1. In your browser visit:

 http://www.yoursite.com/cgi-bin/<your store>/admin/login.html
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2. Use your information to login to the site. This next picture represents an administrator logging in. Some users may not have all the options this user has. We will be using the administrator account for all our examples. The process will not change from administrator to user, a user will simply have less options.
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3. To add more users click on Administration on the upper right of the screen. Then click on Access on your new menu.
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· Use these buttons to change account information and create new users.

· Create New User will ask you for the users Name and Login Name. It will also allow you to add the user to Groups. For most purposes the default will do fine.

· If you highlight a user and click edit user you can change that users login information.

· By clicking Show permissions you will be able to change the level of access a user has. These options are numerous, however, they are fairly simple to use. We will continue user permissions on the next page.

· Change password allows you to change the password of the highlighted user.

· Delete user allows you to remove users from the system.

4. Show permissions looks like this:
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· An administrator does not need to have any of these checked, other users need their permissions set here. For our example I will be using the Item Editor option.

· View List allows a user to view our list of products.

· View detail allows a user to view all the details about the product, description, price, quantity, etc.

· Create allows a user to create new items.

· Edit allows the user to edit existing items and change things such as price, description, and quantity.

· Delete allows the user to delete existing items.

5. Further down on our permissions page:
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· Order manager is used for those users who need to be able to check orders. You can allow them to list the orders, view order singly, delete orders, edit orders, input new orders, archive orders when they have been shipped, and un-archive orders. You may use any combination of the above to perhaps create a user who can list orders and create new orders from a phone call, however they cannot edit existing orders or remove them.

· The same is true of customer edit permissions. InterChange will store user information should they choose to do so. It will store shipping information and favorite products for a user and they simply have to login to access that. It will NOT store credit card information. There may be some customer who want to have their account modified or deleted, users with the Customer edit permissions area filled out will be able to do these modifications or deletions.

· The check mark areas on the right are for tracking and sales information. You can allow a user to view order statistics and technical information. Most people will not need this access. I would not recommend giving this access to anyone who is non-technical, as such I will not go into detail on this information in this document.

6. Under table permission you can allow users to actually access and edit the database settings directly:
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· Allowing the user to access the locale will allow that user to change information like the phone number for Atkins shown on the site and the address information.

· Databases like Area, Tax, and 2ndDayAir allow you to change information like shipping prices, sales tax, and the area’s you will ship to.

· I do not recommend allowing direct database access to users. This information can be changed via our shopping cart in much easier ways. The only plus to direct access is in large tables (such as products which has all your items) you can change things en mass instead of one by one. In nearly all cases these are small databases and simply changing the shipping information from the administration pages will change that information for all products. If you have more questions feel free to call me at 317-337-9525.

7. Also in the access section is the ability to modify and create groups:
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· This works just like user modification however, it changes settings for a bunch of users.

· With this you can create a group that allows users to check orders and add orders. With this group created you can then simply create a new user when necessary and put them in the group you would like them to be in. This saves you time in setting up user permissions as you only have to change the user’s permissions when you want to give them more access then their group provides. See section 3, bullet 2 for more information.

8. By clicking on Orders in the upper left you can view all current or un-archived orders.
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· All items in RED can be clicked on for more information. 

· By clicking on the RED X you delete the order

· By clicking on the Order (ex. DESSERT0067) you can view the invoice, you will not get the credit card number, however it will allow you to get shipping information and the products ordered.

· By clicking on the User (ex. Fox, James) you can view his shipping information and phone number, it will also list all his previous orders.

· By clicking on Status (ex. Pending) you can change that status to nearly anything, cancelled, shipped, partially shipped. You can even modify certain items, like Sampler was shipped, Chocolate Cake is on backorder. This way the customer can login to his account on your store and check the status of his order without contacting you directly.

· You can also put a check mark next to orders and use the bottom of the list to either delete those orders, or to archive them. Deleting them saves us space, archiving them allows you to view a users past orders at any time. 

· You may also search for orders using the search fields at the top of the page.

· Above the search fields you can choose to look at archived orders or to manually enter an order (ex. If you have a customer on the phone.) The order form is very self-explanatory so I will not go into depth on this document.

9. The customers tab:
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· Under the customer tab you can view and modify customer information.

· This behaves just like the order tab; you can delete with the X, or view customer information by clicking on their named. You can also put a customer in “Inactive” status, which does the same as archiving an order. 

