM
[F] BuyXGetOffDiscount {MarketingStrings:Promotion_Buy_X_Get_Doll 2/23/2012 3:47:33 PM
[F] EntryCustemDiscount {MarketingStrings:Promation_Custom_Descrif Today. 10110 AM Today, 10107 AM

3. To create a new Expression, click on New Expression. The Expression Edit page appears.

4. Enter an Expression Name, such as "EntryCustomDiscount."
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Enter a Description of the Expression.
Enter the Expression XML.

Under Category, select from the drop-down whether this Expression is for a "Promotion," "Seg-
ment," or "Policy." Depending on your selection, the expression will appear under those respect-
ive folders.

Overview

Expression Name:

ENtEr EXDrESSION NaIme
Description:

enter expression description
Expression Xmil:

enter expression xmi

Category: Promotion -

| OK |

pm category
Segment

Cal
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8. Click OK to save changes.

@ Cet Help For This Page

Overview

Expression Name: EntryCustomDiscount
enter expression name
Description {MarketingStrings:Promotion_Custom_Description} -

enter expression description

Expression Xml: | <pyleSet Name="PromotionCondition-0-CustomerRuleSet” Description ="{p1:Null}" ChainingBehavior="None™
xmins:p 1="http://schemas.microsoft.comwinfx/2006 xam|™ xmins="http://schemas. microsoft. com fwinfx /2006 fxaml fworkflow™>
<RuleSet.Rules>
<Rule Name ="0" Description ="{p1:Null}" ReevaluationBehavior="Never” Active ="True" Priority="9939">
<Rule. ThenActions =
<RuleStatementAction >
<RuleStatementAction.CodeDol nt
<ns0:CodeAssignStatement LinePragma="{p 1:Null}" xmins:ns0="clr-
namespace:System, CodeDom;Assembly =System, Version=2.0,0.0, Culture=neutral, PublickeyToken=b77a5c56 1934089 >
<ns0:CodeAssignStatement.Right>
<ns0:CodePrimitiveExpression>

| »

<nsi): CodePrimitiveExpression. Value>
<ns1:Boolean

¥mins:ns 1="dr-namespace:System; Assembly =mscorlib, Version=2.0.0.,0, Culture=neutral, PublickeyToken=b77a5c56 19342089 >true < /ne 1:Boolean >

</ns0:CodePrimitiveExpression.Value
</nsD:CodePrimitiveExpression>
< Ins:Code AssinnStatement. Richt >
enter expression xml

Policies

Policies are business rules on how to eliminate similar promotions for the same order or same product.
Policies are always executed when Promotions are applied and can be pre-configured for each store.
Policies can be optionally associated with one or more promotion groups.

If a policy is associated with a promotion group, itis considered a local policy, and applies only to those
promotions in the group to which this policy is associated. If a policy is not associated with a promotion
group, itis considered a global policy which applies to all promotions. This allows a marketing manager
to declare rules just once for the whole site. An example of a rule can be for instance "Do not allow neg-
ative orders".

Because of the powerful features of this function, creating policies should only be done
by advanced users of EPiServer Commerce.

Creating a policy

Do the following toe create a policy:

1. Go to Marketing and Policies to open the Policy List.

D Mew Policy i] More Actions

|:| Marne

2. Click on New Policy to open the Policy Edit page.

3. Enter a Policy Name.
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Enter the Status of the policy.

Select"Yes" or "No" to set the policy Is Local.

a. Policy Is Local is No - this is the default behavior. This means that this policy is not part of
a promotion group and is available for all promotions.

b. Policy Is Local is Yes - this means this policy is part of a promotion group and is applic-
able only for that promotion group.

Select an existing Policy Expression from the drop-down menu.
Select from the Groups list to place the policy under.

Click OK when done.

Owverview
Policy Name:

enter Policy name
Status:

enter Folicy status
Is Local: ™ Yes @ Mo

Expression: E

select policy expression

Groups: Order
Catalog Entry
Shipping

select policy group, alfows youw to logically group policies

| Ok || Cancel

Policy Status and Policy Is Local has not been fully implemented. Therefore, all policies will
be global (meaning it cannot be limited to a promotion group) until this feature becomes avail-
able in a future release.
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Reporting

Reporting offers some common type reports out-of-the-box, intended to be used as a support tool for e-
commerce managers.

The default reports include:
e Sales Report - an overview of the website sales performance over a period of time.

e Shipping Report - the shipping method, number of orders and total shipping cost over a period of
time.

e Best Sellers Report - shows which products are sold the mostin terms of quantity and total rev-
enue over a period of time.

e Low Stock Report - shows which products are running low in inventory. If a product's inventory is
less than its reorder minimum quantity, it will be included in this report.

The display of these reports can be filtered by date, time, currency and markets, and reports can be expor-
ted to Excel or PDF format, or printed.

You can also develop your own customized reports, refer to the technical documentation for EPiServer
Commerce for more information on how to extend the report functionality.

Working with reports

The work with reports includes the following tasks:

e Generating various reports based on e-commerce data such as sales quantities, markets, order
numbers, shipping costs and inventory stock status.

e Filtering the view for displaying data for the desired time intervals.

e Exporting reports to various outputs such as Excel, PDF or print.

Generating and exporting reports

Reports for Sales, Shipping, Best Sellers, and Low Stock information can be generated by default. Data
can be customized and filtered and the final report can be exported to different formats.

Accessing reports

Reports are managed under the Reporting option in the left menu of Commerce Manager.

Reporting [y

:IE;H Reporting
:l Sales
J 5ales Report
J Shipping Report
:l Products
j Best Sellers Report
J Low 5tock Report

Generating a report

To generate a report, click on Reporting and select one of the default reports available under Sales and
Products: Sales Report, Shipping Report, Best Sellers Report or Low Stock Report. The report display
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will be generated.
Filtering report data

Reports can be filtered by markets and currencies, together with a date intervals. To filter the data dis-
played, select Market, Currencies and set the Start Date and End Date ranges and time. You can also
group the report data by "Day," "Month" or "Year." Once done, click Apply Filter. To regenerate the report
after changing the filtering, click the reload icon.

Welcome ~ Change Language  About =

— =
E;:r |n: [] currency: | Australian dollar [+] Start Date: 222 2013 ] End Date:[3/22/2013 8 Croun by: [Day  [~] [ Appiyrimer ]
D] sales

Y seles Report
3 shipping Report 3-03/22/2013)
=] Products Num. Of Orders Items Ordered Sub Total Tax Shipping Discounts Total Invoiced
Exporting a report

When the report has been generated it can be exported as a file for further processing.To export a report
to a file, click on the Select a format option. By default reports can be exported either as Excel or PDF
files. Select a formatin the drop-down, click Export and Open or Save the file once the prompt appears.
Reports can also be printed by clicking the print icon.
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Administration

In the Administration part you will configure and administer many of the system settings used in
EPiServer Commerce. The settings configured here are both general settings used by the entire system,
as well as settings used by specific parts of the system such as Catalog and Order management.

The various configuration options are available from the Administration part of Commerce Manager.

Working with administration

The work with system administration includes the following tasks:

e Adding new languages, countries, currencies and return reasons to the e-commerce system,
which is done through so called Dictionaries.

e Tracking changes and monitoring system activities through the log features.

e Configuring common sefttings such as defaultlanguage, currency, and length and weight units to
be used by the system.

e Customizing, creating and publishing business objects in order to extend the attributes of the Cus-
tomer and Asset Management systems, providing more flexibility for fields and attributes displayed
and collected.

e Define and activate new customized workflows after they have been set up in code.
e Updating the search index for the website to reflect changes to the product catalog.
e Customizing the left menu by adding your own menu items.

e Defining warehouses and tax categories, as well as meta classes and meta fields to be used by
the Catalog Management system.

o Defining payment gateways and shipping methods and providers, as well as configuring taxes
used by the Order Management system.

Refer to the developer documentation for EPiServer Commerce for more detailed information about con-
figuration settings.

System settings

System Settings includes functionality for adding default system settings for language, currency, units
and meta data fields and classes, as well as many other general configuration possibilities.

The features can be accessed by selecting System Settings under Administration.
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= 3 Administration

=] System Settings

=‘ Dictionaries
E Languages
B Countries
B Return Reasons
ZH Currencies
23 Logs
B System Log
B Application Log
Comman Settings
Business Foundation
Waorkflow
Search Index
Left Menu
H ] Catalog System
H ] Order System

E B B B =

In this section we will describe how to work with the options under System Settings.

Dictionaries
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In EPiServer Commerce, dictionary values are used for defining languages, countries and currencies
used in the e-commerce process, as well as your own defined return reasons used in order management.

This section explains how to add Languages, Countries,Currencies and Return Reasons to EPiServer

Commerce.

Adding countries

To add a new country, login to Commerce Manager and go to Administration > System Settings > Dic-

tionaries > Countries.

Administration P

:l_-i Administration
=i System Settings
=‘=] Dictionaries

B Languages

B Countries

B Return Reasons
< Currencies

Click on New Country and fill in the following displayed in the Overview tab:

e Country Name - this is the friendly name that is displayed in the public site during the checkout

process

e Code - to obtain the correct country code, go to the MSDN site Table of Country/Region and
State/Province Names and Codes [C++] (use the ISO Short Code or ISO Long Code as long as

you remain consistent).

e Sort Order - enter a number starting from 0 (the lower number is listed on the top of the drop-

down)

e Visible - Yes/No.
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Overview | Regions

Country Mame:

Code:

Sort Order: 0

Visible: ™ Yes @ No
] 4 || Cancel

Regions refer to states, provinces or prefectures. In the Region tab, fill in the following:

e Type a Friendly Name (e.g. CA - this will be displayed in the public site during the checkout pro-
cess) and click Add. You can checkmark it either as Visible or not on the public site

Owverview Regions

New Region Name CA
Regions:
Edit Command Mame Ordering Visible
| X CA o
| QK || Cancel |

When you click the Edit icon, you can change the Ordering of the region. Click Update to save those

changes.

Regions:
Edit Command  Mame Crdering Visible
Update | Cancel CA o

Adding currencies

To add a new Currency, login to Commerce Manager and go to Administration > System Settings >
Dictionaries > Currencies.

Administration [

:IE Administration
=i System Settings

=] Dictionaries
B languages
B Countries
B Return Reasons
ZH Currencies

® (] Logs

Click on New Currency. Fill in the following displayed in the Overview tab:

e Currency Name - this name is displayed in the front-end public site currency drop-down and vari-
ous Commerce Manager administration pages.

e Code - currency codes can be obtained from htfp.//en.wikipedia.org/wiki/ISO_4217#Active_codes.
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Overview  Rates

Currency Name:
Code:

Madified:

| 4 || Cancel |

In the Rates tab, you can Add Rates which are the foreign exchange rate when you want to convert from
one currency to another.

Cwerview Rates

Add Rﬂ%

Edit Command  Currency Rate Rate Date Modified

| Ok || Cancel |

In the Edit Currency Rate Information dialog enter the following:
e To Currency - select from the drop-down the currency to convert to from the current currency.
e End of Date Rate - enter the End of Day rate.
e Average Rate - enter the Average rate.
e Currency Rate Date - enter a Currency Rate Date.

Click Save Changes.

Edit Currency Rate Information —_
From Currency: Australian dollar (AUD)

To Currency: Canadian dollar [~ ]

End Of Day Rate:  |0.0000

Average Rate: 0.0000

Currency Rate Date:5/25/2010 E 25 am

Modified: 5/25/2010 11:25:12 AM

Managing return reasons

Out of the box, the three return reasons in EPiServer Commerce are "Faulty," "Incorrect Item," and
"Unwanted Gift." More return reasons can be added or customized so that when a Customer Sales Rep-
resentative (CSR) processes a return, more return reasons are available via the drop-down menu.
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Administration i
:IE Administration
=il System Settings
=] Dictionaries
B Languages
B Countries
B Return Reasons {tn)

Zd Currencies

Creating a new return reason

1. To add a new return reason, go to Administration > System Settings > Dictionaries > Return
Reasons. The Return Reasons screen appears.

2. Click New Return Reason. The Return Reason Edit screen appears.

3. Once done, click OK. The new return reason appears on the list.

Field Description
Return Reason Enter a friendly name, such as "Changed Mind".
Sort Order The lower the value, the higher the position the return reason is on the list screen.

Visible Select Yes (to enable to return reason) or No (to disable it).

Editing and deleting a return reason

e On the Return Reasons list, click on the Edit icon. Make any edits to the Return Reason name,
Sort Order, and its Visibility and then click OK to save your changes.

e To delete an individual Return Reason, click on the Delete icon. To delete multiple return reasons
at one time, check-mark the box next to the Return Reason and then click More Actions > Delete
Selected. Confirm your selection by clicking OK.

Logging

Logs contains the system log and application log. These logs track the activities of made within the
EPiServer Commerce system. This is useful for troubleshooting purposes and if you want to track events
and changes in the system during a specific time period.

In the database, the logs are recorded in the dbo.ApplicationLog table. For details on how to set up and
configure the logging features, refer to the Developer Guide for EPiServer Commerce.

The log features are available under Administration, System Settings and Logs, in the left column.

System log

The System Log keeps a detailed track of system-related activities within EPiServer Commerce. Here is
where you would be able to view any errors that occur in the system as well to find out more details about
it.

You may filter these logs to show more detail by filtering by Operation, Object Type, or the Created
Before date and time and clicking Apply Filter. You may also use Export Log for your records after you
have filtered for the desired data. The More Actions drop-down includes options to Delete Selected or
Delete All to remove log items.
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Welcome ™ Change Language About

Administration )

&' || Filter settings
S Administration Operation
=3 System Settings Object Created 5/22,2012 ]

# (] Dictionaries Type: Before: 1145 AM Apply Filter

559 Logs B export Log (@ More Actions ™
| o System Log

[F] Operation Object Key Object Type User Name Created Notes
@ Application Log
® Common Sertings [ LoG login.aspx Commerce Manager admin Today, 11:14 AM
B Business Foundation [ roem login.aspx Commerce Manager admin Today, 10:18 AM
B Warkflow Yesterday, 4118 Frenten
[E] error HandlaExcaption Madiachaze.Cms.CmsHttpModule esterday. 4: Mediach
B Search Index PM b oen
B Left Menu a Backenc
@7 Catalog System [F] ERROR HandleAdminExceptior Mediachase.Cms.CmsHttpModule admin ;;“" ay, 3:34 ::;i\:;:‘
) Order System :
| [ LoGIn login.aspx Commerce Mznzger admin g:’“‘"""* 2:04

Application log

The Application Log by default tracks changes made in the Catalog Management system. For example,
when you add a SKU to a catalog, it gets logged here. This is the default behavior of the application log
and can be configured and extended to track and log other sources as well.

You may filter these logs to show more detail by filtering by Source Type, Operation, Object Type, or the
Created Before date and time and clicking Apply Filter. You may also use Export Log for your records
after you have filtered for the desired data. The More Actions drop-down includes options to Delete
Selected or Delete All to remove log items.

Welcome ™ Change Language About

Administration & || Filter Settings

= Administration Source Type: Object Type
55 System Settings Operation Created Before: [5/22,2012 B 146 AM
(] Dictionaries
=3 Logs
@ System Log

M Export Log & More Actions ™

[[] Source Operation  Object Key Object Type User Name Created

@ Application Log
® Common Sertings [ catalog Modified 2769 entry admin iz

B
Eusiness Foundation [] cstalea Modified 2769 =ntry admin i’éi’ﬁi‘
B Workflow 47201
B Search Index [[] catalog Modified 2789 entry admin Si3ts02
B Left Menu [[] catalog Modified 2781 antry admin ;J‘.;:{;g‘
B[] Catalog System 4/26/201
[[] catalog Modified 2781 entry admin

] Order System

Configuring common settings

Under Common Settings you are able to select your default language, currency, length unit, and weight
unit. When the defaults are set and saved, parts of Commerce Manager where you select the language,
currency, length unit, and weight unit default to those settings.

Defining languages, currencies and length/weight units

To set your default language, currency or unit, login to Commerce Manager and go to the Administration
--> System Settings --> Common Settings and make the appropriate selections.

Administration o

:IE Administration
=) System Settings
© ] Dictionaries
=[] Logs

B Common Settings

Business Foundatian
Warkflow

Search Index

Left Menu

] Catalog System

H ] Order System

B B B =

Out of the box, you have the following options:
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Language - English, German, Spanish, French.

Currency - US dollars, Canadian dollars, Euros, Yen, Pound sterling and many others.

Length units - meters, feet.

Weight units - kilograms, pounds.

Overview
Default Language:  English (United States) | v

Language that will be selected by default in drowdowns, efc.

US dollar v

Currency that will be used is cases where currency is needed but not specified

Default Currency:

Default Length Unit. | papt E
Default unit of length

Pounds E|

Default unit of weight

Default Weight Unit:

| Ok || Cancel

Click OK to save your changes.

See also

Refer to Globalization and Translating content for more information on how to work with multiple lan-

guages in EPiServer.

Business foundation

Business Foundation allows you to extend the attributes of the Customer and Asset Management Sys-
tems to give you move flexibility on the fields and attributes displayed and collected. Business Foundation
works with the meta data engine to allow no-code customization of the data model. Using this you can
define new objects and relations between them within the Customer Management and Asset Man-

agement systems.

Welcome * Change Language About ¥

© et Help For This Page &

I &
Administration % || [createNew | [ZExport/import

27 Administration

Show:  All
=43 System Settings

System Name
(] Dictionaries

#(] Logs
B Common Settings

Jg Address
& Contact
& CreditCard

Business Foundation
Workflow

%4 Customizationiter

Friendly Name
Address
Contact

Credit Card

Customization Item

Search Index gz temArgument
Left Menu

CIN-RCR -]

#% CustomPage
&3 Folder

&3 Folderlement
&4 GiftCard

5 ImageFaldarElement

© (] caralog System
#(] Order System

&g Organization
§ PdfFolderElement
¢ RecentReferenceHistory

o Item Argument
Custom Page

Folder

Folder Element

Gift Card
ImageFolderElement
Organization
PdfFolderElement

User Recent Reference

Plural Name
Addresses

Contact

Credit Cards
Customization Item
Customization Item Arguments
Custom Pages
Falder

Falder Element

Gift Cards
ImageFolderElement
Organization
PdfFolderElement

User Recent References

Type
Info
Info
Info
Info
Info
Info
Info
Info
Info
Card
Info
Card

Info

The form is fully customizable so you can define layout and specify which fields you want to display. You
can also work with system fields. Common examples of how users leverage Business Foundation are set-
ting a standard height and width for an image file uploaded to the Asset Management system, or creating
a "Gift Card" field within the Customer Management system used to track how much a customer has left
on their gift card.
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The currentimplementation of Business Foundation only supports the Customer and Asset

Management subsystems.

In the following we will describe how to work with the features in Business Foundation.

Creating business objects

Creating business objects allows users to extend customer and asset forms for tracking and relating dif-
ferent types of data. New business objects can be created to suits a multitude of business purposes. In

this example we will describe how to create a "Contract" business object.
Creating a contract object

Do the following to add a contract business object:

1. Go to Administration, expand System Settings, and click on Business Foundation to access the Busi-

ness Foundation Configuration page.

2. Click Create New and select New Business Object. The New Business Object dialog appears.

wt ¥

€ Get Help For This Page =

New Business Object EJ Back To List‘
Base Info Field Info ‘
System Name: Contract System Name: Contract
Friendly Name: Contract Name @ Friendly Name: Centract Name @
Plural Name: Contract @ Maximum Length- 100

D Supports Extensions
' Save ‘ | A Cancel

Enter information as described below.

Base Info

e System Name: name of the Business Object (once you input a name, the Friendly Name and

Plural Name fields are auto-populated).
e Friendly Name: alternative to the System Name.

e Plural Name: plural version of the system/friendly name for example inventories.

e Supports Extensions: this allows you to extend an existing meta class with extra properties. For
example, you can have a download class and you can extend it with "imagedownload" which con-

tains width and height as extra parameters.
Field Info
e System Name: enter a system name.
e Friendly Name: enter a friendly, front-end name.

e Maximum Length: maximum number of characters allowed in this field.

3. Click Save to save the changes. You will now see the details of your newly created business object.

Busi Object C

2 New Field | = Edit | 23 Publish | [E Back To List

System Name:

Type:

“1¢ Contract

Business Object (Public)

Friendly Name:

Plural Name:

|Field5 || 1:M Relations || N:1 Relations || N:N Relations || Forms || System Views

Contract Name

Contract

System Name

4" Contract

2" Contractld

Friendly Name
Contract Name

Id

Type
Text

Cuid
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Next steps

Add fields to the contract business object as needed, refer to Adding Fields to Business Objects. To fur-
ther customize a business object, refer to Customizing Business Objects.

Customizing business objects

A standard installation of EPiServer Commerce includes a number of business objects that can be edited
and customized. Customizing existing business objects is a good starting point to model business objects
for your needs.

Editing and deleting business objects

Many of the default business objects and related fields can be both edited and deleted but not all of them.
For example, pre-existing business objects such as "Address" and "Organization" cannot be deleted, only
edited. Business objects that can be edited and deleted will have an Edit and Delete icon next to them.

(7] Cet Help For This Page AF

D Create New~ | [ Export/Import»
Show: Business Object -
System Name Friendly Name Flural Name Type
4 Address Address Addresses Infa
43 Contact Contact Contact Info
4% CreditCard Credit Card Credit Cards Info
4% Customizationitem Customization ltem Customization ltem Info
33 CustomizationltemArgument Customization [tem Argument Customization Item Arguments Infa
33 CustomPage Custom Page Custom Pages Info
4 Folder Folder Folder Info
&% FolderElement Faolder Element Folder Element Info
“ig GiftCard Cift Card Gift Cards Infa >
“i% MyCard MyCard MyCard Info = )(
“§ NewCard MNewCard NewCards Info = ¥
33 Crrganization Organization Organization Infa
ggRecentReferenceHistory User Recent Reference User Recent References Infa
Editing and deleting fields of business objects
Fields that can be edited and deleted will have an Edit and Delete icon next to them.
%" CreditCardNumber Card Number Text
% CustomerServicePhoneNumber Customer Service Phone Number Text 5 X
av ExpirationMonth Expiration Month Integer

av ExpirationYear Expiration Year Integer

Fields that are locked cannot be edited, for instance Field Name and Field Type in the image below.

Edit Field B3 Back
Business Object: Credit Card Field Type: String
Field Name- Format: Text

Friendly Name: Customer Service Phone Number @ Maximum Length:

Description: Phone # found on back of card =~

 Save R}J [ X cancel

Update the fields that are unlocked and click Save to save the changes to the business object.
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Adding fields to business objects

Existing Business Foundation objects can be customized to have additional data entry fields. For
example, you can add fields to the New Credit Card form builtinto Commerce Manager.

Adding fields to a business object
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Do the following to add fields to an existing business object:

1. Click on Administration, expand System Settings, and click on Business Foundation to access
the list of Business Foundation objects. In this example, the CreditCard Business Object is used.

(7] ‘Cet Help For This Page Ai

Dcreahe New _,"Z]Exportﬂmportv
Show: Al -

System Name Friendly Name Flural Name Type
3 Address Address Address Info
43 Contact Contact Contact Info
4% CreditCard Credit Card CreditCard Info
% Customizationltem Customization ltem Customization ltems Info
33 CustomizationltemArgument Customization Item Argument Customization Item Arguments Info
-33 CustomPage Custom Page Custom Pages Info
4§ Folder Folder Folder Info
43 FolderElement FolderElement FolderElement Info
“§ CiftCard Cift Card Cift Cards Info E
3 ImageFolderElement ImageFolderElement ImageFolderElement Card
33 Organization Organization Organization Info
&l PdfFolderElement PdfFolderElement PdfFolderElement Card
;;gRecentReferenceHlstDry User Recent Reference User Recent References Info

2. Click on the business objectin the list to open it for editing. To add a new field to the CreditCard
Business Object (or any other Business Object), click on New Field.

Busi Object C =) New Field Edit | 23 Publish | [ Back To List
System Name: 33 CreditCard Friendly Name: U Credit Card
Type: Business Object Plural Name: CreditCard
| Fietas || 1wRemvons |[ w1 Remmons || NinRelatons || Forms || systemviews |
System Mame Friendly Name Type
:;‘v Address Address Text (ReferencedField)
o Addressld Address Reference
av CardType Type CreditCardType
4% Contact Contact Text (ReferencedField)
# Contactld Contact Reference
5 Created Created DateTime
& Creatorld Creator Cuid
4" CreditCardid Id Cuid
4 CreditCardNumber Card Number Text
&% ExpirationMaonth Expiration Month Integer
&% ExpirationYear Expiration Year Integer
av LastFourDigits Last Four Digits Text
av Modified Modified DateTime
av Modifierld Modifier Guid
4% Organization Organization Text (ReferencedField)
e Organizationld Organization Reference
aY SecurityCode Security Code Text

3. The New Field form allows you to specify the type of data field you want created for the business
object.
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5.

New Field B Back
Business Object: Credit Card Field Type: String
Field Name: CustomerServicePhoneNumber Format- Text =]
Friendly Name: CustoemerServicePhoneNumber @ Maximum Length: 100
Description: -

D Unique value

[¥] Aniow Nults [ wsawe |[ X cance

Add Field To: Edit Form
View Form
Short Info Form

Enter a Field Name, which is the system ID or name of the field. The Field Name that is entered
auto-populates the Friendly Name field.

Since the Friendly Name is auto-populated based on the Field Name, you can either keep the
name the same or change it. The Friendly Name is what appears on a form (such as the Credit
Card form).

You can optionally enter in a Description that appears below the data entry field to explain the
field to the user.

Checkmark on or off to Allow Nulls for this field.

You can choose to Add Field To an existing Form. Checkmark all that apply.

Enter a Field Type. For further explanation of each Field Type, refer to the Reference Section on
the bottom of this page. In this example, a String field type is used.

The Format drop down menu and options depend on your Field Type selection. In this example,
Text is selected as the field format, with a Maximum Length of 100. Unique value is left
unchecked.

Once done, click Save. The new field appears on the list of fields.

& CreditCardld Id Cuid
¥ CreditCardNumber Card Number Text

W CustomerServicePhoneNumber Customer Service Phone Number Text .
av ExpirationMonth % Expiration Month Integer

To verify if the new field appears, check the form associated with that new field. Since this
example customized the New Credit Card form, you will see that the new field appears.

New Credit Card *

— Overview

Type: Visa [=] fﬁ'l
Last Four Digits: Expiration Month: [Novalue]l [+]
Card Number: Expiration Year: [Novalue] [+]

Security Code:

Customer Service
Phone Number:

" OK || X Cancel
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Customizing forms

Forms dictate how fields are presented to the EPiServer Commerce user when viewing and editing
information in the system. Every field is associated with a form, and each business object is associated
with one or more types of forms. Some common types of forms found are the Edit Forms, Short Info
Forms, and View Forms. For example, the New Credit Card form looks like this:

New Credit Card *

— Overview
Type: isa El ﬁf'

Last Four Digits: Expiration Month: [ No value ] [=]
Card Number: Expiration Year: [ No walue ] [=]

Security Code:

Customer Service
Phone Number:

| n Ok | | Cancel

In this section we will describe how you can customize forms and adapt them to the specific needs of your
EPiServer Commerce users.

Editing forms

By editing the form, you can change the layout, add new fields and sections, and more.

To edit an existing form, click on a Business Object and click on the Forms tab to see the list of asso-
ciated forms.

Object C izati 5 New Field | = Edit | 23 Publish | [£] Back To List
System Name: jg CreditCard Friendly Name: Credit Card
Type: Business Object Plural Name: CreditCard
Fields || 1:M Relations H MN:1 Relations H N:N Relations H Forms || System Views

Name
Edit Form

Short Info Form

View Form

Click on the Edit icon next to the form you want to make changes to. The form customization window pops
up.
Common Tasks f=Receate Form | Sdit Form | [Esave v

Table: Credit Card Form: Edit Form

adv | ¢ § & = | @Edt | X Remove ‘

Overview
Type
Last Four Digits: Expiration Month:
Card Number: Expiration Year:

Security Code

Customer Service
Phone Number:
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There are various functions available to edit and customize a form.

Editing the layout

You can change the layout and the fields that appear on the form.

1.

2.

Click on Edit Form.

a. Select a View Type (or the layout of the form). You have a choice between a Two Column (1:1,
1:2,2:1), or Three Column (1:1:1) layout.

b. Enter in a pixel value for the Cell Padding, or spaces between each cell.

Click Save to confirm your changes.

This example uses a Two Column (1:1) layout.

Common Tasks ‘i Recreate Form FeEdit F:orm EHsave ~
[ - Wi —=
Table- Credit Card & eCommerceFramework - Windows Intern... l i
Add ¥ 4+ 4+ &= = | =8 |§. http:--ch.episer\.rer.mm-;ppz-l'.leteDeteBeze-l'.lete'JI-Pegez-| |

~— Owverview

You can edit form.
Type:
Last Four Digits: Table: Credit Card
Card Number:

Form: Edit Form
Security Code:
Customer Service View Type:
Phone Number:

Edit Form

@ Two Columns (1:1)

) Two Columns (1:2)

) Two Columns (2:1)

) Three Columns (1:1:1)

Cell Padding: 5

Save Cancel

@ Internet | Protected Mode: On ¢ v H100% -

Adding sections and fields

Once your layout is set, you can add additional sections and/or additional fields.

1.

Click on Add --> Add Section to add a new section. Adding sections allows you to separate and
divide groups of fields on a form with their own header and border.

Enter in a Title for the section.

Checkmark the box next to "Show border line for this section" if you want to show the border
around section. Otherwise, uncheck the box to hide the border.

Checkmark "Show the name of this section on the form" if you want to show the title of the section
on the form. Otherwise, uncheck the box to hide the title.

Select a View Type or layout of the section: One Column, Two Columns (1:1), Two Columns (1:2),
Two Columns (2:1)

Enter a numeric pixel value for Cell Padding or amount of space between each cell in the section.

Click Save to save your changes.
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.
& eCommerceFramework - Windows Intern...

Common Tasks
Table: Credit Card
Addv|| f¢ P 4= = | Edit | ¥ Rem

Add Section

| €] http://ecf.episerver.com/Apps/MetaDataBase/Metalll/Pages;

% AddField

Last Four Digits:
Card Number:

Security Code:

Customer Service
Phone Number:

Add Section
Add a new section to the form.

Title: Credit Card 2|

Show border line for this section.

Show the name of this section on the form.

View Type:

@ One Column

) Two Columns (1:1) |

© Two Columns (1:2) |©

) Two Columns (2:1

Cell Padding: o

Save

Cancel

0 Internet | Protected Mode: On

a v B100% <

You can edit a section by clicking on a section and click on Edit.

Common Tasks ‘e Recreate Form |ZEdit Form Hsave -
Table: Credit Card Form: Edit Form
ad~ | ¢ 3 @& |

% ¥ Remove

Last Four Digits:
Card Number:
Security Code:

Customer Service
Phone Number:

Expiration Maonth:

Expiration Year:

( Credit Card 2
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Within each section are fields. You can add new fields to a specific section by highlighting the section and

then by clicking Add --> Edit.
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Commeon Tasks E Recreate Form gﬁdit Form u Save -

Table: Credit Card Form: Edit Form

4+ ¥ 4« = | =fedt | X Remove |

E2| Add Section

| @ Add Field &l

Last Four Digits Expiration Month:

Card Number: Expiration Year:
Security Code:

Customer Service
Phone Number:

Credit Card 2

(Last Four Digits

Select an existing associated field in the dropdown menu.
a. Checkmark the "Field is Read Only" box if you want the field to be unavailable for edit. When you see
the rendered form, the field will be grayed out.
1. Selectthe "ltem label showing on the form."
2. e Hide Label: No label appears next to the text box
e System Label: Shows the system name next text box
e Custom Label: Enterin a custom label
3. Enterin a Label Width numerical value. Defaultis 120px.
4. Tab Index: enter an index for the tab.

5. Selecta View Type, either a One Column or Two Column. In the dropdown, enter in the number of
text box rows, up to 3.

6. Click Save to add the field to the section.
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Common Tasks
Table: Credit Card
add~ | ¢ & ¢ = | @Edit | X Rem

.
& eCommerceFramework - Windows Intern... Elilg

| €| http://ecf.episerver.com/Apps/MetaDataBase/Metall/Pages/

Last Four Digits:
Card Number:
Security Code:

Customer Service
Phone Number:

Add Field
Add a new form item to the form.

Field: Organization -

[T Field Is Read Only

( Credit Card 2

Eem label showing on the form.
() Hide Label

@ System Label

(Z) Custom Label

Label width: 120 px
Tab Index: ]
View Type:
——|

@ One Column

Z) Two Column

Rows:

Save | Cancel

v ®100% v

€ Internet | Protected Mode: On

[FéfEdit Form Hsave

To edit a field, click and highlight the field and click on Edit to change your previous settings.

Common Tasks ‘9 Receate Form [éfEdit Form Hsave
Table: Credit Card Form: Edit Form
addv | ¢ J & = E ¥ Remove

Last Four Digits:
Card Number:

Security Code:

Phone Number:

Expiration Month:

Expiration Year:

Credit Card 2
(Drgan ization:

! | Customer Service
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You can re-arrange fields on a form but using the arrow controls on menu bar. Highlight the field and then
click on the directional arrow you want the field to move to.
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Common Tasks ’E Recreate Form gdit Form n Save v

Table: Credit Card Form: Edit Form

Add ~ 4 4 &= = | @edit | ¥ Remove |

Type:

Last Four Digits: Expiration Month:

Card Number: Expiration Year:
Security Codp:

Customer Service
Phone Number:

|~ Credit Card 2
i (Organizatmn:

In this example, the "Security Code" field is moved to the right where the "Customer Service Phone Num-
ber" field is placed by clicking on the right directional arrow. Fields are moved from cell to cell within a sec-

tion.

Common Tasks ‘5 Recreate Form [Z&Edit Form Hsave ~

Table- Credit Card Form:- Edit Form

Addv | ¢ 4 4= S Edit | 3 Remove

Type:

Last Four Digits: Expiration Month:

Card Number: Expiration Year:

Security Code:

Customer Service
Phone Number:

.~ Credit Card 2
E (Drgamzatmn'

Deleting sections and fields

To delete a section or field, highlight either one and click on Remove. A popup will appear. Click OK to

confirm deletion. Otherwise, click Cancel.
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Commen Tasks )i% Recreate Form @dit Form m Save
Table: Credit Card Form: Edit Form
addr | ¢ F &= =  FHEdt (X Ram?ua |
Overview
Type:

Last Four Digits: Expiration Month:
Card Mumber: Expiration Year:
Security Code:

Customer Service
Phone Number:

'| — Credit Card 2
E (Drgamzatlon:

-
Message from webpage M

-

k.

Do you really want to delete selected section?

[ ok | [ Cancel

Recreating a form

Recreating a form allows a user to create a form from scratch with a single field rather than customize a
form with all fields already in place. Click on Recreate Form on the upper right corner of the window.

Common Tasks

i Recreate Form [#Edit Form Hsave +
Table: Credit Card Form: Edit Form

Adv | f J & = | =Edt | X Remove

Type:

Last Four Digits: Expiration Month
Card Number: Expiration Year:
Security Code:

Customer Service
Phone Number:

A popup will appear. Click on OK to recreate the form. Otherwise, click Cancel. Once you confirm, the
fields will clear from the form except for the required field.

Common Tasks

‘= Recreate Form [ZpEdit Form Hsave ~
Table: Credit Card Form: Edit Form

Add~ | 4§ J 4= = | Edit | P Remove

Credit Card

E (Card Numhﬁenr\:
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Saving a customized form

Once you are done with your changes, click on Save on the upper right corner of the window. To save
and close the window at the same time, click the down-arrow next on the Save button and on the drop-

down click Save and close.

Common Tasks

Table: Credit Card Form: Edit Form

i Recreate Form #EpEdit Form B save I -

Ad~v | f J & = | 5Edt | ¥ Remove

ﬂl Save and cldze

Overview
Type:
Last Four Digits: Expiration Month:
Card Number: Expiration Year:

Security Code:

Customer Service
Phone Number:

Once those changes are saved, the form you edited will render based on your configuration. For
example, here is the customized Credit Card edit form an end user sees.

New Credit Card

— Owerview

Type: Visa [=] ﬁl
Last Four Digits: Expiration Month:
Card Mumber: Expiration Year:

Customer Service

Phone Number: Security Code:

[ Mo value ] E|
[ Mo value ] E|

~— Credit Card 2

Organization:

{Customer.CreditCard_mf Qrganization_Description)

Relating business objects

Business objects must be related to other business objects to be able to connect, track and record rel-
evant data. This is where the concept of Relations is used in Business Foundation.

Relations can be of these types:

e 1 to Many Relationship - 1 object can be associated or related with multiple object-related data.
For example, one organization can be associated with multiple contracts.

e Many to 1 Relationship - Multiple object-related data can be associated or related with a single
object. For example, multiple contacts can be related to a single organization.

e Many to Many Relationship - Multiple object-related data can be associated or related with mul-
tiple objects. For example, different SKUs can be associated with one or more warehouses for

tracking and storage.

In the following we will describe how to create the various types of relationships between business

objects.
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Adding a 1 to many relation

Business Foundation objects allows you to specify 1 to Many Relationships. For example, if you have
one organization, you can relate many types of data to that organization, such as multiple contacts,
addresses, or organizational units or divisions within an organization. Within a 1:N relationship, the busi-
ness object you selected will be "1."

In the example below, 1 = Organization and N = related objects such as Address, Contact, CreditCard etc.

To add a 1 to many relationship to a business object, you will need to create a new business object or
use an existing one. On the Business Object Customization page, click on 1:N Relations.

§ &/ Cet Help For This Page *
Object C izati = New Field Edit | 23 Publish | [£] Back To List
System Name: jg CreditCard Friendly Name: Credit Card
Type: Business Object Plural Name: CreditCard
| Fields || 1M Relatinm1 || N:1 Relations || M:M Relations H Forms H System Views
System Name . Friendly Name Type
:,v Address Address Text (ReferencedField)
@ Addressld Address Reference
& CardType Type CreditCardType
3\4 Contact Contact Text (ReferencedField)
@2 Contactld Contact Reference
2" Crearted Created DateTime

Click on New Relation "one to many" to create a new relation.

Busi Object C izatis 5] New Field Edit | 23 Publish EJ Back To List
System Name: 33 Organization Friendly Name: Organization

Type: Business Object Plural Name: Organization
‘ Fields || 1:N i H MN:1 Relations || N:N Relations || Forms || System Views

E New R@tmn “one to many”

Name Primary Object Related Object
=8 Address Organization Address
g\ Contact Organization Contact
G CreditCard Organization Credit Card B
[+ Organization Organization Organization =

Under General Info, the Primary Object Organization is automatically set to Organization.

1. Select a Related Object to relate an the Organization object in the dropdown.

2. The Object section below General Info will have a different title based on Related Object you selec-
ted. For example, if you selected "Address," the title would be "Object 'Address™.

3. Enterin a Field Name and Friendly Name. They are auto-populated already using the system
name of the business object.
Both names must be unique and not be the same as an existing field. The Field Name cannot con-
tact spaces or special characters, only letters, numbers, and underscores.

4. Checkmark the box Allow Nulls if you do not want this to be a required field the user fill in while
editing a form. Otherwise, uncheck the box to make it a required field.

5. Under Add Field To, checkmark the Forms you want the field to render in, such as the Edit Form
(to enter and submit information) or View Form (read information only).

6. Under the Object "Name of Primary Object" section, select a Display region in the dropdown box.
Additional options such as Display Text and Display Order will appear based on your dropdown
menu selection.

7. Once all the relevant information is entered, click on Save.
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Relation 1:N

— General Info

Primary Object: Organization

Related Object: Address

~— Object "Address”

Field Name: Organization
Friendly Name: Organization

Allow Nulls
Add Field To: Edit Form

View Form
Short Info Form

~— Object "Orgamnization™

Display Region: [ Not Set ]

| " Save | |

¥ Cancel

The Related Object will have the Primary Object appear under the opposite relationship (N:1)
on its configuration form. For instance, if organization is the Primary Object and the Related
Object is Address, the relationship is automatically generated under the N:1 tab in Address.

@/ Cet Help For This Page %

Business Object Customization i New Field | = Edit | 23 Publish | £ Back To List|
System Name: 4% Address Friendly Name: Address
Type: Business Object Plural Name: Address
[ Fietds |[ 1:NRelations || N:1 Relations || N:NRelations |[ Forms || System Views
"5 New Relation “ane to many”
Name Primary Object Related Object
3 Contact Address Contact e
3 Contact Address Contact B
i CreditCard Address Credit Card =

Adding a many to 1 relation

You can relate business objects via a Many to 1 Relationship. For example, you can relate multiple con-

tacts to a single organization or unit.

In the example below, N = Organization and 1 = related objects such as Parentld, PrimaryContactld etc.

To create Many to 1 relationships, click on a business object and click on the N:1 Relations tab.

18 Cet Help For This Page

Click on New Relation "Many to one" to create a new relationship.

Object C = New Field | = Edit | 23 Publish | [£ Back To List

System Name: _%3 Organization Friendly Name: Organization
Type: Business Object Plural Name: Organization
| Fields || 1:M Relations H MN:1 Relations || N:N Relations || Forms || System Views

System Name @ Friendly Name Type
Qv BusinessCategory Business Categary BusinessCategory
¥ Created Created DateTime
&% Creatorld Creator Cuid
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Object C iZati = New Field Edit | 22y Publish | [ Back To List|
System Name: 38 Organization Friendly Name: Organization
Type: Business Object Plural Name:- Organization
| Fields H 1:N Relations || N:1 i || N:N Relations || Forms || System Views

)ﬁ—E' Mew Relatjon “many to one”
System Name Name Primary Object Related Object {U

e Parentld Parent Organization Organization
=] PrimaryContactld Primary Contact Contact Organization =

The Relation N:1 form is very similar to the Relation 1:N form, except you can select the Primary Object
from the dropdown, whereas the Related Object defaults to the name of the Business Object.

Under General Info, the Primary Object Organization is automatically set to Organization.

1. Selecta Primary Object to relate an the Organization object in the dropdown.The Object section
below General Info will have a different title based on the Related Object name.

2. Enterin a Field Name and Friendly Name. They are auto-populated already using the system
name of the business object.

Both names must be unique and not be the same as an existing field. The Field Name cannot con-
tact spaces or special characters, only letters, numbers, and underscores.

3. Checkmark the box Allow Nulls if you do not want this to be a required field the user fill in while
editing a form. Otherwise, uncheck the box to make it a required field.

4. Under Add Field To, checkmark the Forms you want the field to render in, such as the Edit Form
(to enter and submit information) or View Form (read information only).

5. Under the Object "Name of Primary Object" section, select a Display region in the dropdown box.
Additional options such as Display Text and Display Order will appear based on your dropdown
menu selection.

6. Once all the relevant information is entered, click on Save.

Relation MN:1

~— General Info

Primary Object: Address El

Related Object: Organization

— Object "Organization”

Field Name: Address

Friendly Name: Address
Allaw Nulls

Add Field To: Edit Form

View Form
Short Info Farm
System View (All organizations)

— Object "Address”

Display Region: [ Mot Set ] E|

| " Save | | * Cancel
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Like an 1:N relationship, if you create a N:1 relationship with a Primary and Related Object, a
1:N relationship is automatically generated for the Primary Object under the 1:N tab.

Adding a many to many relation

You can also create Many to Many Relationships with business objects. For example, many to many rela-
tionships help to track different SKUs and their inventory levels with different warehouse locations.
Another example is multiple contacts a part of multiple organizations. A Many to Many relationship
between two objects is also referred to as a Bridge.

In the example both Organization and Organization_Contact = N.

To create a Many to Many relationship, click on a business object and then click on the N:N Relations

tab.
B @ Get Help For This Page %
Object C izati ¥ New Field Edit | 22 Publish | [£] Back To List
System Name: 33 Organization Friendly Name: Organization
Type: Business Object Plural Name: Organization
‘ Fields H 1:N Relations H N:1 Relations H N:N Relations "’n.” Forms H System Views
System Name Friend Name Type
4¥ BusinessCategory Business Category BusinessCategory
¥ Created Created DateTime
¥ Creatorld Creator Guid
=" Description Description LongText
=" Modified Modified DateTime

Click on New Relation "many to many" to create a new N:N relationship.

Busi Object C izati %= New Field Edit | 23l Publish | [ Back To List
System Name- 53 Organization Friendly Name: Organization
Type: Business Object Plural Name: Organization
Fields H 1:N Relations || N:1 Relations H N:N {{ || Forms || System Views
E New Relation "many to many”|
k

The Relation N:N is much different compared to the Relation 1:N/N:1 forms.

1. The Current Object defaults to the name of the Business Object you are editing
2. Select a Related Object from the dropdown menu

3. The Relation Name is auto-populated by (Current Object Name_Related Object Name). Change
this name if you wish, but you cannot have spaces or special characters, only letters, numbers,
and underscores.

4. Enterin a Friendly Name, which can have special characters and spaces. Make sure both Rela-
tion and Friendly Names are unique do not already exist.

5. Under Current Object, select a Display Region where the field will appear.

6. Under Related Object, select a Display Region where the field will appear.

Once all the relevant information is entered, click on Save.
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Relation N:M

Ceneral Info

Current Object: SKUs
Related Object: SKU_Warehouse [=]
Relation Name: SKUs_Warehouse
Friendly Name: SkKUsS5KU= Warehouses
Current Object (SKUs)
Display Region: Information El
Display Text: SkUs Warehouses
Display Order: 10000
Related Object (SKU_Warehouse)
Display Region: Information El
Display Text: SKU=s
Display Order: 10000
" Save | | ¥ Cancel

A many to many relationship is automatically generated for the related object when you click
on its N:N tab under its configuration form.

Publishing business objects

Another feature of Business Foundation is the ability to publish objects within the left navigation as a
node. You can essentially add more functionality to a specific system without modifying code. Before pub-
lishing you can set proper access permissions for the business object, controlling which user groups will

have access to use the business object

For related information refer also to the section Customizing the Left Menu.

Setting permissions and publishing

Click on Publish on the Business Object Customization page.

&) Cet Help For This Page

=

v

Busi Object C

2 New Field | = Edit | 23 Publish | (£ Back To List

System Name:

Type:

“1% Contract

Business Object (Public)

Friendly Name:

Plural Name:

|Field5 || 1:M Relations || MN:1 Relations || MN:M Relations || Forms || Systemn Views

Contract N}rﬁl e

Contract

System Name
2" Contract
&Y Contractld
:gv Organization

<3 Organizationld

Friendly Name
Contract Name
Id
Organization

Organization

Type
Text
Cuid
Text (ReferencedField)

Reference

=¥

x

You can set permissions by customizing Access Permissions. This string is auto-generated. To

change, you can copy and paste string values from other objects.
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@a} Dashboard 0 Display Region: < nothing is selected =
ﬂﬁ Customer Management 40
@™ Catalog Management 50 Display Text: Contract
ﬂg Order Management 30 Display Order: 10000
= ™™ Marketing 100

1 Asset Management 120 Client Script: CSManagementClient.ChangeBafView('Contract’, 'Lis|
w3l Reporting 130 Access - i fo

— . . e . businessfoundation:contractlistpermission
@ Administration 200 Permissions:

Item Icon: l}

+" Publish

Click Publish to publish the selected business object.

You must refresh your browser after a business object has been published in order to make it
appear in the left hand navigation.

Deleting business objects

Once a business object has been published, you can delete all customized business object by going to
Administration > System Settings > Business Foundation.

To remove from the left menu, you have to perform an additional step of going to Administration > Sys-
tem Settings > Left Menu and clicking the Delete icon.

Y
Welcome ¥ Change Language About™ (7] Cet Help For This Page
Administration RE' D Add
A0 Administration Tidle Order
3 System Settings = Dashboard o
H Dictionaries
8 = Home 10
W] Logs
@ Comman Settings =/  Customer Management 40
B Business Foundation = Organizations =0
B Workflow = Contacts 40
B Search Index = Roles 50
| O Left Menu
= Gift Cards 10000
@] Catalog System
= catalog M t 50
] Order System e =telog Menagsmen
= Catalog Entry Search 10
Catalog Batch Update 20
H Catalogs 30
= Templates 40
ﬁ S — Order Management 80
Order Search 10
g Customer Management
= Purchase Orders 20
= Catalog Management Today 10
‘g Order Management This Week 20
= This Month 30
IE Marketing
All 40
;{ eseiiaanemen = Purchase Orders By Status 30
Reporting
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Updating the search index

When you have done changes to an existing product catalog, such as adding or deleting products, you
will need to index the catalog for those changes to be reflected in the search results.

There are two types of indexing: Build and Rebuild. Use the Build option to make a quick re-indexing of
an existing catalog where you made changes to existing products. Build is faster than a rebuild because it
performs a reindexing of only the items that were changed since the last build.

If you are using a brand new catalog or you made structural changes to your existing catalog (i.e. moving
categories around, changing a product name, etc.), then you will need to perform a Rebuild. Rebuild
takes longer because it does a complete indexing.

Building and rebuilding the catalog

To build or rebuild your catalog, go to Administration > System Settings > Search Index.

‘Welcome, admin * Change Language About v

Administration = Index

a[73] Administration
Sl Search Configuration

= Syst Sett]
S System Settings Default Search Provider: LuceneSearchProvider

4 Dictionaries : " ac " :
Bl Installed Search Providers: SolrSearchProvider; Solr335earchProvider; LuceneSearchProvider;

) Ltods Indexers: catalog (built 10/3/2013 10:10:36 AM)
SRR Index Operations
B Business Foundation Rebuild the Search Index. This operation will cause complete index rebuild.
@ Workflow
B Search Index |Eui|d \ndex| Build the Search Index. This operation will build the index for items updated since last build.
@ Left Menu

Indexing Processor State
[+ [_] Catalog System

Oty eyt |nvalidate| Indexing processor state is Invalid

Select Rebuild Index or Build index. Once you perform either of these two operations, you will see the
changes or additions reflected in your search results.

Customizing the left menu

Prior to customizing your left menu, we advise you to read the section Publishing Business Objects
describing how to configure Business Objects and adding them as individual nodes in the left navigation
frame.

Adding a left menu item from the left menu page

To add a Left Menu item, you have two choices. You can either configure the entire menu item first within
Business Foundation or you can add an empty container by clicking the Add button and then go back to
Business Foundation to fill in the page contents (objects).
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Welcome ¥ Change Language About™ (7] Cet Help For This Page ‘7
Administration r-:j“ ‘D Aq.el
=270 Administration NS Title Order
=43 System Settings &' Dashboard o
] Dictionaries
= Home 10
® (] Logs
O EENrEThnE Customer Management 40
© Business Foundation = Organizations 30
B Workflow Contacts 40
B Search Index = Rolas s0
O Left Menu
= % Gift Cards 10000
#[] Catalog System
40 Order System Catalog Management 60
= Catalog Entry Search 10
Catalog Batch Update 20
i = Catslogs 30
Templstes 40
ﬁ Dashboard Order Management 80
= Order Search 10
m Customer Management
Purchase Orders 20
—-| Catalog Management = Today i0
‘g Order Management This Wesk 20
This Manth 30
IE Marketing
= All 40
;4 Ses LMaMEEN = Purchase Ordars By Status 30
m . - Page Size: 20 ~ (83 items) | Page4112345*
! Administration g

A new window will pop up for publication settings.

1. Selecta Display Region from the navigation three on the left. Click on the node you want Contract
to be placed under. For example, Contract will be placed on the root level of Customer Man-
agement.

2. The Display Text defaults to the system name of the Business Object. You can choose to keep the
name or change it.

3. Enterin an Item Link, an URL to a page. When the object is clicked, a new window will appear on
the right based on the given link.

4. The Display Order defaults to 10000. You can keep it at that number or change the value to
determine the position of the node.

5. Access Permissions is auto-populated only when a menu is created through the Business
Foundation. When creating a new left menu from scratch, you may leave this field blank or oth-
erwise copy in permissions from other existing menus. If you want to change Access Permissions,
refer to the Permissions section.

6. An Item Icon can be uploaded to represent the node. Click Browse to upload an icon.

7. Once all relevantinformation is entered, click on Publish.
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@5} Dashboard

= Customer Management A0
H“" Catalog Management 60
ﬂ‘ﬁ Order Management 80
= ™™ Marketing 100

4] Asset Management 120
w3l Reporting 130
@ Administration 200

Display Region:

Display Text:
Item Link:
Display Order:

Access
Permissions:

Item Icon:

Customer Management

Contracts

10000

+ Add
—T—

Browse...
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To verify if the object was published, go to the Display Region where you specified the object to be pub-
lished to. Click on the Refresh icon on the left navigation frame if at first you do not see the new node.

Customer Management %
@ Organizations
Ea Contacts

&2 Roles

= Contracts

Editing, ordering, or deleting a left menu item

To Edit a user-generated node in the left menu, click on the Notepad icon.

[Jadd

Title
Dashboard
Heme

Customer Management

qEE

Organizations

= Contacts
= Roles
Contracts

Catalog Manzgement

Catalog Entry Search
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If the left menu item was created via the Left Menu page, this popup window will appear.

Editing ><
Display Text: Contracts

Item Link: http:/ ‘'world.episerver.com/cantracts

Display Order: 100

Access Permissions:

Item Icon:

oK | | Cancel |

If the left menu item node was created using Business Foundation, this popup appears.

To change the sort order of the left menu item, adjust the numerical value in Display Order. The lower the
value, the higher the position of the item within the navigation tree relative to items with a higher Display

Order value.
Editing ><
Display Text: Contract
Client Script: C5ManagementClient.ChangeBafView('Contract’, 'Lis
Display Order: 10000
Access Permissions: businessfoundation: contract:list:permission
Item Icon:

oK | | Cancel |

To save changes, click OK.

To delete a left menu item, click on X icon.
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P Y
Welcome ¥ Change Language About™ (7] Cet Help For This Page
Administration e‘ D Add
A0 Administration Tidle Order
{3 System Settings B/ Dashboard o
] Dictionaries
O = Home 10
W] Logs
@ Comman Settings =/ Customer Management 40
B Business Foundation = Organizations 30
B Workflow Contacts 40
B Search Index = Roles s0
[ © Left Menu
= Gift Cards 10000
W] Catalog System
= catalog M t &0
# ] Order System e =telog Menagsmen
= Catalog Entry Search 10
Catalog Batch Update 20
4 Catalogs 30
= Templates 40
ﬁ S — Order Management 80
= Order Search 10
m Customer Management
= Purchase Orders 20
= Catalog Management Today 10
‘g Order Management = This Week 20
This Month 30
IE Marketing
All 40
;% eseiiaanemen = Purchase Orders By Status 30
E] Reporting

Catalog system administration

Under Catalog System you can set up warehouses and tax categories, as well as work with catalog spe-
cific meta fields and meta classes.

The features can be accessed by selecting Catalog System under Administration

Administration e

:IE Administration
H [ System Settings
=9+ Catalog Systern

Warehouses
Tax Categories

Meta Classes

B B O &

Meta Fields
H ] Order System

In this section we will describe how to work with the options under Catalog System.

Warehouses

A Warehouse is the physical inventory location with an address from where product items are shipped.
ltems can also be picked-up by customers in designated warehouses. As an e-commerce manager in an
organization with many fulfillment centers, you can manage multiple stock locations by defining multiple
warehouses in EPiServer Commerce. You can manage stock figures for a product variant (SKU) by ware-
house, and you can show total product availability across all warehouses. You can define physical store
locations, and depending on how you set up your warehouses you can work with features such as check
stock in-store, reserve and pick up in-store and deliver to store. When creating product variants, you will
specify the warehouse where the item is being stored.

Adding a warehouse

Do the following to add a warehouse or an inventory location:
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1.

In Commerce Manager, go to Administration, expand Catalog System and select Warehouses.

Administration Py

4[] System Settings
=+ Catalog System

m Warehouses

-

@B Tax Categories

= Meta Classes

= Meta Fields

2. The Warehouse List appears. Click on New Warehouse on the menu bar.

@ Get Help For This Pi

D New Warehaur?ri z] More Actions ™

D Marme \—" IsActive  Created Modified Sort Order

D Default Warehouse True 5/11/2010 1:25:45 PM 5/11/2010 1:26:31 PM 0

3. Enter information for the Overview tab.

Name - the name of the warehouse.

Code - the location code for the warehouse.

Available - select "Yes" to make the warehouse available.

Is Primary - select "Yes" to make this a primary warehouse.

Is Fulfillment Center - select "Yes" to make this a fulfillment center where orders can be placed for
outgoing shipments.

Is Pickup Location - select "Yes" to make this a pickup location where orders can be placed for in-
store pickups.

Is Delivery Location - select "Yes" to make this a delivery location which an be used for future in-
store pickups.

J Overview ” Address ‘

Name:

Dublin stare
‘ Code: DUBLIN
Sort Order: 20
The sort order for the category entry.
Available: @Yes ~No
Is Primary: @Yes A No
Is Fulfillment Center: g yag ~No
Orders can be placed from this warefouse for outgoing sHipments.
Is Pickup Location: #i¥es @No
Orders can be placed from this warehouse for in-store pickups.
Is Delivery Location: g yag ~No
Warehouse can be used as a delivery location (Le. for future in-store pickups).
0K || Cancel
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4. Enter relevant information for the Address tab.

r

Overview Address

First Mame:
Last Mame:
QOrganization:
Line 1:

Line 2:

City:

State:

Country Code:

Country Name:

Postal Code:
Region Code:
Region Name:

Day Phane:

Evening Phane:

Fax Number:

Email:

John

0O EBrien

Calway 5treet

Dublin

IR

Ireland

388999

IR

Ireland

john&mail.com

| Ok || Cancel |

5. Click OK to save your changes. The warehouse will appear in the list.

Deleting a warehouse

Select the warehouse(s) to be deleted in the warehouse list, then click More Actions and select the
Delete Selected options..

D MNew Warehouse

j Maore Actions

|:| Marme

?( Delete EEIECtM
[C] Default warehouse

Mew Warehouse

Click OK to confirm the deletion.

Tax categories

Tax categories for catalogs will work in coordination with your fax configuration setup for orders. The tax
configurations includes specific taxes for example state, local and federal taxes. You can for instance add
a tax category "luxury items" for specific products, or VAT for different regions.

Refer to the Tax Configuration section for more detailed information.
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Adding a tax category
Go to Administration, Catalog System and click Tax Categories to see a list of existing tax categories.
Administration .3—“‘

:IE Administration
H ] Systemn Settings
=] Catalog System

B Warehouses

B Tax Categories T,
B Meta Classes AW,
B Meta Fields

H ] Order System

To create a new category, click on New. A pop-up window appears. In the Tax Category Name field,
enter a name and click OK to save the tax category.

Deleting a tax category

To delete a tax category, click the Delete icon next to the item in the Tax Categories List. To delete mul-
tiple items, select the check boxes next to items, select More Actions and then Delete Selected.

Catalog meta classes and fields

Using meta classes and meta classes, itis possible to extend the meta data of catalog items and order
forms. Meta fields are for adding specific data about an item. For instance, if you create a meta class
called "Wine" you will want to add meta fields that are characteristic for wine, for instance "color", "taste",
"vintage" and "maturity".

When meta fields and classes have been created in the System Administration part of Commerce Man-
ager, they will be available for usage when working with product entries in the product catalog.

Refer also to the section Using Meta Classes and Meta Fields for catalog attributes.

Creating a meta class

Do the following to create a meta class:

1. Navigate to Administration, Catalog System and select Meta Classes. This will open the Meta
Classes page.
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2. Click Create New and select New Meta Class.

Welcome ¥ Change Language About” @ cert

=
#l Import/Export™

:IE Administration “I% New Meta Class
&[] System Settings M

W New Meta Field
=4 Catalog System — EFanE -

Administration .{E‘ |D Create New ™

B Warehouses

B Tax Categories Name:

B Meta Classes
B Meta Fields
=i Order System Description: m

Friendly Name: grands

B Meta Classes
B Meta Fields
4[] Payments
&[] Shipping
# ] Tax Configuration

Select Sort MName
Return form number

PO Number

Expiration Date

Parent Order Id

Card type

Expiration Month

Oooomood

Expiration Year

3. Enter the meta class details.
Name - name of the meta class used in your code, this cannot have any spaces.
Friendly Name - name of the meta class displayed for practical use in Catalog Management.
Description - description of the meta class.
Object Type - select Catalog Node or Catalog Entry.

4. Click OK to save your changes.
5. You will now see that your newly created meta class is available in the drop-down for Type.

If you select the meta class you will see all of the available meta fields listed below, but with none selec-
ted. Next steps will be to create and apply desired meta fields.

Creating a meta field

Do the following to create meta fields and customize the attributes of a catalog meta class:

1. Navigate to Administration, Catalog System and select Meta Fields. This will open the Meta Fields
page.

2. Click Create New and select New Meta Field. Click on New Meta Field and the meta field edit page
will appear.
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Welcome ™ Change Language About ™ 7] Cet Help For This Page
Administration 2 | ¥ New Meta Field|
j_ﬁ Administration D @ MName Type Multi-Language Compare Search
@[] System Settings 167 ABV Decimal False True True
=2 B Catalog System 168 Closure ShortString True True True
B ‘Warehouses 169 Color ShortString True True True
O Tax Categories 170 Description LongHtmIString True False True
B Meta Classes 171 DisplayName ShortString True True True
© Meta Fields 172 ExtendedDesription LongHtmIString True False True
=<3 Order System 1732 Margin Dacimal Falsa True Falsa
E Meta Classes 174 Maturity ShortString True True True
B Meta Fields 175 Organic Boaolean False True False
176 Primarylmage ImageFile False False False
e | Payments o g s
177 RecommendBoost Integer False False False
e | Shipping .
. 178 Region ShortString True True True
H ) Tax Configuration .
179 Size Float False True True

Alternatively, select New Meta Field from the Create New drop-down within the Meta Classes page.

3. Enter Meta Fields details.
7] Cet

Name: Wooden
Friendly Name: Wooden

Wooden -
Description:

Type: Short String -

5uppor‘ts Multiple Languages

[¥] Use in comparing
[T] Allow Null Values
["] save History

[T use Encryption

Search Properties:
[¥] Allow Search

Enable Sorting Search Results
Include Yalues in Search Results
[¥] Tokenize

Include in the Default Search

OK || Cancel |

Field Description

Name Enter a system name without spaces or special characters (e.g. "NumberMegapixels,"
without the quotes).

Friendly @ Enter a user-friendly name seen by end-users on the back and front-end (e.g. "Number of
Name Megapixels," without the quotes).

Descrip- | Enter any additional information about the meta field.
tion
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The drop-down menu shows the field types you can use for the meta field. The types avail-
able are:

- datetime

- decimal

- float

- money

- Integer

- Boolean

- Date

- Email

-URL

- Short String

- Long String

- Long Html String
- String Dictionary
- File

- Image File

- Dictionary

Search Depending on the data field type selected, you may have the option to set the search prop-

Prop-
erties

erties of the data field. The options are:
- Allow search - allows for searching directly on this metafield.
- Enable Sorting Search Results - search results will be sorted on this metafield.

- Include Values in Search Results - when the search results is returned, the original value
of this metafield will be included with the search results.

- Tokenize - search is prepared for individual words in, for example a long product descrip-
tion property (word breaking).

- Include in the Default Search - feature which tokenizes and combines metafield values
for search from the front end site.

4. Click OK to save your changes. The newly added meta fields will be listed in the meta fields list.

If newly created meta fields are notimmediately visible, go to the next page or set the Page
Size to display more entries.

Applying meta fields to a meta class

Do the following to apply meta fields to a particular meta class:

1.
2.

Navigate to Administration, Catalog System and select Meta Classes.

Select Catalog Entry from the Element drop-down menu, then select the desired meta class from
the Type drop-down.

To apply a meta field to a meta class, check mark the box next to the meta field. If you wish to sort
the order that the meta fields appear in the catalog entry, enter a number into the Sort field.
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=
D Create New™ | | Import/Export ™

Element: Catalog Entry -
Type: Barrel -
Name:

Friendly Name:|garra)

Description:  |Barrel n
Select Sort MName
1 Return form number
2 PO Number
D Expiration Date
3 Parent Order Id
D Card type
D Expiration Month

4. Click OK to save your changes.

Order system administration

Under Order System you can set up payment methods, shipping methods and providers, configure spe-
cific taxes, as well as work with order specific meta fields and meta classes.

The features can be accessed by selecting Order System under Administration.
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Administration o )

= ﬁ Administration
H ] Systemn Settings
+ ] Catalog System
=l Order System
B Meta Classes
B Meta Fields
=‘l Payments
|_1English (United States)
|1 Cerman (Cermany)
|_15panish (Spain)
|_1French (France)
=I'=J Shipping

B Shipping Jurisdiction Croups
B Shipping Jurisdictions
E Shipping Providers
B Shipping Packages
H[_] Shipping Methods
="l Tax Configuration
B Tax Jurisdiction Groups

B Tax Jurisdictions

B Taxes

In this section we will describe how to work with the options under Order System.

Payments

Payments is an essential part of an e-commerce system. When shopping online customers will be
presented with a number of different payment options. You can also customize market specific payment
methods, to be used for specific markets. When creating and configuring payments in EPiServer Com-
merce, there are three components that need to be created or re-used as well as configured: Payment
Types, Payment Gateways and Payment Methods.

Payment types, gateways and methods

Payment types are meta classes which contain the properties for a particular payment type. For
example, a credit card payment type contains credit card number, card expiration date and card type.
Some payment types are built-in to EPiServer Commerce:

e Paymentby phone
e Exchange payment
e Credit card payment

In addition, a generic "OtherPayment" class type is included in EPiServer Commerce. There are also addi-
tional payment providers available as modules for EPiServer Commerce.

Payment gateways provide an interface to the system which provides payment processing. A payment
type is passed to the payment gateway and the gateway executes the payment transaction with the pay-
ment system (for instance PayPal). One payment type is associated with each payment gateway.

Payment methods contain information about the way the customer views a payment option and has a
payment gateway associated with it.
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Using built-in payment gateways

To setup payments using a built-in payment gateway, go to Administration, Order System and Pay-
ments. Select a language in the list.

Administration =

:IE Administration
] System Settings
=[] Catalog System
== Order System
B Meta Classes
B Meta Fields
= Payments
[ English (United States)
[ German (Cermany)
[ Spanish (Spain)
[ French (France)
=[] Shipping
= ] Tax Configuration

The Payment Methods window appears, displaying available payment methods for the selected lan-

guage.
(7] Cet Help For This Page %

DNew 21 Mare Actions ¥

D Name IsActive  |sDefault Ordering  Created Last Modified

I:‘ >( Cift Card True False v} 2/22/2012 5:08:21 AM 2/22/2012 5:08:21 AM

0 % Pay By Credit Card True False 2 4/20/2010 2:00:00 AM 4/20/2010 2:00:00 AM

|:| = )( ExchangePayment False False 2 4/20/2010 2:00:00 AM 4/20/2010 2:00:00 AM

0 X Pay By Phone True True 2 4/20/2010 2:00:00 AM 4/20/2010 2:00:00 AM

0 )( Credit on Account True False 100 2/22/2012 5:08:21 AM 2/22/2012 5:08:21 AM

Create a payment method

To create a new Payment Method, click on New to open the Payment Method Edit screen.
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J Overview H FParameters || Markets

1D 53c9eas9-805b-4710-9he?-05bZebac431d
Marme: Pay By Phane

Description: Pay by phone payment

System Keyword: Ceneric

Language: English IE‘

Class Name: Mediachase . Commerce. Plugins.Payment.CenericPaymentGateway E‘
Payment Class: {nonel E‘

Sort Order: 2

|sACTive: @ Yes ~No

IsDefault: @ Yes Mo

Supports Recurring: @ Yes ~No

Restricted Shipping Methods

Available Shipping Methods Chosen Shipping Methods
Default Shipping - -
Online Download
Add -=
Add All ->>
< - Remawve
<< - Remove All

| 0K || Cancel |

Explanation of payment method properties:
e ID — the system-assigned unique identifier for the payment gateway.
e Name - the name to be displayed to the user.
e Description — a description that can be displayed to the user.

o System Keyword — the unique name for each instance of the gateway; new non-unique
keywords will not save to the database. This is not be editable after a gateway is initially created.

e Language — allows a specific language to be specified for the payment gateway.

o Class Name/Payment Class — name of the gateway class to be associated with the payment.
e Sort Order — specifies the order of the payment method on the list of payment methods page.
e IsActive — specify whether or not the payment method is active.

o IsDefault — specific whether or not the payment method is the default one.

e Supports Recurring — specify whether this payment methods supports recurring payments, such
as for subscriptions.

¢ Restricted Shipping Methods — restricted shipping methods is not fully imple-
mented out of the box and requires a developer to complete the functionality.
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Restricted Shipping Methods

Awailable Shipping Methods Chosen Shipping Methods

Default Shipping

Cinline Download

Add -
Add All -=>

<— Remoye

o HemoveAll

Restricted Shipping Methods

Awvailable Shipping Methods Chosen Shipping Methods

Online Download Default Shipping

Add ->
Add All ->>

< - Remowve
<<— Remove A| E

Under the Markets tab you can select the markets where the paymnet method should be available. Note
that markets must be defined before they can be made available for selection.

| Overview || Farameters H Markets ‘

Unselected Markets for Payment Method |Select A&l Selected Markets for Payment Method |Select All
BEMELUX - DEFAULT .

QK || Cancel

Click OK to save the Payment Method. The payment method will appear in the list of Payment Methods.

v

@-Cet Help For This Page %

[ new | [Z More Actions =

I:‘ Marne Ishictive  IsDefault Ordering  Created Last Modified

[} K Money Orgler False False 1] Today, 10:45 AM Today, 10:45 AM

= >< Payment by card (DIES) True True o S5/12/2010 6:10:05 AM 5/12/2010 6:10:05 AM
[l ¥ Pay By Phane Trus Trus 1 1/1/2006 1:00:00 AM 5/12/2010 6:10:34 AM
] % Pay By Credit Card True False z 1/1/2006 1:00:00 AM 1/1/2007 1:00:00 AM
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For a payment method to appear it has to be all of: (1) assigned to the market, (2) assigned to
a language thatis valid for the market, and (3) assigned to a language that is valid for the site.

Editing payment methods

To edit an existing payment method, click on the Notepad icon next to the Delete icon.

DNEW &l More Actions+

Marme

>< nsoftware

E_ﬁ >( Money Order
B Egit | Payment by card (DIES)

>< Pay By Fhone

>< Pay By Credit Card

The ID is auto-generated. Every field can be changed except System Keyword. After you are satisfied with
your changes, click on OK.

Deleting payment methods

To delete Payment Methods, click on the X icon next to the payment method name and click OK when
the pop-up appears. To delete multiple payment methods at once, check mark each payment method you
want to delete, then click on More Actions --> Delete on the drop-down menu. Click OK when the pop-up
appears.

Using nSoftware provided payment gateways

EPiServer Commerce supports multiple payment gateways out of the box using nSoftware where new
payment methods can easily be set up by end-users.

-

. To enable nSoftware supported gateways, create a new payment method.

Enter in a Name, such as nSoftware or anything else.

Enter in a Description.

Enter in the System Keyword as "ICharge".

Select a Language from the drop-down menu.

Select the Class Name "Mediachase.Commerce.Plugins.Payment.ICharge.IChargeGateway".
Select "Yes" for IsActive.

Change the Sort Order, IsDefault, Supports Recurring as needed.

© ® N o o kw0 DN

Click OK to save changes.

© EPiServer AB



224 | User Guide for EPiServer 7.5 Commerce

Overview Parameters

1D

Mame: nSoftware
Description: nSoftware

System Keyword:

ICharge

Language: select language IE‘

Class Name: Mediachase.Commerce.Plugins.Payment.ICharge. lChargeGateway E‘
Sort Order: 0

IsActive: 71 Yes i@ No

IsDefault: (7 Yes @ No

Supports Recurring:  Yes i@ No

Restricted Shipping Methods

Available Shipping Methods

Default Shipping
Online Download

Chosen Shipping Methods

Add -

Add All ->>

OK || Cancel

Once created, click on the payment gateway again to go back to the Payment Method Edit page. Click on
the Parameters tab.

The Configure IBiz E-Payment Integrator Component appears and you can select from the Gateway
drop-down menu several dozen of the most popular payment gateways will appear. Depending on the
gateway you select, such as Authorize.Net, the Configuration Parameters will change. Enter in your cre-
dentials and other relevant information to activate the gateway and click OK.
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Overview Parameters

Configure IBiz E-Payment Integrator Component

Cateway: Authorize Net IE'

Cet [Biz E-Payment Integrator from weaw.nsoftware.com. You will find more documentation on how to configure it there also.

Configuration Parameters
Payment Options: Sale E

“Merchant Login:
Merchant Password:
Transaction Key:
5ecret Hash:

Payment Gateway URL {used for testing):

| Ok || Cancel

Shipping

Shipping involves everything related to the actual physical delivery of products to e-commerce customers.
Just as for payments, you can set up shipping methods, gateways and providers. In the following the ter-
minology is described as well as the different configuration possibilities for shipping.

There are two options out of the box for shipping gateways:
e Generic Gateway (flat shipping rate)

o Weight/Jurisdiction Gateway (base price + additional fee depending on weight and shipping loc-
ation)

These are starting points to create customized shipping gateways. For more information refer to the
Developer Guide for EPiServer Commerce.

The shipping administration is available under Administration, Order System and Shipping.
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Administration o 1}

:IE Administration
] System Settings
+ ] Catalog System
=] Order System
B Meta Classes
B Meta Fields
+ ] Payments
=" Shipping
B Shipping Jurisdiction Groups
B Shipping Jurisdictions
B Shipping Providers
B Shipping Packages
=] Shipping Methods
[_1English (United States)
|1 Cerman (Cermany)
|__1Spanish (Spain)
|_1French (France)
#l ] Tax Configuratian

1

Shipping methods

A shipping method manages a set of information and rules that determines the shipping cost and dis-
plays it on the front-end site while a customer checks out an item from his/her shopping basket. The ship-
ping fee is added to the total price of the purchase. A shipping method is mapped to a shipping provider
visible to a back-end administrator in Commerce Manager. This allows the public site to display friendly
names such as "Ground Shipping" to the customer and this is mapped to a provider such as UPS. There-
fore, when a customer picks "Ground Shipping", UPS will be used by default.

Shipping providers

A shipping provider is the class(es) that interacts directly with one or more actual shipping services such
as USPS, UPS, or FedEX. It retrieves shipping price information from the shipping service(s) its asso-
ciated with. One typical scenario would be to have a provider that represents a particular service (e.g.
USPS). A provider can also represent a particular type of shipping situation. One example is that you
could have a provider for overnight delivery. The provider could retrieve pricing for that service to determ-
ine the lowest price given the location of the customer. A provider could also represent other specific scen-
arios with one or more services such as price by weight or ground shipping.

Shipping gateways

A shipping gateway is the specific class that you select (Generic Gateway or Weight/Jurisdiction Gate-
way). You select the shipping gateway in the Shipping Provider screen and then configure the actual val-
ues for that gateway/provider in the Shipping Methods area.

Shipping jurisdictions

An option which allows you to define values for region-specific shipping rates; this is only used when you
select the Weight/Jurisdiction Gateway, for instance for a "county".

Shipping jurisdiction groups

Group of jurisdictions; this is required because this is a required field when configuring the Shipping
Method parameters, for instance for a "region".
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Shipping methods

A Shipping Method manages a set of information and rules that determines the shipping cost and dis-
plays it on the front-end site while a customer checks out an item from his/her shopping basket. The ship-
ping fee is added to the total price of the purchase.

Customizing shipping methods

There are two Shipping Methods available out of the box for you to customize: Ground Shipping and
Fixed Shipping.

To customize the Shipping Methods, first go to Administration > Order System > Shipping > Shipping
Methods > English (United States) or any other languages.

At the Shipping Methods List screen, select the edit icon for either of the available methods. The Over-
view tab screen for Shipping Method Edit will load with the below fields:

Qverview Settings Parameters

10: alcal bca-6fbf-4bef-b01f-bbf3df23a02a
MName:
Friendly Name: Cround Shipping
Description: Calculates shipping based on weight and zone, -
Provider: Weight/Jurisdiction Catewa‘,rE
Language: English (United StatesJB
Base Price: 2.00
Currency: US dollar E
IsActive: @ Yes Mo
IsDefault: @ Yes No
Sart Order: 0
0K || Cancel |

e ID - this is auto-generated after saving the new shipping method

e Name - enterin a name without spaces or special character; this name will not be displayed in the
public site, butis only for end users to manage and organize the shipping methods

e Friendly Name - enter a friendly name which can have spaces and special character; the friendly
name is the name seen by customers who are purchasing items

e Description - enter a description (optional)

e Provider - select an available provider from the drop-down menu; the options displayed here are
created in the Shipping Providers screen (Generic Gateway is for a fixed shipping fee specified
below under base price, while Weight/Jurisdiction Gateway is used for a shipping fee depended
on the weight and shipping location)

e Language - select a language of your choice from the drop-down menu

e Base Price - the base price you specify here will become the fixed shipping fee for the Generic
Gateway option, and part of the Weight/Jurisdiction Gateway option.

e IsActive - select Yes or No under IsActive to enable is disable it, respectively

e IsDefault - select Yes or No if this shipping method is the default one
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e Sort Order - enter a number for the sort order to determine its position on the list of shipping meth-
ods
The Settings tab is used to exclude any Countries, Regions, and Payments from a particular shipping
method.
To exclude a selection, highlight the items on the Available boxes on the left and move them to the
Chosen Countries boxes by clicking Add.

Owverview Settings Parameters

Restricted Countries

Available Countries Chosen Countries

Afghanistan
Albania
Algeria S
American Samoa Add All ->>
Andorra

Angola

Anguilla

Antarctica

Antigua and Barbuda
Argentina

m s

Restricted Regions

Available Regions Chosen Regions

Alabama
Alaska
American Samoa Add -
Arizona Add All ->>
Arkansas

Armed Forces Africa

Armed Forces Americas (except(
Armed Forces Canada

Armed Forces Europe

Armed Forces Middle East N

Restricted Payments

Available Payments Chosen Payments

mj »

Payment by card (DIB5)
nSoftware

Fay By Phone e
Pay By Credit Card Add All ->>

| Ok || Cancel

The Parameters tab is use to set conditions to determine the shipping fee. This screen become available
only when the Weight/Jurisdiction Gateway is selectin the Provider field in the Overview tab (it will be
empty with the Generic Gateway option).
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Overview Settings Parameters

Configure Price Per Weight for Jurisdiction Croup
Jurisdiction

Croup: United States lz‘

Weight: or more

Price:

Start Date: 5/25/z000 rﬁ 12:00 AM

End Date: 5/25/2011 :ﬁ 10:55 AM

Croup Name Weight Price Start Date End Date Edit

United States 0 or more 10 10/8/200812:00:00 AM  10/8/202012:00:00 AM Modify Delete

e Jurisdiction Group - select a jurisdiction group to apply the current Shipping Method using the

drop-down menu; the options listed here are set up in the Shipping Jurisdictions and Shipping
Jurisdiction Groups screen.

e Weight - enter a numerical value for the weight; units for the weightis setin the Common Settings
screen

e Price - enter a price to be added to the base price (Overview tab) when the weight and jur-
isdiction group conditions are met.

o Start Date - enter a start date and time for the shipping method to take effect
e End Date - enter a end date and time for the shipping method to expire

When finish entering the values above, select Add to save the condition. The condition will appear on
table below. In the above example, if the customer checks out an item that weights anywhere between 0
to 10 weight units (Ibs for example), and the customer's shipping address is in the United States, then the
total shipping fee will equal $10 + the base price you enter in the overview screen.

Click OK to save changes.

Deleting shipping methods

1. Check off the box that corresponds to the shipping methods you want to delete.

2. Click on the More Actions button on the upper left corner of the main window menu bar, and
choose Delete from the pull down menu.

3. Click OK when prompted. The selected methods will be deleted from the list.

D New & Mare Actionsv

D Marme Display Mame
D >( Default Shipping Ground Shipping

O =

Online Download Fized Shipping Rate

Shipping providers

A Shipping Provider is the actual shipping service such as USPS, UPS, or FedEX. However, a provider
can also be a type of shipping in order to determine shipping price. The Shipping Providers page man-
ages the list of these providers/types. There are two shipping methods available out of the box for you to
customize: 1) Generic Gateway and 2) Weight/Jurisdiction Gateway.
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A Generic Gateway is used for a fixed shipping fee while Weight/Jurisdiction Gateway is used for a ship-
ping fee thatis calculated based on the weight and shipping location.

Customizing shipping providers

Go to Administration > Order System > Shipping > Shipping Providers. Edit one of the two providers lis-
ted.
1. Edit Name, and Description.

2. System Keyword (no spaces) and Classes are something that your developers need to code
and provide.

3. Click OK to save changes.

The revised shipping provider will appear in the Shipping Providers page.

The Parameters and Packages tabs are not fully implemented; they serve as a starting point
for developers for full implementation of those features.

Deleting shipping providers

1. Go to the Shipping Providers page.

2. Check off the box that corresponds to the shipping providers you want to delete.

3. Click on the More Actions button on the upper left corner of the main window menu bar, and choose
Delete from the pull down menu.

4. Click OK when prompted. The selected providers will be deleted from the list.

D New | /] More Actions~

Marne

x Ceneric Cateway

B A Weight/Jurisdiction Gateway

Tax configuration

Taxes can be configured so that specified rates are calculated and added to the total price during the
checkout process. Depending on your configuration, itis also possible to combine and apply multiple
taxes (such as federal, state and local tax) to a purchase.

Taxes can be set up and maintained using two methods:
e Creating/editing each tax control manually
e Importing all data using a CSV file.
In the following we will provide a few examples to demonstrate how this works.
Taxes are configured
Configuring taxes manually

To set up your taxes manually, you will need to work with the following areas in the Administration tab of
the Admin Site — Tax Categories, Tax Jurisdiction Groups, Tax Jurisdictions, and Taxes — as well as
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the configuration pages for each of the catalog items.

The steps below summarize the process you need to follow to configure taxes.

1.

Create and configure Countries and Regions (Go to Administration > System Settings > Dic-
tionaries > Countries): In Countries section create the countries you plan to sell your products in
and set the appropriate country codes. For the country codes, itis important that you use the

ISO Short code provided at MSDN site Table of Language Culture Name, Codes, and ISO Values
Method [C++]. Using the ISO Long code or anything else will not correctly calculate taxes during
checkout.

Create new Tax Categories (Go to Administration > Catalog System): In this step you will cre-
ate tax categories that will be used later to associate your catalog items with the tax rates you
define. For example you may create categories such as "General Sales," "Food," and "Luxury
Items" depending on the tax regulations for your item types. The categories you create here will
become selectable on the Page Details of your items (i.e., Variations/SKU Edit page) and on the
Tax Edit page.

Create and configure Tax Jurisdictions (Go to Administration > Order system > Tax Con-
figuration): In this step you will specify particular Tax Jurisdictions. You can create different Tax
Jurisdictions for a particular region by specifying zip codes, country codes, etc. Tax rates will be
applied to whatever level of information you specify for each Jurisdiction. For example, if you spe-
cify only the country code as US, all shoppers with a US address (regardless of state, county etc.)
will be included in this jurisdiction. Note: Country Code and Region Code you enter in the Jur-
isdictions Edit page must match the codes you used in step 1.

Create and configure new Tax Jurisdiction Groups (Go to Administration > Order system >
Tax Configuration): New Tax Jurisdiction Groups created here can include multiple Tax Jur-
isdictions.

Create and configure Taxes (Go to Administration > Order System > Tax Configuration): Here
you will specify tax rates and also associate the Tax Categories and Jurisdiction groups created in
Steps 2 and 4.

. Associate Catalogs to the Tax Categories created in Step 2 (Go to Order Management > Cata-

logs): Now you will switch over to the Catalog Management subsystem and link specific catalog
items to the appropriate Tax Categories. This can be done on the Pricing/Inventory page within
each Variation/SKU Edit page.

Configuring taxes using CSV import

Using the CSV Tax Import functionality is a convenient way to quickly setup and update tax data in bulk.
Creating a CSV tax file with a specified format (see "Example Scenarios" below) will allow you to com-
plete steps 2 through 5 in one shot (above in Method 1). Step 6 of Method 1 can be done manually, but
you can also use the CSV import functionality in the Catalog Management subsystem to associate cata-
logs to tax categories. Click here to see how CSV Catalog Import works.

Import your CSV tax file into your Commerce Manager by following the steps:

1.

2
3.
4

Select the Administration tab in the Commerce Manager.
In the navigation tree drill down to Taxes: Order System > Taxes Configuration > Taxes.
Click Import Taxes on the menu bar.

Choose Add New File and then Browse to select and upload your CSV tax file. The path of your
chosen file will appear in the field.

Click Upload File and then Save The File icon. The CSV tax file will appear under the Files Avail-
able for Import section.
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6. Selectand highlight the CSV file and click the "Start Import" button.
7. Yourimport should begin and complete successfully in a pop-up dialog box.

8. You will now be able to view your tax setup in the Commerce Manager.

If you want to edit the existing setup, simply repeat steps 1 through 8 with your modified file.

Caution: Re-importing CSV files only edits existing information or adds new data, but nothing gets
deleted. If you delete an entire row of data in the CSV file, you must manually delete those entries in the
Commerce Manager. If in doubt, you can always delete all the tax data and perform the CSV tax import
from scratch.

Sample CSY files and scenarios

Example 1: Single Tax Per Catalog ltem Based on a Single Jurisdiction

For example, if your variable is State, then you can specify the tax rate on a state-level. So let's say CA is
9% and MA is 6%. If you placed an order from California, then 9% sales tax would be applied during
checkout.

Jurisdiction Jurisdiction Group ' Tax Rate Tax Category
California CA Tax Group 9% General Sales

Massachusetts A MA Tax Group 6% General Sales

A sample tax CSV file called test.csv is available in this directory — [taxcsvsample1.zip ].

Example 2: Two or More Taxes Per Catalog Item Based on More Than One Juridiction

For example, if you have a luxury item that requires State and Federal tax to be applied, then you can spe-
cify tax rates on a state and federal level. So let's say a luxury item purchased in CA has a 9% state tax
rate and a federal tax rate of 3%. Both taxes would be applied during checkout.

Jurisdiction Jurisdiction Group ' Tax Rate Tax Category
California General CA GS Tax Group | 9% General Sales
Massachusetts General | MA GS Tax Group 6% General Sales
California Luxury CALX Tax Group 9% Luxury Sales
Massachusetts Luxury  MALX Tax Group 6% Luxury Sales
US Federal Luxury US LX Tax Group | 3% Luxury Sales

Order meta classes and fields

Using meta classes and meta classes, it is possible to extend the meta data of catalog items and order
forms. Meta fields are for adding specific data about an item. For instance, if you create a meta class
called "Wine" you will want to add meta fields that are characteristic for wine, for instance "color", "taste",
"vintage" and "maturity".

When meta fields and classes have been created in the System Administration part of Commerce man-
ager, they will be available for usage when working with catalog items and orders.

Default order meta fields used by the ordering process are built into the system and are not
available. However, you can add your own meta fields to extend the attributes of your orders.

Creating a meta class

Do the following to create a meta class:
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1. Navigate to Administration, Order System and select Meta Classes. This will open the Meta

Classes page.

2. Click Create New and select New Meta Class.

Welcome ¥ Change Language About

R4

Administration

=
] Import/Export™

.%' |D Create New ™

= T Administration

=] Order System

] System Settings
# ] Catalog System

“fZ New Meta Class

W New Meta Field

B Meta Classes

Name:

B Meta Fields
# ] Payments
# ] Shipping

# ] Tax Configuration

Friendly Name: pyrchase Order

Description:  \Contains orders that has been submitted into the system -

Select Sort Name
Return form number
0 PO Number

Expiration Date

EEEO
[=]

0 Parent Order Id

3. Enter the meta class details.
Name - name of the meta class used in your code, this cannot have any spaces.
Friendly Name - name of the meta class displayed for practical use in Order Management.
Description - description of the meta class.
Object Type - select Order Group, Order Form, Shipment, Lineltem, Order Group Address or
Order Form Payment.

4. Click OK to save your changes.

5. You will now see that your newly created meta class is available in the drop-down for Type.

If you select the meta class you will see all of the available meta fields listed below, but with none selec-
ted. Next steps will be to create and apply desired meta fields.

Creating a meta field

Do the following to create meta fields and customize the attributes of an order meta class:

1. Navigate to Administration, Order System and select Meta Fields. This will open the Meta Fields

page.

2. Click Create New and select New Meta Field. Click on New Meta Field and the meta field edit page

will appear.

‘Welcome ¥ Change Language About ™

Administration =

j.-i Administration
# [ ] System Settings
# ] Catalog System
=3 Order System

B Meta Classes

| ¥ New Meta F\eld|
it

In] @ame Type Multi-Language Compare Search

B Meta Fields

=0 Payments
=[] Shipping
=[] Tax Configuration

There are no items available.

Alternatively, select New Meta Field from the Create New drop-down within the Meta Classes page.
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3. Enter Meta Fields details.

Mame: VIP
Friendly Name: VIP
VIP Customer -
Description:
Type: Shart String -

Supports Multiple Languages

Use in comparing
[¥] Allow Null Values
D Sawve History

[7] use Encryption

Search Properties:
Allow Search

Enable Sorting Search Results
Include Values in Search Results
DTokenize

D Include in the Default Search

I (6] || Cancel |
Field Description
Name Enter a system name without spaces or special characters for example "Num-

berMegapixels".

Friendly Enter a user-friendly name seen by end-users on the back and front-end.
Name

Description  Enter any additional information about the meta field.

Type The drop-down menu shows the field types you can use for the meta field. The types
available are:

- datetime

- decimal

- float

- money

- Integer

- Boolean

- Date

- Email
-URL

- Short String
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- Long String

- Long Html String

- String Dictionary

- File

- Image File

- Dictionary
Search Depending on the data field type selected, you may have the option to set the search
Properties | ,operties of the data field. The options are:

- Allow search - allows for searching directly on this meta field.

- Enable Sorting Search Results - search results will be sorted on this meta field.

- Include Values in Search Results - when the search results is returned, the original
value of this meta field will be included with the search results.

- Tokenize - search is prepared for individual words in, for example a long product
description property (word breaking).

- Include in the Default Search - feature which tokenizes and combines meta field val-
ues for search from the front end site.

4. Click OK to save your changes. The newly added meta fields will be listed in the meta fields list.

If newly created meta fields are notimmediately visible, go to the next page or set the Page
Size to display more entries.

Applying meta fields to a meta class
Do the following to apply meta fields to a particular meta class:

1. Navigate to Administration, Order System and select Meta Classes.

2. Select Catalog Entry from the Element drop-down menu, then select the desired meta class from
the Type drop-down.
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3. To apply a meta field to a meta class, check mark the box next to the meta field. If you wish to sort
the order that the meta fields appear in, enter a number into the Sort field.

D Create New ™ 21 Import/Export ™

Element: QOrder Form -
Order Croup

Type:
Shipment

Name: Lineltem
Order Croup Address

Friendly Name:|Order Form Payment

Description:  Order Form Extended Class -
Select Sort Mame
0 Return form number
1 PO Number
: D Expiration Date
’ 2 Parent Order Id
[l Card type

4. Click OK to save your changes.
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Access rights

Access right management involves setting permissions for users working with contentin Commerce and
CMS. These may or may not be the same individuals, depending on the size and setup of the organ-
ization. A "marketer" for instance may work with campaign pages in CMS as well as enriching product con-
tentin Commerce. A "merchandiser" may work with pricing information and categorization of catalog
entries in the catalog interface in Commerce. Refer to Roles and tasks for more information about users in
EPiServer Commerce.

When installing EPiServer Commerce, an administration account with login credentials
"admin/store" is created, which has full access to all Commerce subsystems. Therefore itis
highly recommended that you change this password directly after installation. Note also
that you need administrative access rights in both CMS and Commerce Manager to manage
users.

Contacts and accounts

The user administration in the Commerce Manager back-end system is based on contacts. A "contact”
can be a (registered) customer shopping on the website, as well as a someone working with the system,
editing website content or managing online store tasks.

When an online customer decides to register with the website, a contact with an account is created.
However, anonymous shopping is allowed, which means that shoppers are not required to create an
accountin order to purchase. Contacts can belong to organizations. The relationship between organ-
izations, contacts, accounts, roles and user groups, is illustrated below.

|. Organization ‘

Contact 1 | | Contact 2 ‘ | Contact..n

| Account |

In Commerce Customer Management: In CMS Admin interface:
Add Role(s) with Commerce Add Account to User Group(s)
permissions to Account with CMS Edit/Admin access rights

A contact can have an account associated with it, which is needed if you want to assign access rights to
that contact. Only contacts with associated accounts will appear in the CMS administration interface,
which is where you set access rights for editing website content.

© EPiServer AB



238 | User Guide for EPiServer 7.5 Commerce

Managing users

Contacts, accounts and organizations in Commerce are administered from the Customers system. This
includes managing user accounts and adding roles to users (contacts). Setting access rights for editorial
content managementin the page tree of the website is done from the CMS administration interface.

The procedure for adding users working with Commerce and CMS is described below. When a user has
been created in the system, you can set the desired access rights, depending on whether the user is
going to work with CMS, Commerce Manager, or both.

-

A user with an account created in Commerce Manager will be available in CMS, whereas a
user created in CMS will not be available in Commerce Manager. This means that users must
be created in Commerce Manager first, to be able to work with both CMS and Commerce Man-
ager.

Creating a user with access to both Commerce and CMS

A user, for instance a merchandiser or marketer that will be working with both CMS and Commerce Man-
ager, will need the following:

A user account (contact) in Commerce Manager.

The Admins or one or more of the other roles (see below) in Commerce Manager, to access
Commerce Manager functionality.

Membership in the CommerceAdmins group to access the Catalogs user interface and Com-
merce Manager. This can also be provided through membership in the WebAdmins group.
However this group also gives access to the entire website administration interface which usually
will be restricted to very few users.

Membership in the WebEditors group to access the CMS Edit view for working with content.

Membership in one or more "structure" groups (see below) to provide access rights to editin the
CMS page tree.

Note that the CommerceAdmins group needs to be created in the CMS administration view,
before you can add users to it. Go to the CMS Admin view and Set Access Rights, and add
the group "CommerceAdmins" under Administer Groups.

Follow the steps below to create a user with access to both the CMS edit view as well as Commerce Man-
ager, but not the website administration interface.
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1. In Commerce Manager, go to Customers and create a contact with an account.

Dashboard CMS [QeunnE=(= Add-ons EPISERVER @ ? Ladmin Q

Catalog Commerce Manager

Welcome, admin v Change Language About v € Get Help For This Page

Customer Management el -

X
5& Customer Management
Ja] Organizations
Create account X
[@ Contacts
=
& Roles User Name: [Carlas
Password:  [.......
Description
Email: carlos@somemail.com
Approved:  @Yes  [@No
i [ o DK [ x cancel =
4 E
Market Management
Customer Management
Caralog Management
Order Management

Marketing

Asset Management

3
=
i
]
(ﬂ
ﬁ‘

Reporting

Click the Roles option under Security for the contact, and then Assign Role.

Welcome, admin v Change Language  About v 4 Get Help For This P

LSl AT Sl & || [@Pedi | X Delere contac Contacts | [ New Ordar
am Customer Management
a] Organizations Full Name: Joyee Jason Parent Organization-
[g Contacts
B roies Information Roles
Information Ass\gn Role | X Remove Roles |
Addresses it
Credit Cards B RA_MName Organization Inheritance Only Far Owne
Contact Notes =] Everyone none [undefined] False
Order Notes
Contact Notes o Registered none [undefined] False
Security < M ] »
Roles 2 Page (1
Page Size: |20 || (2items) | Pagea 1
Orders

Order History

- || shopping Lists

41| wishLists
Shopping Carts

Market Management [edr [ canca |

Select a role, for instance Admins in the list and add this to the Security Role field (the Admins

role provides access to all parts of Commerce Manager, see below if you want to restrict the
access). Click Save.

Assign Role

Security Role -

i -
Only Ear Owner: | ™ Admins %

W Order Managers
Qrganization:

mn

% Order Supervisor
lahietiasce 1 Shipping Manager
1 Receiving Manager

1 Everyone

[ Registered o

Save ] [ Cancel
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4. Inthe Admin view of CMS, go to Search User/Group and locate the user you created in the pre-
vious step. Click on the user name to edit the settings.

Dashboard [®lR)] Commerce Add-ons EPISERVER @ 7?7 Ladmn Q

Edit Admin Reports  Visitor Groups

e
— | Search Users/Groups @

¥ Access Rights =

Set Access Rights

Administer Groups Type ‘Users Izl

Search User/Group Name

Create User

E-mail address

v Scheduled Jobs MNumber of hits per page 20

Remove Abandoned BLOBs

Remove Permanent Editing = ol Search

Clear Thumbnail Properties

e B R e B e Njan'!e Provider : : E-m.an address Description | Approved Locked out

Change Log Auta Truncate a admin CM3SMembershipProvider admin@yeurcompany.com ¥4

Automatic Emptying of Trash a Carla CMSMembershipProvider carlos@somemail.com ¥4

Archive Function a Jana@nmamai\ com CMSMembershipProvider jane@somemail.com ¥4

Subscription

Publish Delayed Content Versions & John CMSMembershipProvider jchn@somemail.com

Shipment Releasing I a manager CHMSMembershipProvider manager@unknowdomain.domain v 4

Sl TG ETEE & receving CM3SMembershipProvider receiving@unknowdomain.domain L4

Full Search Index

Wirroring Senice a shipping CM3SMembershipProvider  shipping@unknowdomain.domain ¥4

Link Validation a supenisor CMSMembershipProvider supervisor@unknowdomain.domain ¥4

Subscription Payment Plans 1

Incremental Search Index i -

5. Make the user a member of the CommerceAdmins and the WebEditors groups. In addition to
this, you need to make the user a member of one or more "structure” groups, for the user to be
able to editin the CMS page tree. In this example "Site_Editors" is a custom created group provid-
ing editing access for the entire website. Click Save.

Edit User @

J User Information H Display Options l

Username

Tl
a
=]
&

Password
Confirm password

[[] Change Passwaord
E-mail address carlos@somemail.com

Active
Account locked (too many failed logon attempts)

Provider CMSMembershipProvider
Created date 11/19/2013 10:04:57 AM
Last login date 11/19/2013 10:04:57 AM

Description

mNotmemberof mrdemberof

Administrators - WebEditors -
WebAdmins Site_Editors

CommerceAdmins
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6. Log in with the user to verify that the proper access rights are applied.

Restricting user access in Commerce Manager

A standard installation of the sample site has a set of predefined roles, which you can use to restrict
access to various parts of Commerce Manager. These roles are based on common e-commerce working
procedures and provides a suggestion to how you can work with the system. A user will need atleastone
of these roles assigned, in order to access Commerce Manager.

Welcome v Change Language About * @) Cet Help For This Page %

Customer Management @ || LINew | ZMore Actions~
S @ Customer Management =) Role Name
@] Organizations =] Adminz
L Contacts 0 & ¥ Order Managers
&2 Roles ] % Order Supervizor
@ Cift Cards
= Shipping Manager
= h
[ & % Receiving Manager
=] ¥ Everyens
[ = W Registered
=] ¥ Mansgement Users
i = Administrators
ﬁ Dashboard a x
O & X webadmins
Ig Customer Management = % westditors
Catalog Management =] = )( Expert
ng Order Management
Iﬁ Marketing
«ﬂ Asset Management
S revormns
- : (12 items) | Page (15
Iﬁ Administration Page Size: (20 [v]

Each role is associated with a range of permissions on different levels, related to the various parts of
EPiServer Commerce.

The following roles are available by default, with a set of permissions for each role:
e Admins - default role allowing to fully administer most areas.

e Order Managers - this role can create returns and exchanges, view and edit orders, send noti-
fications, process payments and split shipments. You can also allow order managers to manage
discounts and/or change the line item price.

e Order Supervisors - this role has full permissions for the entire order management procedure,
including the entire Order Managers permissions.

e Shipping Manager - this role allows for viewing, packing and completing shipments.

e Receiving Manager - this role can view shipments and receive returns.

e Everyone - assigned when a customer registers an account from the front-end public site.
e Registered - assigned when you register from an account from the front-end public site.

e Management Users - this role allows users access to Commerce Manager.

e Administrators - this role has extensive administration rights in areas such as assets, catalogs,
core functions, marketing and customer and order management.

e WebAdmins - this role is EPiServer CMS specific and provides access to the EPiServer CMS
administration interface, needed when administering the content management parts of EPiServer
Commerce.

e WebEditors - this role is EPiServer CMS specific and provides access to the EPiServer CMS edit-
orial interface, needed when working with content on the EPiServer Commerce website.

e Expert - this role is used in the EPiServer Commerce sample site for external users that are
reviewing products.
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You can change the detailed permissions for each of these roles, as well as define your own roles and
set permissions, all in order to match the specific working procedures in your organization.

Additional accounts used by your internal team to access EPiServer Commerce must have one or more
Roles assigned to them. A role can be for instance "Catalog Viewers", "Marketing Admins" or "Asset Man-

agers".

L1 EPiServer Commerce users are internal to your organization and should not be confused with
customers. By default, customers who register from your public site are given the "Everyone"
and "Registered" Roles, but these roles do not allow access to the administration interface of

EPiServer Commerce.

Restricting user access in CMS

The WebEditors group only provides access to the editing view. Users editing contentin CMS and Com-
merce must also be granted editing access in the page tree. This can be done using "structure" groups.
You can for instance create a group "Site_Editors" with editing permission in the entire page tree struc-
ture, and groups such as "Product_Editors" or "News_Editors" limiting editing access to selected parts of
the page tree. Define access rights for the groups in the page tree, and then add users to the groups as

appropriate.

Dashboard {5l Commerce
Edit Admin Reports Visitor Groups

Admin || config || content Type

w Access Rights
Set Access Rights
Administer Groups
Search User/Group
Create User

Scheduled Jobs

Remove Abandoned BLOBs
Remove Permanent Editing

Clear Thumbnail Properties
Remove Unrelated Content Assets
Change Log Auto Truncate
Automatic Emptying of Trash
Archive Function

Subscription

Puplish Delayed Content Versions
Shipment Releasing

Clear Commerce Cache

«

i

Full Search Index
Mirroring Service
Link Validation
Subscription Payment Plans
Incremental Search Index
Serialize Catalog Meta Data
Remove Expired Carts
Rotate Encryption Keys

w Tools
Export Data
Import Data
Content Channels

Add-ons

Set Access Rights for "Products”

EPISERVER ® ? Ladmn C

)

Restore access rights in EPiServer CMS for items thatyou have, for example, completely removed access to. You can change all rights an all

itemns.

B root

Recycle Bin

[Resources]

Global Assats

Content Assets

Home
Shopping
News
Keywrord Search
Standard Cart
Warehouse
Checkout
Self Servies

5 Add Users /Groups

Read Create Change Delete Publish Administer
& rdministrators
& Everyone sl
& site_Editors
& Product_Editors

EEOE
EEOE
EEOE
OEOE"

[T Inherit settings from parent item
[T Apply settings for all subitems

Refer to the EPiServer CMS user guide for more detailed information on how to work with access rights.
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Globalization

Many large e-commerce websites are "globalized", meaning that they have contentin more than one lan-
guage. With globalization in EPiServer we mean the possibility to create and display website contentin
different languages, as well as the possibility to make the user interface appear in multiple languages. In
Commerce, specific language settings are also used for catalogs, payments and shipping methods as
well as tax definitions.

How it works

Languages for catalog entry content such as product (SKU) descriptions, are set on catalog level. This
means that when you configure a language for a catalog, you will get the possibility to define catalog
entry descriptions in this specific language. When enabling a language, the language specific fields will
appear ready for translation in edit view.

How does EPiServer know which language to display to website visitors? EPiServer enforces the lan-
guage to be visible in the URL, either in the path or the domain part of the URL. When a website visitor
selects a language option (if available), content existing in that language will be displayed. Alternatively,
the preferred content display language may be detected by the browser used by the visitor. If content
does not exist in a selected language, a fallback procedure may be applied.

To work with multiple languages in EPiServer Commerce, the languages must be enabled in both CMS
and Commerce. These steps are described below. Refer to Translating content for more information on
how to create multilingual content.

When a language has been enabled for a Commerce catalog, all catalog entries will be imme-
diately available in that language when viewed on the site. This means that for instance
product descriptions that have not yet been translated, will appear empty if they are displayed
on the front-end site.

-

Enabling languages

Usually a website will have a default or "master" language for content set up at the time of installation. In
addition to this, you may add multiple content languages as required for your website. The enabling of lan-
guages is done in the steps described below. Note that you need administrative access right to access

the administration interface in EPiServer CMS.

|. Enabling a language on the website

This step will activate the language to make it available for configuration in Commerce (step 2), and CMS
(step 3).

1. In the Admin view in CMS, go to Config and Manage Website Languages.
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2. Click on the desired language in the list (you can add a language if the desired one is not avail-
able in the list).

Dashboard W®YEN Commerce Add-ons EPISERVER @ ? AL admin Q
Edit Admin Reports Visitor Groups
Admin || Config || Page Type || Block Type ;
Manage Website Languages @
w System Configuration
System Setings Define the languages that should be available to visitors on your website.
Site Information
Edit Categories o5 Add Language
Edit Frames
Edit Tabs Move Up  Move Down | Name Language Code  Enabled | Systemlcon | Template lcon
Manage Website Languages hd English en v = =
Remaote Websites 4 & English (United Kingdom) en-GB v 4 5 ] EiE
v Property Configuration @ a3 English (Mew Zealand) en-NZ [=] =]
Edit Custom Property Types @ & English (South Africa en-ZA = =
Dynamic Properties & 5 Deutsch de = =
¥ Security & 3 frangais fr [} i |
Permissions for Functions & n sspafiol . = =
v Tool Settings @ ;8 svenska B "4 = 2
Plug-in Manager
& 3 norsk no
Change Log
Rebuild Name for Web Addresses & e dansk da
Mirroring 4 5 suomi fi = +=
Register Web Parts & n Nederlands nl = =
Search Configuration -
& 5 Nederlands (Belgis) nl-BE 1] (K}
4 5 Fortugués (Brasil) ptBR = =
@ 3 English (United States) en-Us v = =
& n Deutsch (Deutschland de-DE u =
4 & Espafiol (Espafia, alfabetizacidn internacional) es-ES ¥4 =
& francais (France) frFR " ]

3. Selectthe Enabled check box and click Save.
frangais - fr @

Define a new website |anguage that should be available to visitors on your website

Name francais
Enabled
Template icon pp_tHEmEs default/images /flags/fr.gi
‘Web address prefix
Access level
Change

& Everyone

2. Enabling a language for a catalog in Commerce
This step will enable the language for a catalog in Commerce, making it possible to franslate product con-
tent to this language.
1. In Commerce Manager, go to Catalog Management and select Edit for the catalog for which you
want to enable the language.

2. Selectthe language(s) you want to add from the listin the Other Languages field (use the CTRL
key to select multiple). You can leave the other settings as they are. Note that the default lan-
guage will not be affected by the selections you make in the list.
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3. Click OK.
Welcome, admin * Change Language About v &) Get Help For This Page
Catalog Management & Overview it
=== Catalog Management .
= 9 9 Catalog Name: Departmental Catalog
4 Catalog Entry Search catalog name description
@ Catalog Batch Update ;
Catalog owner @NDtSEt A4
943 Catalogs
=9 Departmental Catalog Available from: 1/16/2012 o651 Am
# ] Departments
Expires on: 1/16/2022 HH [06:51 AM
H[] Templates :ﬁ
Default Currency. US dollar lz‘
Default Language:
Market Management s guad English E =
| Baseweignt 1
Q Customer Management “ in pounds Iz‘
Other Languages:
—| Catalog Management guag English
ﬁ Order Management svenska
Ly Sort Order: 0
(ﬂ Asset Management Available: @ ves -~ No
Il Reporting
i ﬁ] Administration =

3. Enabling a language for editing in CMS

This step will make the language that you just enabled available for content creation by editors. By
default, subpages will inherit language settings from their parent page.

1.

o & N

In the CMS page tree, select the root page for the branch for which you want to enable the lan-
guage. In this example we want "French" to be available for the entire site, so the language setting
is defined on the start page.

Open the page in All Properties editing.

Select Tools and Language Settings in the header.

Select Change under Settings for Editors.

Select the language you wish to enable, click Save and close the dialog.

Settings for Editors

Available Languages

Language Settings

Language Settings for Page "Home"

Languages that are defined as available languages only affect Edit mode and notthe content
displayed to the website visitors. Pages can only be created in Edit mode in languages that
are set as “available™. Itis, however, also possible o access and edit content on pages which
have previously been available, but are perhaps not available now.

English

francais svenska
L

Settings for Site Visitors
Fallback Languages
Fallback language replaces one language with another, when there are permanent or

temporary information gaps for a language. Fallback language will not apply if a replacement
language has been setforthe pages in the structure.

If you only want to translate selected parts of the website content, you can apply a fallback procedure for
untranslated content. Refer to the user guide for EPiServer CMS for more information on language man-
agement.
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User interface languages

The user interface languages of CMS and Commerce can be changed, making it possible for EPiServer
users to work in their preferred language.

e To setthe userinterface language for Commerce, select Change Language in the upper menu of
Commerce Manager. Chose the language of your choice in the list and click OK to save you
changes.

e To setthe userinterface language for the Catalogs and CMS parts, click your user profile name
in the upper right corner. Select My Settings and then the Display Options tab. Select the lan-
guage of your choice in the list, and click Save.

See also

e Referto Translating content for more information on how to create catalog contentin different lan-
guages.

e Referto Configuring common settings for more information on language configuration in Com-
merce.

e Referto Globalization in the EPiServer CMS user guide for more information on multilingual man-
agement.

Translating content

This section describes how to translate contentin EPiServer Commerce. "Content" can be for example
product-related content for catalog entries, or pages or blocks in CMS. When a language is enabled in
EPiServer, the various content properties, for example product descriptions, will be available for trans-

lation.

L1 Before you can translate content, the desired target languages for translation must be made
available on the website. Refer to Globalization for more information on how to do this.

L1 When translating content, have the original content open in another browser window for com-

parison. You can also copy and paste the original contentinto the text area where you are
working, as reference.

Switching and viewing languages

When working with translations, you may want to switch between editing in CMS and Commerce, for
example if you are working with product descriptions and a campaign page at the same time. You may
also want to see what a catalog entry or a page looks like in different languages. Or, you may want to see
the language versions for an item.

e To switch language in CMS, go to the Sites tab in the navigation pane and select the desired lan-
guage to work with. The user interface will reload displaying the page tree in the selected lan-
guage. When going to Catalogs in Commerce, the catalog structure will now display in the same
language.

e To switch language in Commerce, open a catalog entry for editing in the All Properties view, and
select a language next to Languages in the header. The user interface will reload displaying the
catalog structure in the selected language. If you switch to CMS now, the same language will be
active here.
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e When translating a catalog entry, you can use the versions gadget in the Assets pane to see the
differentlanguage versions for the entry. By selecting a language in the version list will you can
also switch to editing in another language using the switch option in the notification bar.

'+ ela

Catalogs

Q

{2 catalog Root

x options =

Departmental Catalog » Departments » Media » Books » Books-Art

 Books-Art-Barbra

{] pepartmental catalog

7 Departments

You are working in frangais, this content is in espafiol. To edit it, switch to

espafiol

h

Language

en

M Fashion
{" Media
" Books
" Books-Art =
{¥ Books-Computer
{" Books-Business
i Books- Cooking
1" Books-Entertainment
1" Books-Fiction
{7 Books-Mystery
1 Books-Reference
{"| Books-Romance

1" Books-Science

Display name

Name

Name in URL
SEO URL

Code

Markets
Visible to
Languages

1D, Type

switch to espariol

\ |
| Books- Art-garbra |
Books-Art-Barbra

Books-Art-Barbra.aspx

Books-Art-Barbra

6 of 7 Change
Everyone Manage
n, es, fr, sv

2550, Media_Product_Class

Tools

-10

Versions

Status Saved

published @ Today 10:56
AM

Previously  Today 1056

published ~ AM

published @ Today 10:56
AM

Previously  Today 1056
published ~ AM
Previously  Today 1056
published ~ AM

Published @ Today 10:56
AM

published @ Today 10:56
AM

By

installer

installer

installer

you

installer

you

you

e Using the preview feature in the "eye" at the top, you can view and edit a catalog entry in one of
the languages that are available for translation on the website.

‘Catalogs

' e[ & 0@
View in this language btions
Q@

Departmental Catal ~

{H catalog Root
{5l Departmental Catalog
" Departments
{" Fashion
M Media
{" Books
{" Books- Art =-
{" Books-
" Books-
{" Books-
" Books-
{" Books-
" Books-
{7 Books-
" Books-
{7 Books-
" Books- SF

Computer
Business
Cooking
Entertainment
Fiction
Mystery
Reference
Romance

Science

Recent

Global properties

aw Books-Art-Barl

Display name

Name

Name in URL
SEO URL

Code

Markets
Visible to
Languages

D, Type

Assets

Writer

O English [en] oks-Art

frangais [fr]

") espafiol [es] &

O svenska [sv]

T saroTa T
Books-Art-Barbra Change

Books-Art-Barbra.aspx Change

Books-Art-Barbra

6 of 7 Change
Everyone Manage

n, es, fr, sv

&3

2550, Media_Product_Class

Tools

Vanants Relations Settings

Versions

Language Status

en

fr

sV

fr

es
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Saved
Today
Published 10:56 AM

Previously Today
Published 10:56 AM

Today
Published 10:56 AM

Previously Today
Published 10:56 AM

Previously Today
Published 10:56 AM

Today
Published 10:56 AM

Today
Published 10:56 AM

By

installer

installer

installer

you

installer

you

you

Depending on the type of catalog entry and your implementation, some properties such as sales code,
may be "globally shared" and can only be edited in the "default master" language. These properties will
be marked as non-editable when editing the content in another language. Switch to the master language
if you need to edit these. The master language is usually the first language listed next to Languages in

the header.
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Variants Relations

Writer | |
This property is shared between all languages and can
only be edited in the master language

Settings

Info_ViewCount

| 100 -
Info_ModelMumber | 04526 |
Info_Features | =2 i [0 % @ 0 G
B 7 | := i=||styles - | Q =

Translated content in French here_ .

Translating content for catalog entries

Follow the steps below to translate content for a catalog entry (category, product, variant/SKU, package or

bundle. In this example we will translate content for a product.

1. In the Catalog view, select the desired catalog entry to translate in the catalog tree.

2. Select Edit in the context menu for the selected entry, or click on the entry to open the All Prop-

erties editing.

3. Inthe header nextto Languages, select the desired language to translate to (enabled languages

will be listed).

'l +][e]m] a
Catalogs - =
... » Departments » Media » Books » Books-Art Options =
Q | [ Books-Art-Barbra
{&] catalog Root S . .
Name . . Markets 6 of 7 Change
{f] bepartmental Catalog |B[mkE Art-Barbra ‘
Visible to Everyone Manage
{1 Departments Internal name | Books-Art-Barbra ‘
M Fashion - Languages en, fg, 5v
A Media Name in URL Books-Art-Barbra Chanae 1D, Type 2550, Media_Product_Class
{"] Books SEO URL Books-Art-Barbra.aspx Change
Tools
] Books-Art =T code Books-Art-Barbra Chanas
{7 Books-Computer
" Books-Business Assets Relations Settings
M Books-Cooking
¥ Books-Entertainment Writer | ‘
M Books-Fiction
Info_ViewCount -
™ Books-Mystery . | 100 - ‘
{7 Books-Reference Info_ModelNumber |64526—‘
" Books-Romance -
" Books-Science Info_Features = i3 [0 4 @ 0O i)
M Books-SF B 7= 1= [styies = Q =
™ Books-Travel

4. Editthe content as desired in the properties available for editing, and follow the content publishing
flow to save and publish the translated catalog entry information.

Translating content in pages and blocks

Below is a short summary of the steps to translate CMS content such as pages and blocks. Refer to the
CMS user guide for a more detailed description of how to work with globalized content.

Translating a page

Do the following to translate a page:
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1. Under the Sites tab in the left pane, select the desired target language for translation. The inter-
face will reload and you will be taken to the Pages tab.

2. Inthe page tree, select the desired page to translate, and then click Translate in the notification
bar at the top. Or, select Translate in the context menu for the page in the page tree.

L~ ]
'+ [e]T] a

Sites Tasks
=3 | My finest page
[El Root
@ customer Zone en . - - o "
This content is in English. It does not exist in norsk. Would you like to -
A Start en translate it now? X
[ Alloy Plan en il
-
Aoy Track _en My finest page
[ Alloy Meet en . ..
A nice page this is...
[y About us en
8 How to buy on This is a fine page
B8 Campaigns en
[ Search en =
01 My finest page  en "
B new Page
Copy
Cuk
+ | =- =
H Move to Trash -
Recent

3. Editthe content as desired and follow the normal content publishing flow to save and publish the
translated page.
Translating a block
Do the following to translate a block:
1. Under the Sites tab in the left pane, select the desired target language for translation, and the
interface will reload.
2. Expand Assets and select Blocks in the right pane.

3. Inthe block structure, select the desired block to translate, and then the Translate option in the
context menu.

| JENRNe=] - - Rk

Global Library » Blocks X = )
|| English block (@
0 Global Library
This content is in English. It does not exist in norsk. Would you like to (5 Alloy Meet Elu
translate it now? B
3 Alloy Plan en
Back This is a block. X
[ Aoy Track en
This preview shows the block 'English block' when rendered in full width & B3 Biocks en
Call to action en
A block in English [ call to action
[ campaigns en
This preview shows the block 'English block’ when rendered in two thirds 8 customer Zone En
I & events =0
News en
A block in English. 1 & news
r [ startpage en
This preview shows the block 'English block' when rendered in half width B english block
# Edit
A block in English.
Cut
This preview shows the block 'English block' when rendered in one third width Copy
1 = W Move to Trash
A hlnek in Fnnlich
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4. Editthe content as desired and follow the normal content publishing flow to save and publish the
translated block.

See also

Refer to Globalization for information on how to enable languages in EPiServer Commerce.
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Search

The EPiServer platform has sophisticated search functionality which allows you to search through dif-
ferent types of content on a website. You can search for content pages and blocks, files, community
objects and products. The search results will automatically be filtered based on access rights so that
users will only see content they have access to.

The search service in EPiServer is based on the open source search engine Lucene. The service is plug-
gable which means that Lucene can be replaced by another search provider. The search functionality
can be extended using EPiServer Find to build more advanced features such as filtering and faceted nav-
igation.

The underlying search functionality is used by the different EPiServer products, and the description here
applies to EPiServer products with their respective sample sites with templates.

Search options

Depending on how your installation is set up and from where you are searching, there are different
options:

o When editing, the global search is available in the upper right part of global menu. Depending on
the configured search providers, this option can search all types of content on the website.

e When editing, the search option is available at the top of the left and right hand panes. This option
will search for content in the components of the panes, for instance pages in the page tree, blocks
or media files, or products if you are working with EPiServer Commerce content.

e Visitors to the site will usually access search through a search page with a search field, like on
the EPiServer sample sites. The search field is usually available in the top menu on the front-end
of the website.

Dastboard [EIEY OMO  Add-ons eriseRveRr ® 2 &[4
Edit Admin Reports Visitor Groups _Live Monitor Search |Alloy training
.
= = Blocks Bl Alloy Track video
Root i Elpowinload Alloy Track form - Start do,
earc|
Bl Alloy Track teaser - Alloy Track

& start

Bl alloy Meet teaser - eet
Alloy Plan

Bl alloy Plan teaser - Alloy Plan

Alloy Track Bl Alloy Meet jumbotron -

< happy F

y Track -

Alloy Meet Bl alloy Track jumbotron -

About us Bl About Alloy Track - Alloy Track Projec
8 How to buy A"OV El Customer testimonial wide teaser - Si
& Campaigns Bl Customer testimonial wide teaser - St

= Pages D Instaling

Search for something on this website!
& Customer Zone [ 1nstaliing
[ nstalling
Search [ search - search

[ 1nstalling - You are installing Alloy Tre

‘You can drop pages and blocks here, or create 3 new bla QA”“V Track - Get the whole team inve

Search tips

e Enter a sufficient number of search keywords, usually around 6-8 carefully selected words, sep-
arated with a space. Start with fewer keywords and if needed narrow your search by extending the
number of words. Example: episerver product project.

e When searching for specific phrases, you can combine keywords using quotation marks.
Example: "episerver search tips".

e The search function is case insensitive, meaning that you can use both upper and lowercase let-
ters. Example: New York and new york will both return the same result.
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e You can restrict the search by placing a plus sign (+) in front of the words that must be found to
consider the page a match. Example: +episerver +search +tips.

e Similarly you can restrict the search by placing a minus sign (-) in front of the words that must not
occur to consider the page a match, for example -episerver -search -tips.

e To match part of a word, place an asterisk(*) at the end of the word. Example: word1* word2 will
return content with the words word123 and word2, but not word123 and word234.

e The boolean operators AND and OR can be used. AND means "l only want documents that con-
tain both/all words", OR means "l want documents that contain either word, regardless of which
one". Example: episerver AND search returns documents with both words, episerver OR search
returns documents with either episerver or search.

Displaying search results

The items in the search result listing will appear based on the ranking they received from the search
algorithm.The display of the search results depends on how this is set up on your website, since this can
be customized in many ways. Often some kind of filtering is applied which can be based for instance on
categorization of content.

Configuring search

The search feature has some administration and configuration options which are managed from the
administrative interface in EPiServer CMS.

Refer to the EPiServer Framework SDK for a technical description of the search functionality, con-
figuration possibilities and the integration interface.

When installing the sample site, Lucene will be the default search provider installed. To find out more
about Lucene, refer to the official Lucene website.

Search configuration

Itis possible to configure different search providers for the modules in your website implementation. A
search provider can search for instance pages, blocks, files, categories, forums or page types, or products
in a commerce installation. The EPiServer CMS sample site comes with search providers for pages,
blocks and files. Refer to the EPiServer Framework SDK for more information on how to configure addi-
tional search providers.

You can decide which search providers you want to enable, and the order in which they will appear in the
search hit list. To access these settings, switch to the admin mode and select Search Configuration
under the Config tab. The following options are available for a standard installation:

e Blocks. Selecting this option will allow for search in blocks on the website.
e Files. Selecting this option will allow for search in files on the website.
e Pages. Selecting this option will allow for search in pages on the website.

e Jump to. Selecting this option will make it possible to jump from the search hit list directly to menu
alternatives matching your search criteria.

You can drag and drop the search provider options to change the order between them. This will control
the order in which the results will be displayed in the hit list. Clearing a check box will disable this search
provider option. Select Save to save your changes.
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Assets

Assets are available from the assets pane in EPiServer, and can be content of the type media files, for
instance images or documents, blocks, or products from the catalogs in EPiServer Commerce. Assets are
available both in EPiServer CMS and EPiServer Commerce, making it easy to add content by dragging
and dropping items into for instance a content area in a page, a block or a product.

s

Q
@l For All Sites
L] Alloy Meet
L] Alloy Plan
L] Alloy Track
| Call to action
|| Campaigns
|| Contact portraits
| Customer Zone
|| Events =-

L_| News

E all events buttor ~
# Edit

E all events short

X cut
I Copy
W Move to Trash

E collaboration ma
H configuring stat
H configuring stat

Bl Risk management sign up form

Note By default the assets pane in a standard EPiServer installation will contain Media,
Blocks and Catalog entries for EPiServer CMS and EPiServer Commerce. Since the assets
pane is a plug-in area there might be other assets available in your installation.

You can work directly with content from the assets pane, for instance editimages or blocks, or create
folders to organize contentitems. The context menu will provide different options depending on the type
of assets selected. In the following we will describe how to work with contentitems in the assets pane.

Media

Media in EPiServer are files that can be for instance an image, a document such as a pdf documentor a
Word document, a video or mp3 files. Media is managed from the media library on the Media tab in the
assets pane. Here you can create folders and upload media files. You can then make use of your media
by dragging them into an EPiServer CMS page or a block, or associate them with a product in EPiServer
Commerce.
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Searching and browsing for media files

Use the search box at the top of the pane to enter search criteria and retrieve media files. Clicking a
search result will expand the folder where the file is located. To browse for media files, click a folder to
expand the folders and content beneath it.

Uploading a media file

Media files are most easily uploaded through drag-and-drop operations from a file location on your com-
puter, to the upload area. You can also click directly in the upload area to add files. Or, you can select
Upload Files in the context menu for the target folder you want to upload the files to.

Upload media files through drag and drop as follows:

1. Click the media folder to which you want to upload media files.

2. On your computer, browse and select one or several files that you want to upload (hold down Ctrl
or Cmd for multiple selection), and drag them into the upload area. An upload status window will
be displayed.

3. When you are done, click Close.

Previewing media

Media files in list views are represented by thumbnail images. Common image file formats are rendered
for preview by default on the EPiServer CMS sample site, but your partner developer can build rendering
for other file formats.

Depending on the type of media file, you will get the following preview options on double-click:
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e Animage orvideo will open preview
e Other media files will open all properties editing view

No matter what kind of file type, you can download the previewed file by selecting Options > Download
this file.

Downloading a media file

To download a media file, selectitin the tree structure and then Download in the context menu. Or, if you
open the image or video for preview, select the download option from the Options combo button on the
toolbar.

Adding an image to content
Insert one or several images by dragging and dropping them directly into a page as follows:

1. Editthe page, and select the Media tab.

2. Selectthe image you want and drag it where you want it on the page.

/Global/Alloy%:20Meet/AlloyMeet.png

AlIOY

Tip For accessibility reasons (for example, people who are visually impaired) it is important to
describe the image in words by typing a textin the Image description box.

Editing an image
The Image Editor in EPiServer provides basic image editing features such as cropping, resizing and
transforming. The edited image file can either be saved as a copy, or replace the original file.

You can access the image editor in the following ways:

e From the Media tab in the assets pane.

e From the rich-text editor. Here you can also edit the image properties, for example, apply a CSS
class to the image.

L1 Tip You should always try to have as small file size for images as possible on web content to
avoid long downloading times. Therefore compress the image to a smaller file size by crop-
ping or resizing it. Web pages often have a limit for how wide the images can be (usually
around 500-600 pixels), check this with your system administrator. For cropping and resizing
images itis also possible to select predefined sizes from the Preset list, defined by the system
administrator in the web.config file of your website.
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Edit an image as follows:

1. Selectthe image in the tree structure and then Open in Image Editor from the context menu.

2. In Image Editor, crop, resize and transform the image as follows:

e Crop. Select the area to crop the image either by entering values in the Top, Left, Width
and Height boxes or by drawing a selection in the image. You can also use presets if any
are configured by the system administrator.

e Resize. Change the image size by either moving a corner handle or entering a value in
the Width and Height boxes. Keep Constrain proportions selected to retain the image’s
proportions. You can also use presets if any are configured by the system administrator.

e Transform. Flip or rotate the image, or select Grayscale if you want to convert to gray-
scale.
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3. When cropping or resizing, remember to click Apply to save the changes before proceeding.

Image Editor

B Crop DResize dh Transform | » ~ ) zaom|100% =]/ (@)
Crop Information
Draw a selection in the image, choose a format fram one of the presets or enter values directly Image file: church. tower.
in the fields. Double-click the selection or click "Apply” ta crop the image. . mgh | — BEGdE
Wi
Preset |z| Top0 Leftjo Width 0 Height 0 Height: 500
Save
Quality High (Recommended) [~

@ Save as a copyimage
(© Replace original image

m

OK ‘ | Cancel

4. Selectany of the following saving options:

e Save as a copy. Select to save the image as a copy of the original image. Name for the
image file copy and click OK. Note the following:
— Ifyou have selected the image from the tree structure in the media library for edit-
ing, the copy will be saved in the same folder as the original file.

— Ifyou have selected the image on a page for editing, the copy will be saved in a
local folder for that page.

e Replace original image. Select to replace the original image on the web server with the
edited image. Confirm by clicking OK. Note that this action will affect all places on the web-
site where the image is used.

5. When you are done, click OK.

Removing an image from content

To remove an image from the content, selectitin the rich-text editor and press Delete or Cmd+Delete.
Note that the image disappears from the content, but is not deleted from the media library shown on the
Media tab.

Editing metadata for media files

The metadata fields available depends on the implementation. For images it can be for instance pho-
tographer, description and copyright information.

To edit metadata, select the media file in the tree structure and then all properties editing view.

0 —
0 —

Renaming a media file in the library

To rename a media file, select the media file in the tree structure and then all propetrties editing view.
Change the Name and the Name in URL. Renaming a file will not cause any links to be broken on your
website.
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Caution Renaming a folder or media file will change its URL on your website, which might
cause broken incoming links from other websites or indexing from search engines.

Replacing a media file in the library

To replace an existing media file with another, upload the new file with the exact same name and in the
same folder as the file you want to replace. See the section about upload through drag and drop. Confirm
the action by selecting Replace File (Replace Files), or cancel the action by selecting Skip this File (Skip
these Files). Media files that are replaced will be published immediately, and this action affects all places
on the website where these files are used.

Note In some cases when replacing original images, the changes will not be immediately vis-
ible due to website caching. You may need to refresh the page to make the changes appear.

Moving, copying and removing a media file from the library

Moving, copying and removing a media file works in a similar way as for pages by using the context
menu.

Moving a media file will not affect the content where itis used, but it may cause that it will be hidden for
users that have no access rights.

Since blocks and media files share the same folders, removing a folder from the tree structure will affect
all content within the folder. You will be notified about existing references to the content where itis used
so that you can remove these links before moving the file to trash.

Note that the file will no longer be published on your website once it has been moved to trash. You can
see the content you have removed by selecting View Trash from the context menu of the media gadget.

Caution Moving and removing a media file will change its URL on your website, which might
cause broken incoming links from other websites or indexing from search engines.

Managing media files in several languages

You cannot create language versions for media files or their folders, but you can name them, for example,
with a language code. The folder structure for blocks and media will look the same no matter which lan-
guage you select under the Sites tab in the navigation pane. Refer to the section about globalizing con-
tentin the EPiServer CMS documentation.

Managing media file versions

Versions for media files are managed in the same way as for other types of content, using the Versions
gadget. When you edit an image or update the metadata for the image, a new version will be created,
which will be listed in the versions gadget. This allows you for instance to revert to and republish a pre-
vious version of image versions if needed.

For version management of blocks, media and pages, see Managing versions.
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Blocks

Blocks are pieces of content that can be reused and shared between websites, while being maintained
in one place only. Typical types of content blocks are campaign teasers and banners, videos, news feeds
and contact forms. Just like for pages, you can have different block types, for instance an editorial block,
or a form or page listing block.

Blocks are managed from the Blocks tab under the assets pane, where you can create new blocks and
organize them in folders. You can then utilize blocks by dragging them into content areas of for instance
EPiServer CMS pages. You can manage block versions as for other types of content, and blocks can also
be personalized to display selected visitor groups.
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Searching and browsing for blocks

Use the search box at the top of the pane to enter search criteria and retrieve blocks. Clicking a search
result will expand the folder where the block is located. To browse for blocks, click a folder to expand the

folders and content beneath it.

Creating a block

Note To be able to create blocks, editors must have Create access rights on the root directory

of the website.

Creating a block from the Blocks tab in the assets pane

When using this option the block will be saved in the folder of your choice in the block folder structure.
The block will be globally available on the website.

1. Selectthe folder in the structure under which you want the block to be created, and select New
Block in the context menu, or click the Add button.

2. Selectthe block type among those that are available on your website, and provide a name for the

block.

3. Depending on the type of block, add content as appropriate.

4. Follow the publishing flow and publish the block immediately or schedule for publishing later.
Unpublished blocks will not be visible to visitors, and will appear dimmed out in edit view when
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added to a content area.

Spring is here!

Take advantage of great spring offerings

N
O

When creating a block, clicking Back will take you back to the page or block you were previously working
on.

4= Back This is a block. %

Creating a block directly from a content area

When using this option the block will be saved in the For this page folder for the selected page.

Large content area

H alloy Meet jumbotron
F & Personalized Group

E nlloy Meet teaser
H alloy Plan teaser

HE alloy Track teaser

You can drop pages and blocks here, or create a new
block

Done

1. Click Create a new block in the content area, either from the on-page or the all properties editing
view.

2. Selectthe block type among those that are available on your website. The block will get a system-
generated name.

3. Depending on the type of block, add content as appropriate.

4. Follow the publishing flow and publish the block immediately or schedule for publishing later.

About how to add links to the link collection content area or the rich-text editor, see Creating links.

Editing a block

Note Changes made to a block thatis being used in content on the website, will affect all
instances where the block is used.

You can edit blocks either directly from the content area where itis being used, or from the Blocks tab in
the assets pane.

1. Select the desired block to edit, and select Edit in the context menu.

2. Depending on the type of block, change the content as appropriate.
If you want to rename the block, use all properties editing view.
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3. Follow the publishing flow and either publish the block immediately or schedule for the changes to
be published later.

When editing a block, clicking Back will take you back to the page or block you were previously working
on.

4+ Back This is a block. Changes made here will affect at least 1 page »

About how to add links to the link collection content area or the rich-text editor, see Creating links.

Using blocks

Blocks can only be added to content areas that support blocks. In edit view, select the desired block in the
assets pane, and drag itinto a content area of a page. A green frame will indicate where itis possible to
add blocks in the content.

P -
+le @ - R
Start No changes to publish =
Training Q
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—flmgiA [ alloy Meet B
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]

This is a training area for demonstrating various EPiServer CMS
features. [ alloy Track
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[l customer Zone
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Contact us +
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You can add several blocks to the same area. Drag the block above or beneath an existing block, and
drop it when the separator appears. Blocks can also be added to a content area from the all properties
editing view.

Large content area

H alloy Meet jumbotron
F & Personalized Group

E nlloy Meet teaser
H alloy Plan teaser

HE alloy Track teaser

You can drop pages and blocks here, or create a new
block

Done
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Tip Like blocks, pages from the page tree can also be dropped into a content area. Depend-
ing on how the page template is built, the content of the selected page will be rendered in the
content area. This is useful when you want to promote a specific page.

Blocks can also be added to a rich-text editor area through drag and drop.

@ 5= i (0 ET e (D O B G
B 7 ||i= i= styles - Q @

&

Spring campaign

Path: div.epi-contentfragment y
To remove a block from a content area, select Remove from the context menu.

L1 Tip Blocks can be personalized to display targeted information to selected visitor groups, see
Personalizing content.

L1 Note You cannot link to blocks since they do not have a web address (URL). However, you
can create links to other pages and media files if the block contains the rich-text editor
(XHTML string property).

Arranging blocks in a content area

You can change the display order of blocks by rearranging them in the content area, either through drag-
and-drop, or by selecting Move up or Move down in the context menu.

# Edit

Display As: Wide »

& personalize

Sharing worldwide

"Alloy Meet is a highly effective e-
solution for our operations. Improved
business metrics are realized
through the cross-deparimental
sharing of information worldwide "
John Randle, HighTec Inc

4+ Move Down

W Remove

Displaying blocks in different styles

You can select display options for blocks on a page in different sizes and styles. The rendering of blocks
needs to have built-in support for managing different widths, in order for the content to be properly dis-
played.

The following options are available:

e Automatic. Select this option to display the block using an appropriate built-in style option selec-
ted by the system.
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e Manually. Select this option to display the block using the specific style option, for instance pre-
sets such as “Full”, “Wide” or “Small”, for the specific context where the block is used.

# Edit

Display as: Automatic E >
Display options

& personalize

® Ayutomatic

+ Move Down ) I Full

W Remove O M wide

O 0 small

Renaming a block

To rename a block, select the block in the tree structure and then in the all properties editing view
change the Name property. Renaming a block will not cause any links to be broken on your website.
Moving, copying and removing blocks in folders

Moving, copying and removing a media file works in a similar way as for pages by using the context

menu.

Since blocks and media files share the same folders, removing a folder from the tree structure will affect
all content within the folder. You will be notified about existing references to the content where itis used
so that you can remove these links before moving the block to trash.

Note that the block will no longer be available on your website once it has been moved to trash. You can
see the blocks you have removed by selecting View Trash from the context menu of the block gadget.
Managing block content in multiple languages

You can see a list of versions for pages or blocks and manage them from the Versions gadget, where
you also can manage language versions.

Managing block versions

Versions for blocks are managed in the same way as for other types of content, using the Versions
gadget. When you edit an image or update the properties for a block, a new version will be created, which
will be listed in the version gadget. This allows you for instance to revert to and republish a previous ver-
sion of block versions if needed.

For version management of blocks, media and pages, see Managing versions.

Setting access rights for blocks

Just as for other types of content such as pages, itis possible to define access rights for specific blocks.
This is done either directly for the block in all properties editing view, or for the entire block structure from
the admin view in EPiServer CMS.

Note To be able to create blocks, editors must have Create access rights on the root directory
of the website.

Folders

Folders are used for organizing content such as media files, for instance images, videos and documents,
as well as blocks. You can have folders with content that can be shared between all sites in a multi-site
scenario, or you can have folders with content that will only be available for that specific site. There are
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also local folders, and content stored in these will only be available from that specific content, for instance
a page or a block.

Folders are available in the assets pane, where blocks and media files share the same folder structure.

o
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In the EPiServer CMS sample site with templates you will have the following predefined folders:

e For All Sites. Content in this global folder can be used and shared between all sites in a multi-site
installation.

e For This Site. Contentin this folder is available for usage on a specific site only, in a multi-site
installation. This can be defined when adding a new site, for instance a campaign site, from the
EPiServer CMS admin view.

e For This Page or For This Block. Contentin this local folder is available only for one specific
page or block, and cannot be accessed from other pages or blocks. Useful for instance if you have
images for a specific purpose and which must not be used elsewhere on the website.

Creating a folder

To create a folder, select the desired folder in the structure under which you want the new folder to be cre-
ated, select New Folder in the context menu, and provide a name for the folder.

Moving, copying and removing a folder

Moving, copying and removing a media file works in a similar way as for pages by using the context
menu. You can also move folders through drag and drop.

Since blocks and media files share the same folders, removing a folder from the tree structure will affect
all content within the folder. You will be notified about existing references to the content where itis used
so that you can remove these links before moving the folder to trash. You can see the content you have
removed by selecting View Trash from the context menu of the Blocks or Media gadget.

You cannot remove local folders.

Caution Moving and removing a folder will change the URL on your website, which might
cause broken incoming links from other websites or indexing from search engines.

Renaming a folder
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Select Rename in the context menu for the folder you want to rename, and enter a new name. Renaming
a folder will not cause any links to content to be broken on your website.

Global Library

| MNew Foldeﬂ

11
4

Caution Renaming a folder or media file will change the URL of these assets on your website,
which might cause broken incoming links from other websites or indexing from search
engines.

Managing folders in several languages

You cannot create language versions for folders, but you can name them, for example, with a language
code. The folder structure for blocks and media will look the same no matter which language you select
under the Sites tab in the navigation pane. Refer to the section about globalizing contentin the EPiServer
CMS documentation.

Setting access rights for folders

By default the predefined global folder is available to everyone. Local folders will inherit the access rights
from the content (page or block) to which they are associated. Itis possible to define access rights for spe-
cific folders in a structure. Setting access rights for folders is done from the admin view in EPiServer, in
the same way as for pages in the page tree structure.

Catalogs tab

The Catalogs tab in the Assets pane makes it easy to create links and relations to catalog entries in the
product catalog, as well as to add product information to CMS pages and blocks. Using this, catalog
entries and their content are readily available for drag-and-drop usage in both Commerce and CMS.

Creating relations between products

Refer to the Editing products and variants section for more information on how to create relations
between catalog entries using Catalogs in the Assets pane.

Adding products to pages or blocks in CMS

Access the Catalogs tab in the Assets pane to drag catalog entries into the rich-text editor or a content
area of a CMS page or block, to display and promote selected productinformation, for instance in a cam-
paign page.
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In order for product information to be properly displayed when used in other types of content,
rendering templates must first be defined for this. Refer to EPiServer Commerce sample site
for examples.
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Sample site

The EPiServer Commerce sample site provides examples of how you can implement an e-commerce
solution. The site contains a set of content types and templates for pages, blocks and products. The
product content types allows for creating various types of catalog entries, such as product categories, and
products and variants. The page templates make use of the built in functionality of the EPiServer platform,
and illustrates the many possibilities when creating dynamic e-commerce websites based on EPiServer.

WCart-1lems  admin | EPISERVER £V|

Search

Fashion

Automotive

e |
'Best in Digital Media

Call 1-800-555-1212

Indit tempus porttitor. Aenean lacinia bibendum nulla sed consectetur. Curabitur blandit
tempus porttitor. Aenean lacinia bibendum nulla sed consectetur. Curabitur blandit tempus porttitor.
Aenean lacinia bibendum nulla sed consectetur.

Books Music Apps Movies

When installing the EPiServer Commerce package with a sample site, you will have a CMS part for work-
ing with editorial content, and a Commerce part for working with catalogs and e-commerce admin-
istration.
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A sample catalog will be installed and can be administered under Catalog in the global menu. The rest of
the e-commerce administration is done from the Commerce Manager part. For content display, a set of
pages will be created and organized in a specific structure in the page tree under Pages in the

CMS/Edit part.

Sample features

In the following sections some of the features included in the sample package are described in more
detail, explaining the setup and the possibilities with EPiServer Commerce to both developers and end-
users. If you are a developer, you can install a sample template project in your development environment,
to explore the templates and their functionality.

Content types

Contentin EPiServer can be pages, blocks, media files and folders in CMS, or catalog contentin Com-
merce. The content type defines a set of properties that an item contains. Content types are normally cre-
ated through code, but they can also be added and modified using the administrative interface in CMS.
The sample site is based on a set of model types for products, pages and blocks, and you can create cus-
tomized content types based on these.

The sample site has a set of page types and templates for entering and rendering of content, and illus-
trating various e-commerce features. In EPiServer you can also work with b/ocks, which are smaller
reusable content components that can be added to multiple pages. Like pages, blocks also have block
types with associated rendering templates.

The description here refers to a "standard installation" of an EPiServer Commerce sample
site. CMS-specific functions are not described here, refer to the EPiServer CMS user guide for
more information.

Catalog content

The sample site contains a set of content types related to catalog entries such as categories, products,
variants, packages and bundles. You will see these when you create a new catalog entry, for instance a
product category. You can also browse the catalog tree to see the structure of catalog entries, and the vari-
ous content types that they are based on.
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Depending on the type of catalog entry, the content type will contain different properties where you can
enter content, for instance a product description or an image. Refer to Editing and publishing catalog
entries for more information.

Site structure

On the sample website, pages are organized into a page tree structure which can be viewed under
Pages in the left-hand pane in the CMS Edit view.

Sites Tasks
Q

Root

[ [Resources]

]|
4

2 Home
[ Getting Started
[ sShopping
[ Searching
[ Merchandising
4 Cart/Bag
[ warehouse
[ Checkout
[ self Service
[ [Resources and Information]
[ [Training & Services]

[% [Starter Demo Features]

Available blocks on the site are displayed under Blocks in the right-hand Assets pane in the CMS Edit
view.
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Sample page types

The start page of the sample website is built using the Home page type, and much of the editorial content
is built using the Default page type. In addition to this, there are specific page types for various e-com-
merce functionality such as accounts, orders and wishlists. There is also a specific page type for creating

a Search page.

CommerceSample

Single Shipment
Checkout Page

The page which shovs
single shipmant chackout.

SocialAPI Page
No description availsble

Change Your Account
Info Page

The page which allovs to
adit account information.

warehouses Page

The varehouse page.

Searching By Narrowing
Page

Truffler SAAS Search
Page

The page shows the result
by s=arching Truffler SAAS.

Search Page

A page w
show sea:

Shaopping Page
The shopping page.

Account Page
The page which displays
the current account
nnnnnnnnn

Multi Shipment
Checkout Page

Home Page

Ne description available

WishList Page

The page shovs user's
vish list.

Cart Simple Module
Page

Ne dascription available

Order Details Page

The page which shous
order details.

Address Page

Orders Page
The page shows orders.

Default Page
The default page

Change Password Page

The page which allovs to
change current password.

Privacy Settings Page

The page shovs privacy
settings.

Edit Addresses Page
The page which allows

The page vhich shovs

The page which shovs The page which shous current addh = 2dd or adit an address.
result by searching by multi shipment checkout.

narroving.

Login Page

Login Pags

Payment providers

EPiServer Commerce is a flexible platform allowing you to use many of the most popular payment pro-
viders within e-commerce. There are a number of payment solutions for different markets available "out-
of-the-box" for EPiServer Commerce. Some are installed automatically with the EPiServer Commerce
sample site, and some are available as separate modules.

Payment Options

Pay By Phone Pay By Credit Card

Credit Card Information
@Use Credit Card

Expires
Manth E
2013 =]

Refer to the Payments section in this documentation for more information on how to set up payment meth-
ods for EPiServer Commerce. Additional payment provider solutions are also available from EPiServer
World.

Scheduled jobs

A scheduled job is a service performing a specific task that can be executed repeatedly at a given time
interval, or when an administrator starts the job manually. In a standard installation of the EPiServer
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platform with EPiServer CMS and EPiServer Commerce, there are a number of scheduled jobs available,
of which some are enabled by default with preset values. You can also develop your own customized
scheduled jobs for specific tasks on your websites.

Administering scheduled jobs

Manage scheduled jobs as follows:

1. Login as an administrator and navigate to the EPiServer CMS Admin view.
2. Selectthe desired scheduled job under the Scheduled Jobs section of the Admin tab.
3. Check the Activate check box to activate the scheduled job.

e If you wantto run the scheduled job manually, click Start Manually and the job will be
executed immediately.

e If you want the scheduled job to be run automatically, set the desired time interval in
Scheduled job interval. The time when the scheduled job will be run the next time will be
displayed in Next scheduled date.

4. Click Save to save your changes.

| pcmin Jocomra oo Automatic Emptying of Trash @

v Access Rights
Set Access Rights

Specify whether the emptying function is activefinactive and how often trash should be emptied. The job will permanently delete

Administer Groups content older than 30 days from trash.
Search UseriGroup
Create User Settings || History
v Scheduled Jobs
Publish Delayed Content Versions Active
Subscription Scheduled job interval 1 week | v

Change Log Auto Truncate
i X Mext scheduled date 2013-10-24 00:30

Live Monitor Maintenance

Archive Function

Automatic Emptying of Trash

Clear Thumbnail Properties

Link Validation

Mirroring Service

Remove Permanent Editing

Remove Abandoned BLOBs

Remove Unrelated Content Assets

|3 stop Joo|

b save| | & start Manually

v Tools
Export Data
Impaort Data
Content Channels
Workflows
License Information

Under the History tab, you can monitor the status and results when the scheduled job has been
executed. If a job has failed, information about this will be displayed under Message.

Date Status lMeszage
512112013 10:34.54 AM QK 0 content items were deleted from recycle bin.
5/20/2013 8:55:01 AM QK 0 content items were deleted from recycle bin.

EPiServer CMS-specific scheduled jobs

Automatic emptying of trash

You can set up how often your trash should be emptied with the Automatic Emptying of Recycle Bin
job. With automatic emptying, all contentin trash older than 30 days will be permanently deleted by
default. Trash can also be emptied manually, then all content will be permanently deleted immediately.
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The job is enabled by default, and set to run once every week.

Publish delayed content versions
You can define how often the system should check if there are content versions with a specific future pub-
lication date and time set with the Publish Delayed Content Versions job.

The job is enabled by default, and set to run once every hour.

Subscription

The Subscription feature in CMS allows visitors to define the frequency for receiving subscription inform-
ation. This job will check for information from the system to be included and distributed in the subscription
send-out.

Mirroring service

You can define the frequency for mirroring of content between websites with the Mirroring Service job. If
your website is set up to mirror content from one website to another, this can be done either manually, or
automatically at specific intervals.

Link validation

You can check links on your website to identify broken links with the Link Validation job. The system will

try to contact the target for the link to verify that it is responding.

Only links that are unchecked or have been checked earlier than the time when the job started will be
returned. The job will continue until no more unchecked links are received from the database. If a large
number of consecutive errors are found for external links, in case of a general network problem with the
server running the site, the job will stop.

The result of the link validation job is made available as a report called Link Status, in the EPiServer
CMS Report Center.
Archive function

You can set how often the system should archive information after the publication period has expired with
the Archive Function job.

Note There can be a delay between the time when the information is unpublished, and when
itappears in the archive. This may occur if the archiving job is only run once a day.

Remove unrelated content assets

You can delete all content folders containing media related to the deleted content items to removed
pages or blocks with the Remove Unrelated Content Assets job.

The job is enabled by default, and set to run once every week.

Clear thumbnail properties

You can clear all the generated thumbnail images in the Products list and Media list views and add them
again with the Clear Thumbnail Properties job. Run this job manually if you experience problems with
refreshing thumbnails, for example, on the website and BLOB supported content.

Live Monitor maintenance

If Live Monitor is installed on your website, this job will remove Live Monitor generated data older than 24
hours from the database.

Change log auto truncate

You can delete items from the change log that are over one month old and do not have any depend-
encies registered against them by another part of EPiServer CMS (for example, Mirroring) with the
Change Log Auto Truncate job.

The job is enabled by default, and set to run once every week.

© EPiServer AB



Sample site | 275

Remove permanent editing

You can clear the Permanently Mark as Being Edited marking of pages in edit view (if editors have for-
gotten to remove the marking) with the Remove Permanent Editing job.

The job is enabled by default, and set to run once every hour.

Remove abandoned BLOBs

EPiServer CMS can store media files in a cloud service instead of the website’s database. This job tracks
deleted files in CMS and makes sure any stored data is also deleted from the BLOB provider used for stor-
ing the data.

The job is enabled by default, and set to run once every week.

Commerce-specific jobs

A scheduled job is a service performing a specific task that can be executed repeatedly at a given time
interval or when an administrator manually executes. In a sample installation of EPiServer Commerce, a
number of scheduled jobs will be added to the administration interface. The predefined Commerce-spe-
cific scheduled jobs are described in more detail in the following.

Remove expired carts

Shopping carts are created by shoppers from the front-end site, and then converted to a purchase order
during the checkout process. Carts that are "abandoned" and not converted into an order, will be stored in
the system for a certain time before they expire. The Remove Expired Carts job will remove expired carts
when executed.

Rotate encryption keys

Encryption keys are used for securing sensitive customer data and is set on meta fields. The Rotate
Encryption Keys job will rotate the encryption keys used by the system. Refer to the EPiServer Com-
merce SDK for more information on encryption.

Full search index
The Full Search Index job will perform a full search indexing.
Subscription payment plans

Payment plans are used for generate recurring payments, for example for magazine or grocery sub-
scriptions. The Subscription Payment Plan job will ensure that these recurring payments are regularly
generated as a background process.

Incremental search index
The Incremental Search Index job will perform an incremental search indexing.
Serialize catalog meta data

The Serialize Catalog Meta Data job is used for serializing catalog data to speed up the meta data
retrieval when searching catalogs.

Shipment releasing

The Shipment Releasing job searches for releasable shipments in active orders. If the difference
between current time and shipment creation time is greater than the configured time span, the shipment
status for the order will be changed to "released".

© EPiServer AB


http://world.episerver.com/

276 | User Guide for EPiServer 7.5 Commerce

Managing content

Content on a website can originate from different sources, depending on where on the site and by whom
it has been created. On an e-commerce site the main contentis usually made up by the products from the
product catalog, and the exposure of these through various types of categorization, faceted navigation or
filtering. This content is usually created "internally" by marketers, merchandisers and editors. Content can
also be created "externally" by the "shopping community" through various social features on the website.

Short Copy to quickly Highlight the product from a marketing perspective or just drop this line completely.

Description/Features

List Price: S+800-88
Discount Fricing: $1,000 00
You Save: $0.00

Meodel:

SKU: Books-Art-Barbre-Herdcover

Pre-Cart Discounts Available 1

et At
% AddtoGant ~

In Stoce: 10 units
Default Warehouse

Check Stores

Item Generally Ship Within 2 Days

Sl 1 £ JSUPE]

Customer Reviews | Related Products/Services  You May Also Like These Praducts  People Who Bought This Alsc Bought

Ratings & Reviews

* % Kk

Based on 4 reviews

e ek e ke e

Put another Shrimp on the Barhie Put another Shrimp on the Barhie
Wiritten by Peter from London Written by Peter from London
Maov 18, 2011 Nov 18, 2011

et quam. Praesent
ectetur et Etism ports

egestss eget quam. Prassent
nsectetur et Etism ports

175 of 202 pecple found this useful

Was this useful?

ﬁ L 1)

In EPiServer Commerce content can be information related to catalog entries such as product categories,
products and variants. It can also be information entered in CMS pages and blocks. The work with content
is done by different user groups, for instance merchandisers organizing the product catalog, managing pri-
cing and enriching the product information, as well as marketers and editors creating campaign pages
and promoting products. This section provides an overview of content management possibilities in
EPiServer Commerce.

Working with product catalogs

The product catalog structure is conveniently managed from the Catalog view in Commerce. From here
you can work with product categorization to create new categories and add products and variants to
these. Relations between catalog entries are easily created through drag-and-drop functionality. Refer to
Product categorization for more information.

Editing catalog entries

Catalog entries such as categories, products and variants can be quickly edited from the On-Page Editing
view, or from the All Properties view providing access to additional properties for the entry. Changes
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done can be published directly on the website, or scheduled for later publishing, using the save and pub-
lishing flow in EPiServer. Refer to Editing and publishing catalog entries for more information.

Managing pricing

The Pricing overview available from the Catalog view in Commerce, offers a convenient way of man-
aging pricing across products, markets and customer groups. You can view and compare prices filtered
by markets and customer groups, and easily make adjustments as needed. Refer to Managing pricing for
more information.

Content editing

Content editing can be for instance adding text, media such as images and videos, and links to properties
in different content types, for instance adding a product description. Much of the same editing features are
available when working with contentin both CMS and Commerce.
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Refer to the list below for more information on common editing features in EPiServer.

e Editing views

e Rich-text editor

e fFormatting text

e Adding images

e Creating links

e Previewing

e Saving and publishing
e Managing versions

e Translating content
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Drag-and-drop feature

The Assets pane available to the rightin both CMS and Commerce, makes it easy to add information to
different content using drag-and-drop. Depending on what you are doing, you can add different gadgets
to the Assets pane. Drag-and-drop is available as an option in many places when editing content, for
instance when creating relations and associating assets with products and their variants. You can for
instance associate a variant with a product fact sheet document by dragging it from the Media tab into the
Assets drop area for the variant.
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The Catalogs gadgetis available in both CMS and Commerce. You can use this to add catalog items to
pages and blocks in CMS using drag-and-drop. Or, you can create relation links between catalog entries
by dragging catalog items into the Relations tab of other catalog entries. Refer to Editing and publishing
catalog entries for more information.

Linking to catalog content

In Commerce, the Link tool has an additional feature allowing you to create links to catalog entries, for
instance a product or a product variant. Refer to Linking to catalog content for more information.

Other features

Personalizing content

The personalization feature in EPiServer CMS can be used to target content towards specific visitor
groups. You can for instance design campaigns based on recent orders or the total spent amountfor a
customer. The personalization option is available in the rich-text editor, and can also be applied to blocks
if these are available on your website.

Multi-channels

The content you create for your e-commerce website can be shared and distributed through multiple chan-
nels such as mobile, social and e-mail. There is a preview function in EPiServer CMS where you can see
how the content will look in a selected channel or resolution. Channels can easily be added to your site
through code. Refer to the CMS user guide for more information.
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Content optimization

Optimizing contentis about finding out which content results in the best conversion rate. A conversion
means that the actual goal for the contentis reached, for instance having visitors registering for an event
or completing a purchase. From the EPiServer Add-on Store there are additional modules available for
content optimization.

Creating content

Content can be for instance pages or blocks in CMS, or catalog entries in Commerce. In the following we
will describe how to create various types of content in EPiServer.

Creating pages

When you create a page in CMS, you need to select a page type. Depending on your access rights, all
possible page types that are available for selection under a particular node are listed in groups. The most
common page types are listed under the Suggested Page Types group by default, but your organization
may have created other groups through configuration.
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In this example we will create a page based on the page type Standard page on the sample site:

1. Selectthe page in the tree structure where you want the new page. The new page will be created
under the page you have selected.

2. From the context menu in the navigation pane or the add button on the toolbar, select New Page.

3. In Page name, name the page otherwise it will be named “New Page” by default. The page name
will be shown in the tree structure and in the menus.

4. Move the mouse pointer to highlight a page type. The page types are grouped together sug-
gesting the most commonly used. Select the page type Standard page.

5. Start editing directly on the page. The Main body and Secondary body sections are highlighted
editable areas in which you write the information. Toggle all properties editing to format the text,
load images, create links and work with tables in the rich-text editor. The textin Main body will be
displayed in the middle of the page and the text in Secondary body will be shown in the right
column of the page.
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6. Preview with several options, such as media channels. Your changes are automatically saved.
You can continue to work with the page.

7. When you are done, click Publish to make the page accessible to visitors and appear in the
menus. Or, send the page for review by clicking Ready to Publish.

Mot published yet Publish? -~

Last changed by you,
12 seconds ago.

Mot published yet

(O Schedule for Publish
v Ready to Publish

For a description of saving and publishing options, as well as options for undo and redo changes, see
Saving and publishing content.

Content status on the toolbar

When you are editing content in full width, you will see status information in full text on the toolbar as
shown in the following examples:

Changes to be published

2 will be published on Teday 1:40 PAL
The symbol of the pen # means that the content is not available for editing until you cancel the settings,
for example, a scheduled publishing.
When the navigation pane and assets pane are pinned, the toolbar shows the following status symbols of

the content:

A page or a block that has been published will be in Published Version status and
no status symbol is shown.

A page or a block that has been set to Ready to Publish will be in Ready to Publish
status.

%
1

A new page or a block that has not yet been published or set to ready to publish, will
be in Not Ready status.

A published page or a block that has been changed but not yet published, will be in
Not Ready status. It could also has been set to Ready to Publish, if it was not
approved it will be in Rejected status.

X . A page or a block that has been scheduled for publishing:
e New will be in Published status

e Changed will be in Delayed Publish status
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Creating blocks

You can also create a block which is a piece of information, for instance a banner or a news listing, which
can be inserted into the page you are editing. Blocks are useful when you want to reuse and share inform-
ation components on your website. See Blocks for more information on how to create blocks.

Creating content based on other content types

Content can be for instance catalog entries such as products and variants in EPiServer Commerce. The
creation of this type of content is similar to the creation of pages and blocks in CMS. Content can also be
media files such as images and documents managed from the Media tab in the Assets pane, see Assets
— using shared content.

Saving and publishing content

You can preview the page as you are working with it, and your changes are automatically saved. Depend-
ing on your access rights for publishing of pages, you will have different options available. If you are done
editing, submit it for review or publication. Or, continue working on the page.

You can either create a new page or edit an existing page for publishing as described in Working in edit
view and Creating content.

Whenever you start working on a page after it has been saved, you will get a “draft version”. For version
management of blocks, media and pages, see Managing versions.

Using autosave

Autosaved Today 1:10 PM Undo?

€ Revert to Published

When you are working with a page, you can see it being automatically saved through the autosave func-
tion with a system-generated timestamp. Click Undo? to select any of the following options:

e Undo to discard your changes on the content you are editing. If you are editing with the flyout
pane open, click Done and then Undo.

e Redo if you discarded your changes through Undo and want to take them back again.
e Revert to Published to take back the latest published version.

If there are several editors working on the same content, you will work with a shared draft by default,
meaning that your changes are saved in the same version, see Editing a shared draft version. You can
also create a new version.

Publishing a page
Publishing of contentin EPiServer CMS provides different options depending on which specific context
you are working in.

Clicking the combo button expands a drop-down menu containing several options. These options trans-
form according to your access rights and the content version status.
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Changes to be published Publish? -~

<

Publish? -~

Last changed by you, Last changed by you,

2 hours 3 minutes ago. 12 seconds ago.

Mot published yet Mot published yet

Schedule for Publish () Schedule for Publish
Ready to Publish

<

Ready to Publish

Rewvert to Published Revert to Published

Under the publishing button you can see information about when and by whom the page was last
changed and saved. Clicking View on website will take you to view the current published page as your
visitors see it.

Depending on your access rights, you have the following options:

Publish. To use this option you need to have access rights for publishing of pages. When you are
done and select Publish, the button disappears and your changes are immediately visible to vis-
itors. Successful publishing is confirmed by an action feedback and the page is set to Published
version status.

Ready to Publish. Use this option if you want to send the page for review to prepare it for pub-
lishing. This is most often used when you do not have access rights to publish information. Instead
the page can be assigned to another person with access rights to approve pages before they are
published. When you are done and select Ready to Publish, the page will be submitted for
approval and available for publishing by someone with publishing access rights. Even if you are
authorized to publish information, you may want someone to review the page. You cannot make
any changes on a page ready to publish. Once a page is set to as ready to publish, the following
options are available:

- Withdraw and Edit. If you are an editor without publishing rights, select this option if you
have sent a page for review but want to take it back for further editing.

- Approve and Publish. Select this option if you are assigned to approve pages for pub-
lication.

— Reject Changes. Select this option if you are assigned to approve pages for publication. If
you reject the changes, the page will then be set to Rejected version status and the most
recently published version will be displayed to the visitors.
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M Ready to publish Publish? -~

Pending approval

sent by you, Today 12:58 PM

Mot published yet

@ Reject Changes

e Schedule for Publish. You can schedule publishing of a page you have just created as well as an

existing page you have made changes on. Selecting this option opens a window where you select
a date for the publishing of the page to start. Click Schedule for Publish to apply your scheduled
publishing, or select Remove Scheduling and Edit to continue editing. When you schedule a new
page, the symbol of a clock ® will appear in the tree structure.

Normally, pages are continuously updated and never expires, but you can set a date for the pub-
lishing to stop, see Setting a stop date.

Schedule for Publish x

Start
Products

Publish on
|9,f7,fzmz 11:30 AM |v|

1
23455ﬁs

g 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 256 26 27 28 29
30

2011 2012 2013

L ©|11:30am 2|

Cancel

You cannot make any changes on a scheduled page. When you schedule publishing for pages
and blocks, you have an option to create a new draft version. Select Options > New Draft from
Here, and the new draft version opens for editing.

Revert to Published. You can discard your changes of the page you are editing and take back the
latest published version.

Republish. You can select a previously published page version from the Versions gadget and
publish it again by clicking Republish.

Tip You can schedule several versions of pages and blocks for publishing, for example, in a

scenario of managing multiple campaigns and scheduling multiple banner adverts on a land-
ing page. Use New Draft from Here to create another version for scheduling.
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“ Note If two users try to work with the same page simultaneously, the system will display a
warning informing that your changes might be overwritten. To avoid version conflicts, you can
use the feature Permanently Mark as being Edited in the all properties editing view.

“ Note If you try to copy and paste content in the tree structure where you do not have access
rights for publishing, then the pasted content will be created in a draft version.

Setting a stop date

You can select a specific date and time for the content to not be visible to the visitors anymore. This is
done from the all properties editing view.

1. In the Tools drop-down list, select Manage Expiration and Archiving.

2. Selectthe date and time when you want the page or block to stop being published, or select Now
if you want it to apply immediately. You can also type the address where you want the content to
be archived.

Manage Expiration and Archiving

Start » Contact Us
Europeiska kontoret

This content never expires

StopPublish ‘ ‘ v| Now

Archivelink 3 September - G j
>

s om wooT Foo=

2 3 5§ 6 7

9 10 11 12 13 14 15

@ =

16 17 18 19 20 21 22
23 24 25 26 27 28 29

2011 2012 2013

© 12:00amM |%|

3. Confirm that you want the content to stop being published by clicking Save, or discard you
changes by clicking Remove Expiration. When you set a page to stop being published, the sym-
bol of a clock ® will appear in the tree structure.

Manage Expiration and Archiving

Start » Contact Us
European office

This content will expire in 5 days 16 hours 39 minutes [T VRSN =Tl y)

StopPublish ‘ 2012-09-06 10:00 ‘ v| Now
Archivelink | E]
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Previewing
In EPiServer CMS you can preview the content that you are editing through different media channels, for

example, a smart phone.

B+el«as 0 @ m

Start Select a channel No changes to publish | options + | ||
Alloy Plan S S

® Automatic
O Mobile
D Web
View in this resolution
O Automatic
(O standard (1366x768)
O iPad horizontal (1024x768)

(@ iPhone vertical (320x480)

O Android vertical (480x800)

Alloy Plan

Project management has
never been easier! Use Alloy
Meet with Alloy Plan to get the
whole team involved in the
creation of project plans and
see how this commitment
translates into finite and
achievable goals.

You have the following options to preview the content:

Preview. Toggle preview as the visitors would see it live. Click again to jump back to the edit-
orial interface.

View settings. Click the eye symbol and select to preview the contentin any of the following

/8]

view settings:
e Languages. When the view settings menu is open, you can view the page contentin

the current language. If other languages are activated in the editorial interface on the
website, you can select any of these in the drop-down menu and translate the content.

e Visitor groups. You can view the page content as the visitor groups you have created
for the website see it as described in Personalizing content.

e Media channels. Select to view the content as displayed for the presetson the
EPiServer CMS sample site: Automatic, Mobile and Web. Then select the configured
resolution, for example, a large screen or smart phone.

Tip You can combine toggling Preview and View settings.

The preview settings for the presets are “sticky”, meaning that when selecting any of the settings you can
browse several pages and keep that setting activated. You will also keep the preview setting when edit-
ing the page directly on the page, but if you switch over to all properties editing view as well as create
new pages and blocks, the preview will be turned off. If you toggle the eye symbol to release it, the set-
tings for the page will be set back to defaults.

Depending on how the website is configured, the presets can look as shown in the following examples of
the sample site:

© EPiServer AB



286 | User Guide for EPiServer 7.5 Commerce

Select a channel

() Automatic
(@ Mobile

O Web

View in this resolution

(O Automatic

(O Standard (1266x768)

(O 1Pad horizontal (1024x768)
@ iPhone vertical (320x480)

(O Android vertical (480x800)

(") svenska [sv]

Using the rich-text editor

==
- T ..
[ENCEN Sites Tasks edia
. D

Q@ Y ?
- start : =
B Root [’ Alloy Plan B0 For All Sites =

i start Autosaved 4:52 PM [5 Alloy Meet

[} Alloy Plan L= E [ Alloy Plan
[ Alloy Track [ Alloy Track
5 Alloy Meet

[ call to action

[ About us A"OV [ campaigns

& How to bu
v [ Contact portraits
& Campaigns

[ Search ‘AI I oy PI an _ [ customer Zone

Page [ events
Proiect management has never been easier! Use Alloy Meet

= . y
m involved in the creation
C) ® i) - -
i 0 D1 o ymmitment translates into IS startpage
B T |i= i=| styles - e Q @

¥ For This Page

8 Customer Zone
[ News

Planning is crucial to
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increase in delivery of their projects on time, on budget and with minimal risk involved.
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The TinyMCE rich-text editor is where you enter much of the information of the web page, such as text
content, formatting, images, tables and links to other pages or documents.

EPiServer CMS comes with a limited selection of editor functions (buttons) that are normally activated on
the sample site. Your system administrator can define which buttons to be available in the editor by activ-
ating or deactivating them in EPiServer CMS admin view.

The following buttons are available in EPiServer CMS:
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Eﬁ, Insert and editlink Display the link dialog box for insertion or editing of link. It appears
dimmed until you select the text to be included in the hyperlink. See
Creating links.

g5 Remove link Remove a link from the selected text. Itis dimmed until you place the
cursor in the hyperlink.

=] Insertimage Insert an image in the editor area of your page, and change image
properties. See Adding and editing images.

=% Editimage Editan image on your page.

S Insert and edit Insert media content such as video into the editor area of your page.

embedded media See Inserting embedded media.
Insert and edit Insert dynamic content by using content from other pages to update

dynamic content

Insert per-
sonalized content

the page.This means that the information only needs to be changed
in one place for it to be updated on all the pages that use that inform-
ation.

Insert or edit personalized content. It is dimmed until you select the
text to be included in the personalized content. See Adding per-
sonalizing content.

. Cut Cut the selected text and putit on the clipboard.
i Copy Copy the selected text and putit on the clipboard.
a Paste Paste content as plain text from the clipboard to the editor area of

iR
i

Toggle paste as
rich/plain text

your page.

Toggle paste content to the editor area of your page as rich text or
plain text. See Copying text from other programs.

L Paste from Word  Paste content into the editor area of your page with any word format-
ting of content cleaned up.
B Bold Select single words in the text to format it with bold or italic. You can
Italic remove all formatting by selecting the text and then select a style in

Unordered list

the Styles drop-down list.

Place the cursor to create a bullet list of the text.

= Ordered list Place the cursor to create a numbered list of the text.
Styles Displays a drop-down list with available style formats for formatting
text (which reflects the CSS style sheets on the website).
L Undo Undo or redo of previous actions.
Redo
HTML Show HTML Display the HTML code. You can switch to HTML mode and check
source the code and make adjustments to the page.

| Toggle full screen Toggle full screen and normal screen mode when working with large
mode volumes of text and images. Click the button again to restore the
editor area to its original size.
Q Find Search for and replace a text within the editor area of your page.

The rich-text editor in EPiServer also has the following supported functions:

e Drag-and-drop support. You can drag and drop blocks into the editor area as described in Assets
— Using shared content, as well as links as described in Creating links.

e Path and word count. When you click a piece of text in the editor area while editing it, the
HTML tag for the text will be displayed in the Path: section at the bottom left part. For instance, if
you have formatted the text with bold, the Path: section will display "Path: p >> strong". This is use-
ful to check that the text is correctly formatted.
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In the bottom right corner of the editor area, the Words: field displays the actual word count for the
content. This function can be turned off from the administrative interface of EPiServer CMS.

Spell checking. Spell checking is available as an optional add-on in the Add-on Store. To be able
to use this feature, your system administrator must install the add-on as described in the
EPiServer platform documentation. Spell checking can also be done by using the built-in function
of the web browser: Open the text you want to spell check for editing. Place the cursor in the text
and select spell check on right-click. Follow the options available in the browser.

Formatting text

When you edit text in the rich-text editor, you want it to look in a conform style on the website irrespective
of whether you are copying the text from a Word file or writing it from a blank page. Always use predefined
formats in the CSS files to give the website a consistent look and feel, as well as for accessibility and
search optimization reasons.

Copying text from other programs

You can copy text to EPiServer CMS from any program you want. The important thing is to paste the text
in a way to follow the graphical profile of the website. By pasting the text the correct way you will avoid get-
ting formatted text on the page not appearing in the way you wantit to. You have the following options of
pasting text into the editor area:

iy

Lo

Toggle paste as rich or plain text will paste the text as rich text by default. Toggle to paste as
plain text.

Paste from Word will keep the formatting from the Word document. To transform the text format-
ting from Word into the website’s style, for a successful result the headings and body text must be
properly formatted using the available template styles in Word. When you copy text from Word and
paste itinto an page, for example, a "heading 2” in Word will be converted into the "heading 2”.

Tip Publishing from Office is available as an optional add-on in the Add-on Store. To be able
to use this feature, your system administrator must install the add-on as described in the
EPiServer platform documentation.

Toggling paste as rich or plain text

Paste text with the Toggle paste as rich/plain text option as follows:

1.

2
3
4.
5

Select and copy the textin the program you want to copy from.
Select the page for editing.

Click the Toggle paste as rich/plain text button on the editor toolbar.
Use keys Ctrl+v or Cmd+v to paste the text.

Use the predefined styles to format the text.

Pasting text from Word

Paste text with the Paste from Word option as follows:

1.

2
3.
4

Select and copy the text in the program you want to copy from.
Select the page for editing.
Click the Paste from Word button on the editor toolbar.

Use keys Ctrl+v or Cmd+v to paste the contentinto the Paste from Word window.
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5. Click Insert to insert the contentinto the page.

6. Use the predefined styles to format the text.

Formatting text

You can find the available formats in the Styles drop-down list on the editor toolbar, by applying CSS
classes that are predefined for your website. In this way the correct HTML tags will be applied to your con-
tent. To set the style of the content on your website (headings, body text, and more), select the piece of
content to be formatted and then the format you want in the drop-down list. For example, when you format
a text with "Heading 2”, these headings will have a uniform appearance all over the site.

[

i [0

— 3

a— i— —

(5 0 B ||
Styles i
Styles

Heading 2

L
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Heading 3
Intraduction

Image barder

This list can be extended to also contain different classes. You can for instance apply a specific intro-
duction formatting to a text, apply a special table layout or position an image in the top right corner with
the text floating around it.

You can emphasize single words in the text in bold, underlined or italic style by using the toolbar buttons,
assuming that these buttons has been activated through the administrative interface.

To change and add formatting styles on your website and make them available in the editor, check with
your system administrator.

Using keyboard shortcuts

Use the following standard keyboard shortcuts to quickly carry out formatting in the rich-text editor:

Command Shortcut keys Description

Select all Ctrl+a or Cmd+a Press to select all text and images in the rich-text
editor. Useful if you want to cut or copy the con-
tent.

Undo Ctrl+z or Cmd+z

Redo Ctrl+y or Cmd+z

Bold Ctrl+b or Cmd+b

Italic Ctrl+i or Cmd+i

Underline Ctrl+u or Cmd+u

Copy Ctrl+c or Cmd+c

Cut Ctrl+x or Cmd+x

Paste Ctrl+v or Cmd+v Do not paste the text using Ctrl+v directly in the

H1-H6 headings
Paragraph break

Ctrl+1-6 orCmd 1-6

Enter or Control+o

editor area, as this will paste itin with the format it
had in the source program.

Press to get a paragraph break, which often
provides extra space between the paragraphs
(depending on how itis defined in the CSS file). A
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Command Shortcut keys Description

paragraph break will generate a </p> tag in the
HTML code on your web page.

Line break Shift+Enter Press to get a line break, which provides none
additional space between the lines. A line break
will generate a </br> tag in the HTML code on
your web page. ltis better to use the paragraph
break instead.

Note Depending on specific plug-in customizations in your implementation, and also on the
browser you are using, certain shortcuts may not work properly as described.

Adding tables

Tables are used for organizing data in rows and columns to get a better overview of the information. The
toolbar buttons for tables are notincluded on the EPiServer CMS sample site, which means that your sys-
tem administrator must add them from the administrative interface.

When you insert a table, you select the number of rows and columns for the table. You can also define the
appearance of the table, preferably by using predefined CSS table classes, but you also have the option
of setting the properties manually.

Predefined CSS table classes will ensure that the tables will have a uniform appearance on the website,
and this also the easiest way to format tables. Check with your system administrator to find out what
applies for your website.

Creating a table

Create a table as follows:

1. Place the cursor where you want to insert your table.

2. Click the Inserts a new table toolbar button to open the Insert/Modify table dialog box. Under the
General tab you can work with general settings for the table.

3. In Cols and Rows, set the number of columns and rows.

4. In Cell padding, you can define the space in pixels between the text in the cell and the cell bor-
ders. This is only necessary if you do not use a CSS class for table formatting.

5. In Cell spacing, you can define the space in pixels between the cells in the table. This is only
necessary if you do not use a CSS class for table formatting.

6. In Alignment, you can define the position of the table, in case the table width does not take up the
entire available space.

7. In Border, you can set the weight of the table border in pixels. Use this option if you want a table
border and are not using CSS classes to format your table. Default value is zero.

8. In Width, you can set a fixed width for the table in pixels. If you do not specify a value here, the
width of the table will adapt to the content using the full available space.

9. In Height, you can set a fixed height for the table in pixels. Most often the height of the table is con-
trolled by the content, allowing the table to expand downwards.

10. In Class, you can specify a preset formatting to use for the table. Select an appropriate CSS table
class from the drop-down list.
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11. In Table caption, select to insert a table caption space for the table. The table caption allows you
to enter a table heading above the table.

12. Click Insert to insert the table into the page. Continue by entering the table data into the table
cells. You can move between the table cells using the arrow keys or the tab key.

13. When you are done, save the page.

Formatting the table header
To format the table correctly, you need to define the header of the table. For accessibility reasons, itis
important to separate header cells from data cells when the table data is interpreted. You can format the
header row manually by applying for instance bold formatting to the header row text, but this will result in
an incorrect formatting of the table.

1. Open the table for editing and place the cursor in the first header row.

2. Select Table cell properties in the Toolbar.

3. In Cell type, select Header from the list. This will resultin a <th> HTML tag for the header cell.
4. In Scope, select Column from the list to set the header for the entire column.
5

Select Update all cells in a row in the drop-down list to apply the same properties to all table cells
in the header row.

°

Click Update to update the information for the table.

7. Save your changes. If you use CSS classes for formatting tables, you may see that table header is
now updated with a specific header formatting.

Deleting a table
To delete a table, place the cursor in a table cell and select the Delete table ¥ toolbar button.
Organizing the table

You can reorganize the data or create more complex table structures, for example, by merging and split-
ting cells, as well as inserting and deleting rows and columns.

Merging cells

Merge cells in a table as follows:
1. Open the table for editing, place the cursor in one of the cells that you want to merge. This will be
cell number one in relation to the cells that will be merged.

Select Merge table cells 1.

In Cols, type the number of cells you want to merge. For instance 2 if you want to merge two cells.
You can merge any number of cells as long as the cells are next to each other in the table. The
merge will occur to the right of the selected first cell.

4. In Rows, type the number of rows where you want to merge the cells. For instance 4 if you want to
merge two cells on the nearest four rows. The merge will occur downwards counting from the first
selected cell.

5. Click Update to merge the cells.

Splitting cells

Split cells in a table as follows:

1. Open the table for editing, place the cursor in the cell you want to split. Note that you can only split
cells that have previously been merged.

2. Select Split table cells 1.
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Changing the number of rows and columns

Insert and delete rows and columns in a table as follows:

'}_H _”';J 111-' Insert and delete columns. Place the cursor to insert columns before and after the
selected column, and you can also delete a selected column.

= 3 =, Insertand delete rows. Place the cursor to insert rows before and after a selected row,
and you can also delete a selected row.

- -
— Ha -

Changing table properties

__,I? Once you have created a table you can change it and tailor it to your requirements. In the Inser-

t/Modify table properties dialog box you will work with properties that affects the entire table such
as the size of the table and its position on the page. When you are done, click Update to save the
changes.

If you are using predefined CSS classes to format tables, rows or cells, be aware that additional format-
ting added “manually” on top of the predefined formatting, may be overridden and will not apply.

General tab
The General tab contains the following boxes:
o Cols/Rows. Set the number of columns and rows in the Cols and Rows fields.

e Cell padding. Define the space in pixels between the text in the cell and the cell borders. This is
only necessary if you do not use a CSS class for table formatting.

e Cell spacing. Define the space in pixels between the cells in the table. This is only necessary if
you do notuse a CSS class for table formatting.

o Alignment. Define the position of the table, in case the table width does not require the entire
space available. Select Center, Left or Right.

e Border. Set the weight of the table border in pixels. Use this option if you want a table border and
are not using CSS classes to format your table. Default value is zero.

e Width. Set a fixed width for the table in pixels. If you do not specify a value here, the width of the
table will adapt to the content using the full available space.

e Height. Set a fixed height for the table in pixels. Most often the height of the table is controlled by
the content, allowing the table to expand downwards.

e Class. Selectan appropriate CSS table class from the drop-down list.

e Table caption. Insert a table caption space for the table so you can type a table heading above
the table.

Advanced tab
The Advanced tab contains the following boxes:
e ID. Type the ID number for the table for accessibility purposes.
e Summary. Type a description of the table content for accessibility purposes.

e Style. View the current settings for the table. This option can be used to set style attributes, over-
riding values specified in CSS classes. Normally you should use CSS classes, but if you want to
apply a special style settings only used on this element, you can use this option.

e Language code. Define a language here if the content of the table is in a differentlanguage than
the rest of the page. Enter the standard language code format, for example it (ltalian), es (Span-
ish), en (English) etc.

e Background image. You can select a background image to be applied to the entire table. Click
the Browse button to the right of the field to select an image in the media library. Click OK to add
the image to the table.
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Frame. Specify which parts of the outside borders that should be visible. Refer to accessibility pro-
gramming standards for explanation of the attribute values.

Rules. Specify which parts of the inside borders that should be visible. Refer to accessibility pro-
gramming standards for explanation of the attribute values.

Language direction. Define the language direction for the table, if this is different for what applies
to the page.

Border color. Select a border color for the table. You can select colors using the options Picker,
Palette or Named, depending on your preferences. Click Apply to add the color selection to the
table.

Background color. Select a background color for the table. You can select colors using the
options Picker, Palette or Named, depending on your preferences. Click Apply to add the color
selection to the table.

Table row properties

In the Table row properties dialog box you can control settings that will apply to a specific row of a
table. For instance, if you want to apply red background color to certain rows in a table, you will use

the Table row properties dialog box. When you are done, click Update to save the changes.

General tab

The General tab contains the following boxes:

Row in table part. Set the number of columns and rows in the Cols and Rows fields.
Alignment. Define the position of the textin the cells of the table row.

Vertical alignment . Define the vertical position of the textin the cells of the table row.
Class. Select an appropriate CSS table class from the drop-down list.

Height. Define a specific height in pixels for a specific row of a table.

Update current row. When you make changes to table rows, you can decide where to apply the
changes:

— Update current row (the selected row)
— Update odd rows in table
— Update even rows in table

— Update all rows in table

Advanced tab

The Advanced tab contains the following boxes:

ID. Type the ID number of the table row for accessibility purposes.
Style. View the current settings for the table row.
Language direction. Define a language direction here if this is different from the rest of the table.

Language code. Define a language code here if the content of the table row is in a different lan-
guage than the page. Enter the standard language code format, for example it (Italian), es (Span-
ish), en (English) etc.

Background image. Select a background image to be applied to a table row, and click OK to add
the image.

Background color. Select a background color for a table row.
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Table cell properties

£

In the Table cell properties dialog box you can control settings that will apply to a specific cell of a
table. For instance, if you want to apply a yellow background to a certain cell in the table, you will

use the Table cell properties dialog box. When you are done, click Update to save the changes.

General tab

The General tab contains the following boxes:

Alignment. Defines the position of the textin the cell.
Vertical alignment . Defines the vertical position of the text in the cells of the table row.

Cell type. Define if the contentin the cell is data or belongs to a header, select option Data or
Header. This is used for applying correct formatting to a table, but also for accessibility purposes.

Scope. Define whether the cell is a row cell or a column cell, for those cells that are columns head-
ers or row headers for accessibility purposes.

Width. Define a fixed width in pixels for a specific cell in a table.
Height. Define a fixed heightin pixels for a specific cell in a table.
Class. Select an appropriate CSS table class from the drop-down list.

Update current cell. When you make changes to table cells, you can decide where to apply the
changes:

- Update current cell (the selected cell)
— Update all cellsin a row

— Update all cells in table

Advanced tab

The Advanced tab contains the following boxes:

ID. Type the ID number for the table cell for accessibility purposes.
Style. View the current settings for the table cell.

Language direction. Define a language direction for the cell here, if this is different from the rest of
the table.

Language code. Define a language code here if the content of the table cell is in a different lan-
guage than the rest of the table. Enter the standard language code format, for example it (ltalian),
es (Spanish), en (English) etc.

Background image. Select a background image to be applied to a table cell, and click OK to add
the image.

Border color. Select a border color for the cell. You can select colors using the options Picker,
Palette or Named, depending on your preferences. Click Apply to add the color selection to the
table.

Background color. Select a background color for a cell.

Adding dynamic content

Dynamic content can be added to a page by retrieving it from different fields on a page. For instance the
content can come from the “main body” field (the editor area on a page), or from the saved date.

Tip To reuse content, consider using blocks instead as described in Assets — Using shared
content.
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An example of the usage of dynamic content is to display company facts and figures that will be reused
on several pages on a website. You may want to show information about your sales revenue over the
past three months.

In addition, you can combine dynamic content with a visitor group as described in Personalizing content.

Adding dynamic content from a page property

Add dynamic content from a Page Property as follows:

1. Open the page or block that you want to contain the dynamic content and click the Dynamic con-
tent button £/ on the editor toolbar.

2. In the Dynamic content window, select the plug-in that you want to use as a base for your
dynamic content. The Page property plug-in is included in an EPiServer CMS standard install-
ation and is used in this example.

3. In Page to insert content from, select the page in the tree structure from which you want to dis-
play the data.

4. In Property to insert content from, select the property on the page that you want to display data
from. In this example we will fetch data from the Main body property of a page.

5. In Personalization settings, you can click + to select the visitor group you want to have access to
the dynamic content. Optional.

Dynamic Content

Dynamic Content

Type Page property v
Description Inserts the content from a specific property on a
selected page
Settings
Page to insert content from
Property to insert content from
Teaser text v
Personalization Settings
Select the wisitor group(s) that should see this content
No group selected o=
Personalization groups are used to group personalizg
no visitor groups Select Visitor Groups
[lnclude in a personalization group
W Aloy Track for free o
As an option, you can display fallback content to vi
do so, include the fallback content in a personalizal
field empty.
2
OK | | Cancel

© EPiServer AB



296 | User Guide for EPiServer 7.5 Commerce

6. Click OK. The dynamic contentis displayed as a box in the editor area. When this property is
updated, all dynamic instances of the property in the content will be automatically updated.

Alloy Track

Rooiocto booccs o sokocaol Bfo—-—'e with well-defined stages. Progress
= i [0 ® UM |naking sure that your project is on-track and
B 7 |:Z i=| styles || e Q = [d.

From start-up meetings to final sign-off, we have the
solutions for today's market-driven needs. Leverage your
assets to the fullest through the combination of Alloy Plan
Alloy Meet anjd Alloy Track

Sales figures are just a click away. Alloy Track lets you
monitor business metrics at each stage of your project to
make sure that you get the highest possible ROI

IEI Page property

From page: Contact us [38] Property: Teaser text

[ s#e [ Aoy Track for free ]
Get a free license!

Right now you have the possibility to download a full version Alloy Track for free

7. Preview the content.

8. Publish.

Editing dynamic content
You can cut, copy and paste dynamic content boxes in the editor area, just as you can with any other
objects. When you have opened the page containing the dynamic content box, you can edititin the fol-

lowing way:
1. Selectthe “box” with dynamic content in the editor area, and click the Dynamic content toolbar
button .

2. Make your changes to the dynamic content and click OK.

3. Publish.

Note Cut and copy for a dynamic content box in the editor area may work differently depend-
ing on the browser you use. You may have to use either the cut and copy editor toolbar but-
tons, or the right-click cut and copy of your browser, instead of the keyboard keys. If you have
trouble placing the cursor immediately before or after a dynamic content box in the editor
area, try using the keyboard arrow keys instead of the mouse.

Deleting dynamic content
Select the dynamic content box you want to delete and click Delete.
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Creating links

When you edit a page or block, you can link to another content, this can be external assets and content
on the website. About how to insert pages and blocks on a page, see Assets — Using Shared Content on
a Page.

In EPiServer CMS you can work with links mainly in the following ways:

e Link collection is an area (property type) that has been defined in the content type, where you can
add and edit a group of links, for example, see the footer on the start page on the sample site. ltis
a quick way to add and rearrange links to pages and media on the website through drag and
drop, and works in a similar way as for a standard content area.

e Rich-text editor is a way to create links on all content types containing a rich-text editor area, and
that might not have a link collection area. To insert links using the rich-text editor, see the following
sections:

- Content on the website
- Documents

- E-mail addresses

- Images

— Anchors to specific sections on a web page

Tip For accessibility reasons (for example, people who are visually impaired) it is important to
describe the link in words by typing a text in the Title box.

Linking to content using a link collection area

To link to pages, blocks and media, you can drag and drop it to a link collection area. In the dialog you
can also create links by entering e-mail and external source, such as a document on an another website.

Creating and editing a link collection
Create and edit the link collection as follows:

1. Select the page where you have the link collection.

2. Click one of the highlighted areas with links on the page.

The Company News & Events
About us Events
MNews & Events Press Releases

Management
Contact us
Become a reseller

3. When the flyout pane appears, you can drag a page or media item (image, document, video) to
the link collection area, or clicking Create a new link.
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4. You can rearrange the links by moving and removing them through drag and drop in the flyout
pane, or using the context menu.

NewsPagelinks
& [ Events
@& [} Press Releases
& [ About us

1+ Move Up

+ Move Down

You can drop pages and media here.
You can also create a new item. B Remove

Done

5. Select Edit in the context menu to edit the link settings. The content name will be displayed in the
link, but you can rename it if you want. Here you can also change other settings, for example,
selecting that the page should open in a new window or selecting another link type “E-mail” and
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entering an e-mail address instead. Click OK.

Edit a link

Text Alloy Plan
Title
Open in Cpen the link in a new window | +

Pages Alloy Plan 8 %]
@ Media logotype.png 53 Q..

Email

External link

| oK | | Delate | | Cancel |

6. When you are done, publish the page in any of the ways as described in Saving and publishing
content.

Deleting a link in the collection
Clicking the Delete button will remove the link. You can also remove content on the website by clicking

Linking to content using the rich-text editor

To add and edit links to pages, media, e-mail or external links, you can use the following buttons in the
rich-text editor toolbar:

Insert and editlink Display the link dialog box for insertion or editing of link. It is dimmed

]
until you select the text to be included in the hyperlink.

g5 Remove link Remove a link from the selected text. Itis dimmed until you place the
cursor in the hyperlink.

Linking to a page

You have the following options to link to a web page:

Linking to a page on your website through drag and drop

Create a link to a web page on your website by drag and drop as follows:

1. Open the page in the editor area to which you want to insert the link.

2. You have the following options to create a link:

e Drag the page from the tree structure to your page in the editor area and drop it. The page
name will form the link.
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3.

e Selecta piece of content (an image or a text) in the editor area that you want to act as the
link, and drag the page from the tree structure and drop it over the selected contentin the
editor area.

When you are done, publish your changes.

Tip Another way to link to your contentis to use drag and drop pages and blocks as described
in Assets — Using shared content on a page. This kind of content can contain links to pages on
your website.

Linking to a page on your website

Create a link to a web page on your website as follows:

1.

2
3.
4

o

Select the text that will form the link.
Select Insert/edit link.
In Title, type the text that will be shown as a tooltip to the link.

In Open in, select how the link is to be opened. If nothing is selected here, the link will open in the
same window.

Select Pages, browse the page you want to link to in the tree structure, click OK.

If you are using multiple languages on your website, you can select language for the page. Under
Language you can select which language version of the page will be shown. Select the language
from the list, or select the Automatic option. If you choose the latter option, which is most common,

the visitor is automatically directed to the language version they are using.

Click OK.

Tip If you have trouble finding the page you want to link to, you can use the search function at
the top of the dialog. Enter the entire or part of the page’s name or the page’s ID number and
select Search.

Linking to a page on another website

Create a link to a web page on another website as follows:

1.

2
3.
4

6.

Select the text that will form the link.
Select Insert/edit link.
In Title, type the text that will be shown as a tooltip to the link.

In Open in, select how the link is to be opened. For external links, itis recommended that you
open the page in a new window.

Select External link and enter the web address (URL) you want to link to, an external website,
page or document. Valid external links contain the prefix http, https, fip and file, for example,
http://externaldomain.com.

Click OK.

Linking to a media file

You can create links to media and documents on the website, which are available on the Media tab in the
assets pane. You can also link to media and documents on a file server or on another website. You can
link to any type of document formats.

Depending on the type of document, and the settings of the computer from which a link is opened, the
behavior will vary. For instance, if you download a Word document and you have Word installed on your

© EPiServer AB



Managing content | 301

computer, the application will be launched and the document will be opened inside Word. If Word is not
installed, you will be prompted to save the file. On public websites, the pdf file format is often used since
these files can be opened and displayed directly in the web browser.

Linking to a document on your website through drag and drop

Create a link to a document by dragging and dropping i directly from the Media tab to a content area as
follows:

1. Open the page and select the document you want to insert, drag it from the media library and drop
itin the editor area of the page. The document file name will form the link text, you can change this
later if you want.

2. To change the link properties, select the link and click the Insert/edit link button in the editor tool-
bar, click OK.

Linking to a document on your website

Create a link to a document on your website from the Media tab as follows:

1. Selectthe text that will form the link.

2. SelectInsert/edit link.

3. InTitle, type the text that will be shown as a tooltip to the link.
4. In Openin, select how the link is to be opened.
5

Select Media, browse the page you want to link to in the folder structure, click OK.

Linking to a document on a file server

Create a link to a document file server (for example, on the local network) using the rich-text editor as fol-
lows:

1. Select the text that will form the link.

2. SelectInsert/edit link.

3. InTitle, type the text that will be shown as a tooltip to the link.
4. In Open in, select how the link is to be opened.
5

Select Media and enter the path to the file you want to link to. Enter the complete path with the
computer name, and the entire folder path ending with the file name, including the file extension.

6. Click OK.

Linking to a document on another website
Create a link to a document on another website as described in Linking to a page on another website.
Linking to an e-mail address

Creating a link to an e-mail address gives visitors the option of sending e-mails directly. When a visitor
clicks on the link, their e-mail client opens and the address that you have specified is automatically
entered in the address field of the e-mail.

Create a link to e-mail address as follows:

1. Select the words that will form the link.

2. SelectInsert/edit link.

3. InTitle, type the text that will be shown as a tooltip to the link.
4

Select E-mail, enter the e-mail address and click OK. The “mailto:” prefix will be added auto-
matically.
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Creating a link from an image
You can create a link from an image, for example, to another web page. You can also create thumbnail
images in the EPiServer CMS image editor and link them to display the images in a bigger size. Create a
link from an image as follows:

1. Selectthe image that you want to create a link to.

2. SelectInsert/edit link. Depending on the type of link you want to create, select the appropriate tab
Pages, Media or E-mail.

3. In Title, enter the text that will be shown as a tooltip to the link.

4. In Openin, select how the link is to be opened. For external links, itis recommended that you
open the page in a new window.

5. Select OK.

Creating an anchor

An anchor (also called bookmark) is a link to a place on the same page. Anchors are useful when you
have a long text which you want to divide into sections. The reader can then use the links to jump
between the sections. A typical example is a table of content, where each section is an anchor link. You
can also create an anchor link from each section to go back to the top of the page.

When adding anchors, you first create the anchor so that you can selectitin step two, where you create
the link to the anchor.

Step I: Inserting an anchor
Insert an anchor on the page as follows:
1. Select the text where you want to place an anchor.

2. Select Insert/edit anchor L from the editor toolbar.
3. In Anchor name, type a name for the anchor. Avoid using any special characters or spaces.
4

Click Insert.

Step 2: Adding a link to anchor
Create a link to an anchor as follows:
1. Select the text that will form the link.

2. Select Insert/edit link ™

Edit Link

Title

Open in

Pages
Media

Email
Externallink

@ i} g
Anchor Anchorexample -

OK H Delete H Cancel
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In Title, type the text that will be shown as a tooltip to the link.

3

4. In Open in, select how the link is to be opened.

5. Select Anchor and the anchor item you want to link to (all the anchors on the page are listed).
6

Click OK.

Changing an anchor

Change the anchor as follows:

1. Select the anchor you want to edit.

2. SelectInsert/edit anchor from the editor toolbar.
3. In Anchor name, edit the anchor text.
4

Click Update.

Removing an anchor
Remove the anchor as follows:

1. Selectthe anchor you want to remove.
2. Press Delete or Cmd+Delete on your keyboard.

3. Update links that are pointing to the anchor that has been removed.

Using other link types

In case the page type does not have the link collection property or the rich-text editor, it might contain the
URL property. This property is only available in the all properties editing view.

The following example shows a property that only can contain an image:

Pagelmage AlloyPlan.png 60 <] | |

Linking to catalog content

The Link tool in EPiServer is available from the foolbar in the rich-text editor. Using the link tool you can
create links to for instance documents and other web pages and websites. In Commerce, the link tools
has an option where you can create links to products or variants in the product catalog.

Create link

Tide Audio CD format

Open in Open the link in a new window | -
Page
Media

@ Catalog content m| %I
E-mail

External link

Anchor
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Adding a product link

Do the following to create a link to an item in the product catalog:

1. In the rich-text editor, select the text, files or images where you want to add a link.
2. Select the Insert/edit link tool in the toolbar.

3. Inthe Create link dialog, select the Catalog content option and click to access the catalog con-
tent. Expand the catalog, select the desired entry to link to and click OK.

4. Enterthe link title and target frame if needed and click OK.

Adding and editing images
Unlike many other computer applications, a web page does not embed images. Instead, it uses a link to

the image and location in the media library where the image is stored. To display images in content they
must be available in the media library on the Media tab.

The Image Editor in EPiServer provides basic image editing features such as cropping, resizing and
transforming. The edited image file can either be saved as a copy, or replace the original file.

You can access the image editor in the following ways:
e From the Media tab in the assets pane.

e From the rich-text editor. Here you can also edit the image properties, for example, apply a CSS
class to the image.

In the rich-text editor, you can work with the following image editing tools:
L] Click to insert or edit an image for the content, or to change image properties.

|=  Click to access the image editor to change the image file.

Adding an image through drag and drop

Insert one or several images by dragging and dropping them directly into a page as follows:

1. Editthe page, and select the Media tab.

2. Selectthe image you want and drag it where you want it on the page.

/Global/Alloy%:20Meet/AlloyMeet.png
AlIOY

Adding an image through the rich-text editor

Insert an image into a page as follows:

1. Place the cursor in the editor area of your page where you want to insert your image.
2. Click the Insert/edit image button = on the editor toolbar.

3. InImage description, type a description of the image.
4

In Title, type a title for the image to be displayed when the mouse pointer is moved over the
image.

o

In the Media window, select the image in the tree structure. Insert the image by clicking OK.

6. Click Insert and the image will be linked to the page.
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Tip For accessibility reasons (for example, people who are visually impaired) itis important to
describe the image in words by typing a textin the Image description box.

Editing an image through the rich-text editor

The easiest way to edit an image through cropping, resizing and transforming is on the Media tab, but you
can also use the rich-text editor, see Managing media. There you can also remove or replace an image in
the media library.

Edit the image as follows:

1. Selectthe image on the page you want to change.

2. Click the Image Editor button =4 on the editor toolbar and make the changes to the image.

3. When you are done, save the image as a copy or replace the original file.

Tip You should always try to have as small file size for images as possible on web content to
avoid long downloading times. Therefore compress the image to a smaller file size by crop-
ping or resizing it. Web pages often have a limit for how wide the images can be (usually
around 500-600 pixels), check this with your system administrator. For cropping and resizing
images itis also possible to select predefined sizes from the Preset list, defined by the system

-

administrator in the web.config file of your website.

Changing image properties
Change the way an image appears by changing its properties as follows:

1. Selectthe image you want to change in the editor area.

Click Insert/edit image button = on the editor toolbar.

On the General tab, you can change the Title and Image description. Click Update to save your
changes.

4. On the Appearance tab, you have the following options of positioning images in relation to text:

a. In Dimensions , you can change the display size of an image. Ensure that Constrain pro-
portions is selected in order to keep the image proportions. Enter the width of the image in
pixels, and the height will be changed accordingly. Note Be careful with this option, it may
cause the page to load slowly.

b. In Class, selecta CSS class if any are available for positioning images on your website.

Or, select an option in Alignment to manually position the image.

c. InVertical space and Horizontal space, add a value in pixels for the space between the
image and the surrounding textif itis not handled by the CSS class. Imagine that you have
a large amount of text on a page and want to place an image in the top right corner with
the text floating around it with some space padding between the image and the text. The
preview window allows you to see the result of the different options you choose.

d. In Border, add a value in pixels for the image border if it is not handled by the CSS class.
e. Click Update to save your changes.

5. On the Advanced tab, you can change any of the following:

a. Select Alternative image to add differentimages for mouse over and/or mouse out.
Browse to select the images in the media library. For best results, these images need to
have the same size proportions in pixels.
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In ID, you can set a unique identifier for the image. The ID can be referenced by style
sheets or by a JavaScript providing additional functionality.

In Language direction, you can set the language direction (left to right or right to left) for
the description, title and other text attributes specified for the image.

In Language code, set the desired language, for example, if you have an image showing
contentin a different language than the actual page. Enter the standard language code
format, for example it (Italian), es (Spanish), en (English) etc.

In Image map you can associate an image map with the image. Image maps are used to
map certain areas of an image to links or other actions. There is currently no built-in way to
create image maps in TinyMCE.

In Long description link, type a link to provide a longer image description than what fits in
the description field. Note that most visual browsers do not support this feature, this is
primarily an accessibility feature.

Click Update to save your changes.

Tip You should always try to have as small file size for images as possible on web content to
avoid long downloading times. Therefore compress the image to a smaller file size by crop-
ping or resizing it. Web pages often have a limit for how wide the images can be (usually
around 500-600 pixels), check this with your system administrator. For cropping and resizing
images itis also possible to select predefined sizes from the Preset list, defined by the system
administrator in the web.config file of your website.

Inserting embedded media

You can insert embedded media into your web pages, such as video or Flash animations. Just as with
images, the embedded media must be available on the Media tab to be able to link to the media file as
described in Managing media. The most common file formats are supported on the EPiServer CMS
sample site. For a detailed description of other formats such as Quicktime, Windows Media and Real
Media, please refer to available accessibility coding standards.

Depending which type of media you select on the General tab, the attribute options will vary
on the Advanced tab. For a more detailed description of Flash movie attributes, please refer
to available accessibility coding standards.

Insert embedded media as follows:

1.

6.

Place the cursor in the editor area where you want to insert your image.

Click the Insert/edit embedded media image button i1 on the editor toolbar.

In Type, select the type of media and associated format, for instance Flash, Quicktime or Windows
Media. Flash is selected by default.

In File/URL, browse to select the media file in the File Manager.

In Dimensions, set the dimensions of the movie in pixels. Ensure that Constrain properties is
selected to keep the proportions of the movie.

Click Insert and the media will be linked into the page.

Advanced settings

By selecting the Advanced tab, you can work with advanced media settings (background color, align-
ment and options for the display of media) as follows:
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Advanced options
1. InID, you can set a unique identifier for the media. The ID can be referenced by CSS style sheets
or by a JavaScript providing additional functionality.
2. In Align, position the display of the media on the page.

3. In Background, select a background color for the media by using the following options: Picker,
Palette or Named.
Click Apply to apply the background.

4. InV-Space and H-Space, enter the horizontal and vertical space in pixels to surrounding objects.

5. Click Update to save your changes.
Flash options

1. In Quality, set the quality for the Flash movie to display. Specifies how to prioritize playback speed
and appearance.

2. In Scale, set the scale to specify how the movie should adapt when displayed in a specified area.

3. In WMode, set the Window Mode property of the Flash movie for transparency, layering, and pos-
itioning in the browser.

4. In SAlign, specify how the movie should align in the browser window.

5. Selecting Auto play will make the movie to be played automatically when the page is opened.

6. Selecting Loop will make the movie to repeat indefinitely or stop when it reaches the last frame.

7. Selecting Show menu will make the menu to be displayed.

8. Selecting SWLiveConnect will make the browser to start Java when loading the Flash Player for

the first time.

9. In Base, specify a base directory or URL used to resolve all relative path statements in the Flash
Player movie. This attribute is helpful when your movies are keptin a different directory from your
other files.

10. In Flashvars, set the root level variables to be sent to the movie.

11. Click Update to save your changes.

Managing versions

EPiServer allows you to work with version management. A page or a block that has previously been pub-
lished and then changed, will be saved as a new version. When you are working on a page or a block,
you might want to see its version status. Managing versions give you the opportunity to access and repub-
lish older versions and more.

If there are several editors working on the same content, you will work with a shared draft by default,
meaning that your changes are saved in the same version, see Editing a shared draft version. You can
also create a new version.

You can see and manage page versions in the following ways:
Content status on the toolbar

When you are editing content in full width, you will see status information in full text on the toolbar as
shown in the following examples:

# Will be published on Teday 1:40 PM
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The symbol of the pen 2 means that the content is not available for editing until you cancel the settings,
for example, a scheduled publishing.

When the navigation pane and assets pane are pinned, the toolbar shows the following status symbols of

the content:

A page or a block that has been published will be in Published Version status and
no status symbol is shown.

A page or a block that has been set to Ready to Publish will be in Ready to Publish
status.

%
1

A new page or a block that has not yet been published or set to ready to publish, will
be in Not Ready status.

A published page or a block that has been changed but not yet published, will be in
Not Ready status. It could also has been set to Ready to Publish, if it was not
approved it will be in Rejected status.

X . A page or a block that has been scheduled for publishing:

o New will be in Published status

e Changed will be in Delayed Publish status

Versions gadget

You can see a list of versions for pages or blocks and manage them from the Versions gadget, where
you also can manage language versions.

Versions

Status Saved By

Draft Today 10:55  you
Al

Delayed Today 10:54  you

Publish Al

Draft Today 10:54  you
Al

Set as Primary Draft

W Delete Version

Delete All Swedish Versions

= G-

A page can have the following status in the version list:
e Published Version is the most recently published page version and displayed to the visitors
e Previously Published is a page version that was published before the latest published page
e Not Ready is a saved page draft but not yet published
e Ready to Publish is a page waiting to be published by anyone with access rights
¢ Rejected is a rejected page draft that has been replaced by the Published Version

e Delayed publish is a page thatis set to be published at a certain time
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L1 Tip Clicking Options > View on website will take you to view the current published page as
your visitors see it.

The number of versions stored for a page is controlled by a systems setting done by the system admin-
istrator.
Editing a shared draft version

If you are several editors working with a page, you will automatically work on a shared draft by default.
You can create new page versions, and you can choose one of these page versions for all to continue
working with by selecting Set as Primary Draft.

The shared draft has the symbol ®.

When you schedule publishing for pages and blocks, you have an option to create a new draft version.
Select Options > New Draft from Here, and the new draft version opens for editing.

Tip You can schedule several versions of pages and blocks for publishing, for example, in a
scenario of managing multiple campaigns and scheduling multiple banner adverts on a land-
ing page. Use New Draft from Here to create another version for scheduling.

Editing a version

Select the content version you want to edit from the version list, and make your changes as described in
Working in edit view.

Deleting a version

You can delete a single version of content you do not want to keep by selecting Delete Version from the
context menu. Confirm the deletion. Note that this action cannot be undone.

Versions
Language | Status Saved By

SV Today you
Published 10:17 AM

sv Previously Today you
Published 10:17 AM

en Today 6:40 installer
Published AM

W Delete Version

Delete All Swedish Versions

= -

L1 Tip If you do not want it to be possible to delete older page versions in the version list, the
delete access rights can be disabled from admin view.

L1 Note You cannot delete a published page version, as well as you cannot delete a recently cre-
ated page in a unpublished version.

Republishing content
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When you republish a page that has been published before, for traceability reasons a new version of that
page will be created even if no actual changes has been made to the page.

The republished page will get a new timestamp under Saved in the version list.

Managing language versions

You can see a list of versions for pages or blocks and manage them from the Versions gadget, where
you also can manage language versions.

By default all language versions are displayed with a language code in the version list. If you only want to
see the versions for a particular language you have selected under the Sites tab, select Show Content in
[language] Only from the Versions gadget.

Versions

Language Status Saved By

5V Today you
Published 10:42 AM

en Today installer
Published 10:34 AM

Show Content in swvenska Only

== G-

Tip Clicking any of the header columns in the Versions gadget makes it possible for you to
sort versions in ascending or descending order, by status, language and more.

Personalizing content

EPiServer CMS has a feature called Personalization, which is a way to adapt the content on your website
to particular groups of your audience. As an editor you can design information on your website to suita
specific visitor group (market segment).

To target your content you simply select any content on a page — a block with a banner, an image, a text,
or a shared block — and select which groups that are to be allowed to see it.

You can show different content on the front page to returning versus new visitors. Target easy links to
your products for potential customers, or, present the address of the sales office closest to the visitors from
one country.

You can watch videos about the personalization feature on YouTube.
Creating personalized content work procedure
Create personalized contentin the following steps:
1. The system administrator creates visitor groups. Also the administrator can set up access rights for
a visitor group to a page and its files.

2. The editor selects the content to personalize, and selects visitor group. Previews the personalized
content, publishes or continues to work with the personalized content. Personalize contenton a
page with any of the following options:
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e Using the content area

e Using the rich-text editor

3. The system administrator can enable statistics when creating the visitor group, so that the editor
can add the Visitor Group Statistics gadget to follow how many visitors have visited a page with
personalized content.

Personalizing content using the content area

Select the content you want to personalize and select one or several visitor groups.
Personalizing a block
Personalize a block as follows:
1. Create and drag the block to a page as described in Assets — Using shared content on a page.

2. Selectthe block you want to personalize, and select Personalize from the context menu.

MainContentArea

¥ & Personalized Group =-

Drop more content here
Everyone sees
B alloy Meet jumbotron

~ & Personalized Group

Drop more content here

First-time visitors from Sweden sees

Who can see this content?

B alloy Plan teaser =

Alloy Track for free

First-time visitors from Sweden = Alloy Track teaser

) Everyone FAHOY Meet teaser

You can drop pages and blocks here, or create a new
block

3. Selectone or several visitor groups. You have the following options:

e [Visitor group name] means that the content will only be shown for these visitor groups
you have selected. It means that the content will be hidden from all other visitors who do
not match the criteria. If you have several blocks that match a visitor group, only the first
matching block will be shown.

e Everyone means that the content will be shown to all visitors (and all visitor groups). Place
this block last in the list of personalized content as fallback content for the visitors who do
not match any of the criteria.

4. You can group blocks to be seen by a specific visitor group by dragging and dropping them into
that area. Place the blocks in the list of personalized content in a suitable order to achieve desired
results. Example:

Place the block for Visitors from Sweden as first, Visitors from Europe as second, and Every-
one as the last.
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5. Preview the content as a visitor group.

6. Publish.

All blocks with personalized content has the following icon next to the block options:

Events =]

Note Personalization of a block only affects it on that particular page where itis used.

Removing personalization
In the flyout pane > Personalized Group section, drag the content you want to remove personalization to
outside the personalized group section. Or, select the context menu > Move Outside Group.

Personalizing content using the rich-text editor

Select the piece of contentin the rich-text editor you want to personalize for one or several visitor groups.
Personalizing a page

1. Open the page that you want to contain the personalized content.

2. Select the content you want to personalize, and click the Personalized Content button on the
editor toolbar.

3. Inthe Personalized Content window and Personalization Settings section, click + to selectone
or several visitor groups from the list and click OK.

Personalized Content

Personalization Settings
Select the wisitor group(s) that should see this content

Ne group selected +

Personalization groups are used to group personalizg
no visitor groups Select Visitor Groups

Include in a personalization group
W Alloy Track for free ]

i Firsttime visitors from

. . Sweden

As an option, you can display fallback content to vi:
do so, include the fallback content in a personalizal
field empty

o s

| 0K H Cancel |

4. If you do not need any fallback content for visitors who do not match any visitor group, you can
leave the Include in a personalization group blank. If you need fallback content, see Grouping vis-

itor groups.
5. Click OK again. The personalized contentis displayed as a box in the editor area. Note that the
names of the included visitor groups are shown to the left. You can move and copy the per-
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sonalized content boxes in the rich-text editor area just as you can do with any other objects.

Category Product 3 |E|

Main body B I |i= i= styles - (=] - o [0 + [0 0 55 G | Q =
Welcome to the Website!

From Sweden =4
920 [ From Sweden

Vilkommen till den svenska webbplatsen!

AGEEED =

‘Willkommen auf der deutsche Website!

Path: p 4

6. Preview the content as a visitor group.

7. Publish.

Grouping visitor groups

If you have several visitor groups, itis possible that some individuals also are members of several visitor
groups. Or, you want to show the same content to several visitor groups. To make sure that your per-
sonalized content on a page is only shown once for these, you can group your visitor groups to be treated
as one. You may also need fallback content for the visitors who do not match any visitor group. Then only
the personalized content on the first matching visitor group will be shown.

Example: Your organization wants to adapt content for visitors from Sweden and Germany, and also a
piece of content to be shown by default if the visitor does not match any visitor group. If you want the con-
tent for all these visitor groups to be shown only once, you can group them by adding the personalization

group “Europe” as follows:
1. Open the page and select the content you want to personalize for the visitor groups from Sweden
and Germany, by following points 1-5 of the instruction in Adding personalized content.

2. Selectthe personalization group from the list to apply to the visitor groups that you have selected.
To add a new personalization group, click +, name it and click Add.

3. Select the content for the visitors who do not match any visitor group by selecting the Include in a
personalization group check box and keeping Fallback content selected (with no other visitor
group selected). Select the personalization group from the list to apply to the fallback content, or
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add a new personalization group.

Personalized Content x

Personalization Settings

Select the visitor group(s) that should see this content

First_time visitors from Sweden x (]

Personalization groups are used to group personalized content for different visitor groups, or
no visitor groups.

[#]nclude in a personalization group
\ E®

As an option. you can displey allback contf
do so, include the fallback content in a per CUroPe]

field empty.

jsitor group. To
le visitor group

4. Click OK again. The personalized contentis displayed as a personalization markup box in the
editor area. Note that the names of the included visitor groups are shown to the left and the per-
sonalization group to the right.

Categor
gory Product € ‘

Main body Styles MICaS 3 4 3 =
[ [roooce oot =
‘Welcome to the Website!
[ [From sen =
Vilkommen till den svenska webbplatsen!
| ste [From ey D, - - - |2

Willkommen auf der deutsche Website!

Path: div.epi_pc » div.epi_pc_content » p

5. Preview the content as a visitor group.
6. Publish.

Changing personalized content

Changing personalized content means that you can add or remove visitor groups and content groups.

When you have opened the page containing the personalized content box, you can change itin the fol-
lowing ways:

Changing through the personalized content button

1. Click the Edit personalized content toolbar button E

2. Make your changes to the personalized content and click OK.
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3. Publish.
Changing through the personalization markup box

1. Selectthe personalization markup box, and click the Personalized content button.
2. Make your changes to the personalized content and click OK.

3. Publish.

Note Cut and copy for a personalized content box in the editor area may work differently
depending on the browser you use. You may have to use either the cut and copy buttons of
the editor toolbar, or the right-click cut and copy of your browser, instead of the keyboard keys.
If you have trouble placing the cursor immediately before or after a personalized content box
in the editor, try using the keyboard arrow keys instead of the mouse.

-

Removing personalized content
You have the following options to remove personalization from a page:

Removing personalization from a block

Remove personalization from a block as follows:

1. Select the block you want to remove personalization from, and select the block options menu and
Personalize.

2. Change to Everyone. Clear the check mark from one or several visitor groups?

Note This action affects only the block on that particular page where itis used.

-

Removing personalization from a page in the rich-text editor

Remove personalization from a page in the rich-text editor as follows:
1. Click the Edit personalized content button in the personalization markup box that you want to
delete.
2. Click the Remove Personalization button. The content will on the page

3. Publish.

Tip You can remove both personalization markup and the content within it on the page by
selecting the personalization markup box in the rich-text editor and pressing Delete on your
keyboard.

Personalizing content using access rights

Consider this feature as advanced usage.

The system administrator can apply access rights on an entire page to be shown for selected visitor
groups.

Administering visitor groups
EPiServer CMS has a feature called Personalization, which is a way to adapt the content on your website
to particular groups of your audience, also called visitor groups. A visitor group is a virtual group. As an
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administrator you can design the visitor groups used for personalized content on your website. You can
also provide access for editors to become members of VisitorGroupAdmins.

You define the expected audience on your site by dragging and dropping various criteria to a visitor
group you are creating, for example, “Competitors”, “Potential customers”, “People from Sweden”, “Poten-
tial employees”. In EPiServer CMS a lot of the basic criteria are provided out-of-the-box, for example, a
geographic location criteria, number of visits, referring search word, and more. But you can also develop
your own criteria.

When creating a new visitor group the administrator selects one or more criteria and sets appropriate set-
tings for them. Those criteria will be used to determine if a user visiting the website is a part of that visitor
group or not.

Available visitor group criteria

On the EPiServer CMS sample site the following set of criteria are available:

o Site Criteria

— Number of Visits will match the number of times the visitor has visited the website.

- User Profile will match a value stored in a user’s profile. When adding this criterion you
can specify that to be part of this group the user has to have a specific value for a specific
profile setting. You can decide if the user profile property should match on equal, contain,
start with, or end with a specified value.

— Visited Category lets you select one of the page categories on the website. You can also
select how many different pages that use the specified category the visitors have visited.
The visitor must have visited the specified number of pages that has the specified category
seton it.

— Visited Page will let you select one specific page on the website. The visitor must have vis-
ited the specified page during the current session.

e Time and Place Criteria
— Geographic Coordinate will look up the visitor's approximate location in a geolocation
database (based on the visitor’'s IP address). Drag the marker and drop it on the map
(Google Maps), and select a radius around that point to match the visitors location to the
selected location.

— Geographic Location will look up the visitor's approximate location in a geolocation data-
base (based on the visitor's IP address) and match their location to the selected location.
You can match the visitor to a specific continent, country and region. ltis also possible to
specify a wild card for country and region.

- Time of Day will match the visitors time period with the starttime, end time, and weekdays
you have specified.

e URL Criteria

- Landing URL will store the URL that the user enters the site with. You can decide if the
landing URL should match on equal, contain, start with, or end with a specified value.

— Referrer will store the URL of the referred page that was clicked before entering the site,
for example, the URL of a search engine result page. You can decide if the referrer criteria
should match on equal, contain, start with, or end with a specified value for the whole URL
or parts of it.

— Search Keyword will store the URL of the referred page that was clicked before entering
the site, for example, the URL of a search engine result page. This criteria can be defined
by your partner developer to specify the search word to match againstthe URL by a
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regular expression. The regular expression then finds the search words in the URL from
the most common search engines on the market, for example Google, Yahoo, and Bing.
e Visitor Groups
— Visitor Group Membership let you select members from one or several existing visitor
groups.
Creating a visitor group

Add a visitor group to be available for personalized content as follows:

1. Log in to EPiServer CMS and select the Visitor Groups tab. Or, you can right-click and select Vis-
itor Groups instead.

2. Click Create.

Dashboard J&fEY CMO  Add-ons EPISERVER @ 7 & Q
Edit Admin Reports  Visitor Groups  Live Monitor

Create Visitor Group @
Adapt content on your website by first creating visitor groups and then using the groups to target the content on pages.
Criteria
Site Criteria
Match| Al [=] ) )
Time and Place Criteria
Drop new criterion here B
Geographic Location
Geographic Location Country: Any [x]
Region: Any
Other Information
Name Visitors from Europe
Notes Visitors from Europe will have access to some pages.
P URL Criteria
Security role Make this visitor group available when setting access rights for pages and files. Visitor Groups
Statistics Enable statistics for this visitor group

3. Inthe Criteria section, click to add one or several criteria for each visitor group as follows:

a. Inthe Match drop-down list, select the criteria to match All, Any or Point. What you select
here will affect all criteria for the visitor group. Using points is a way to set a value for what
an desired action on the website is worth.

b. Drag the criteria you want from the pane on the right and drop itinto the Drop new cri-
terion here area.

4. Make the settings for the criteria, see examples described in Examples of creating visitor groups.

5. In Name, name the visitor group you have created. This name will be displayed in the per-
sonalized content box when you select the content on a page.

6. In Notes, type a descriptive text about the visitor group you have created, for example, its purpose.
This description will be displayed as a tooltip when the editor is adding a visitor group to the con-
tenton a page.

7. In Security Role, select the check box if you want this visitor group to be available when setting
access rights for pages and files in admin mode. Note that visitor groups will only have read
access.
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8. In Statistics, keep the check box selected to enable statistics for the visitor group (this check box
is selected by default).

9. When you are done, click Save.

Changing a visitor group

Change a visitor group as follows:

1. Select the Visitor Group tab.

Dashboard CMO  Add-ons

EPISERVER @ 7 AL Q
Edit  Admin Repors Visitor Groups Live Monitor
Visitor Groups @
Visitor groups are used to adapt the content on your website to a specific target group.
Name Notes Action
Allay Track for free Visitor who have visited pages that are categorized as Alloy Track more than 2 times PEET Y
First-time visitors from Sweden FaET Y

2. Click the Edit button for the visitor group you want to change.

3. Add new criteria for the visitor group by drag-and-drop, change the value for an existing criteria, or
click " to delete an existing criteria.

4. When you are done, click Save.

Note If you change the name of a visitor group available in the list for access rights, the set-
tings for this visitor group will no longer work.
Copying a visitor group
Copy a visitor group as follows:
1. Selectthe Visitor Group tab.

2. Click the Copy button for the visitor group you want to copy. The new copy will have the same
name as the original but with the extension “- Copy”.

3. Rename and change criteria for the new visitor group you have copied.

Deleting a visitor group
Delete a visitor group as follows:

1. Selectthe Visitor Group tab.

2. Click the Delete button for the visitor group you want to delete.

3. Confirm the deletion.
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Viewing and clearing statistics
The visitor group statistics are shown as a gadget on the dashboard. Clear the statistics from the data-
base as follows:

1. Select the Visitor Group tab.

2. Click the Clear statistics button sik.
3. Confirm the deletion.

Note The clear statistics action takes effectimmediately, and are permanently deleted from
the database. This action cannot be undone.

Examples of creating visitor groups

This section provides the following examples on how you can define the visitor groups by combining dif-
ferent criteria:

Site criteria and points

Edit Visitor Group @
Adapt content on your website by first creating visitor groups and then using the groups to target the content on pages.
Criteria
Site Criteria
Match Points ~
Number of Visits
Drop new criterion here User Profile
Visited Category
2 © Vvisited P;
Number of Visits More than 1 Since 2/1/2011 (] isited Page
[7] Required
Continent: Europe Courntry: Sweden 2 P
Geographic Location [
Region: Any [] required E
Threshold 1/4
Other Information
T Fram Sweaen Time and Place Criteria
Notes This visitor group allows editors to present relevant  + URL Criteria
content to a particular geographical area. The group
can be as broad as by continent", can be narrowed Visitor Groups
down to a particular country and even to a specific £
region, state or province
In this group, content is targeted towards website
visitors from Sweden.
Secubviuic Make this visitor group available when setting access rights for pages and files.
S Enable statistics for this visitor group

« [ b

By using Points you can set a value for how much an action is worth, for example, a visited campaign
page. In this example, visitors who has visited the page before from a certain date will match the criteria
for this visitor group.

1. In the Match drop-down list, select the criteria to match Point.

2. Drag and drop the Visited Page criterion, and select page. Use drag-and-drop of the criteria again
to add several pages.

3. Drag and drop the Number of Visits criterion, and select More than > 1 > Since [date]. To create
a visitor group for visitors who never has visited the page before, selectinstead Less than>1 >
Since [date].

4. Enter the number of points each criterion is worth, and select whether the criterion is required or
not.

5. Select Threshold for the criteria you have added in your visitor group, for example, that the visitor
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must fulfill 1 of 3 criteria to be included in the visitor group.

6. Save the visitor group.

Geographic Location

You can direct your content to visitors from a specific country and specific days, for example, “People from
Sweden” visiting your website weekends. For example, you can show all Swedish people a clickable ban-
ner to sign up for a conference.

1. Drag and drop the Geographic Location criteria, and select Continent, Country and/or Region.
Use drag-and-drop of the criteria again to add several countries.

2. Drag and drop the Time of Day criteria, and select [weekday]. You can also select the per-
sonalization to start and end at a specific time.

3. Save the visitor group.

Geographic Coordinate

You can direct your content to visitors from a specific partin the city, for example, “People from Upp-
landsgatan, Stockholm”.

1. Drag and drop the Geographic Coordinate criteria, and click Select Location.

2. Selectlocation by clicking the map you want to include in the geographic coordinate and click OK.
3. Select the Radius [number of kilometers or miles].
4

Save the visitor group.

Referrer

The HTTP Referrers is based on pages, for example, used in a campaign. For example, you can target
the content for visitors searching for “episerver and cms” on Google.com and clicking the link to
EPiServer’s landing page from the search engine result page.

1. Drag and drop the Referrer criteria, and select URL > Equals > the URL of the search engine res-
ult page, for example, http://iwww .-
google.sef#hl=sv&source=hp&biw=1338&bih=790&qg=episerver+cms.

2. You can also add the Geographic Location to select a specific country.

3. Save the visitor group.

Commerce-specific criteria

The EPiServer Commerce sample site features a number of predefined visitor group criteria customized
for an e-commerce site where you want to personalize content based on products and order information.
Visitor groups can be applied to the various content on your e-commerce site, creating a personalized
website experience.

The visitor groups and their associated personalization criteria can be accessed by clicking CMS in the
global menu, and then selecting Visitor Groups in the submenu displayed. The personalization criteria
for EPiServer Commerce are available under Commerce Criteria when you click Add to define visitor
groups for your site. The various criteria can then be dropped into the configuration area.

The predefined Commerce-specific personalization criteria are described in more detail in the following.

Note thatin order to create visitor groups, you will need administrator access. Editors will only
be able to apply existing visitor groups to content, not create them.
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Customer properties criteria

With the Customer Properties criteria you can personalize content based on for instance age and geo-
graphic location.

Personalize content based on the following information (select from drop-down list):

e Date of Birth - define an age range by entering a from/to date. Select a date in the calendar or
enter a date directly in the field (default format mm/dd/yyyy).

e Customer group - select one of the existing groups Customer, Partner or Distributor.
e Registration source - enter the source of registration in free text format.

e Country - select a country from the list.

e Region code - select a region code based on the address region in addresses.

e Address postal code - based on state selected, select a postal code from the list.

o State - select a state from the list.

Only one property type with a related value can be selected for a criterion, but several Cus-
tomer Properties criteria can be defined for a Visitor Group.

Market criteria

With the Market criteria you can personalize content based on the market a visitor to the website belongs
to.

Personalize content based on the following information (select from drop-down list):
e Market - select a market from the drop-down list. Available markets are defined under Market Man-
agement.
Order frequency criteria

With the Recent Orders criteria you can identify customers that have placed an order in the store" X"
times in the last"Y" days.

Personalize content based on the following information:
e Order times - select the number of times an order has been placed.

e Number of days - select the number of days.

Product in cart or wish list criteria

With the Products in Cart or Wish List criteria you can identify shoppers that have placed a product of a
certain type or brand in their cart or on their wish list.

Personalize content based on the following information:
e Specified product code - enter the desired product code in free text format.
e Product from a specified category - select the desired product category from the list.

e Product has a specified property and value - enter the desired product property and value, for
instance "brand" and "Sony".

Only one property type with a related value can be selected for a criterion. However, you can
add several criteria of the type "Products in Cart or Wish List" to a Visitor group.

Recent orders criteria

With the Recent Orders criteria you can personalize content for visitors that have placed an order on the
site in the last "X" days.
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Personalize content based on the following information:
e Number of days - select the number of days.
Total spent criteria

With the Total Spent criteria you can personalize content for visitors that have spent "X" amount of money
(in a specified currency) on the site in the last "Y" days.

Personalize content based on the following information:

e Spent at least - select amount and currency.

e Select number of days.
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