· Along the top you can view active customers, inactive customers, or Create a new customer. 

· Creating a new customer can be very useful if you have customer with regular orders. You can enter the customer here, by clicking on the name you can see all of the customers past orders, you can also create new orders for that customer, or use this area to keep customer records such as address, phone number, preferred shipping method, etc. 

· Please keep in mind that you should always have a backup at your site. My servers are backed up daily, however there is no way to provide a promise that a natural disaster or act of God will not invalidate all my safety procedures. I recommend that users rely on this system for day-to-day activities if it suits their needs; I never recommend relying completely on this system. People and computers are fallible.

10. Items Tab:
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· We will again use the first entry, Cheesecake Sampler for our examples.

· The checkmark will allow you to check multiple entries, which you want to either delete, or edit in sequence. You site has multiple pages of items; you can only edit items on a single page in sequence.

· The SKU or item number (ex. 31000) will allow you to edit all the information about the item, including description, prices, and even add new pictures. I will go into detail about that in the next section.

· The Qty price allows you to set a different price for those people who buy in bulk. 

· The Options is not used in your area of sales so I will skip it.

· Promo allows you to have promotions with many options. You can put an item on sale for a limited time, such as starting Oct 1. and ending Dec. 31 your Egg Nog cheesecake is on sale for 5$ off, or even to cross sell items by allowing a discount if any two holiday cakes are purchased between Oct 10 and Oct 15. Promo items are displayed more prominently on your pages, which often allows a quick sell out of overstocked items.

· You can also create a new item using the link on the upper right of the page.

11. Editing an Item:
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· Most of this page is self explanatory, I will hit the highlights

· By using categories you can group things together, I have already created many categories for you, which you can see above.

· The image and thumb section allows you to place pictures on your pages. The Image is a full size image that is viewed by requesting the details of an item while shopping. Underneath that image is placed our description. The thumb image is used on our main pages (you can view one at www.yoursite.com on the right) and are usually a much smaller image, as there are other items on the page. 

1. To put a new picture click on the browse button:
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2. Highlight the picture you want and click on Open, this will automatically upload the picture to the website and begin using it on the pages.

3. To the left of the browse button there will be (in red) your current picture (ex. /images/logo3.gif); you can view the items current picture by clicking on that link.

12. The content button allows you to edit your existing pages and change the look and feel of your site:
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· I will not go into detail on this, all I can recommend is if you wish to edit your pages yourself you should study HTML (Hyper Text Markup Language) which all web pages are written in. The language is not difficult (it is not programming) however a study of HTML is beyond the scope of this document.

13. The Design tab
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· This page allows you to organize your site using the categories listed earlier in Edit Items. As you can see I do not use this functionality on your new site. Your old site was designed using this; if you remember the old site you may remember that on the left (currently every item is listed) there was only the categories (Samplers, Cheesecakes, 2 Layer cakes, etc.)

· The + button allows you to add a category

· The X button allows you to delete a category

· The up and down arrows allows you to move a category up or down in your list to put them in the order you wish.

· The button, which looks like two sheets of paper, allows you to modify the properties of a category, the category must be highlighted.

14. The Merchandising tab:
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· Here you can merchandise your products with Qty pricing, Up-selling, Cross selling, and Promotions. 

· Clicking on the SKU number puts you back into the Item Editor

· Clicking Qty pricing allows you to set bulk sale rates

· Clicking Up-Sell allows you to associate other SKU’s with this item, thus on the description page for Caramel Apple Cheesecake it may include a link that states: If you like this item you may also like the Cookies and Cream Cheesecake.

· Cross-sell is very similar to up-sell, however it will allow you to associate an entire category (2 layer cakes) or even include teasers and these links are placed on all pages the item appears instead of simply the Items main description page.

· Promotion allows you to set promotions exactly like in the item editor. However it can be accessed here in case you wish to allow Sales associates to modify this information and not modify items.

15. The Reports tab:
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· Use this section to look at reports, such as the number of sales in a month, year, day, average sales in those periods, etc.

16. Administration Tab:
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· This tab shows generic information about the entire shopping cart. I will not scroll down this page, I will move across the top of the page.

· The Tax link allows you to modify tax information, mostly for sales tax.

· Shipping link allows you to edit your shipping methods and prices.

· Payment link allows you to choose what types of payment you will allow; currently you accept Visa, MasterCard, Discover, and Am Ex.

· Access Tab was described on the first page in detail.

· Preferences will be described in the next section.

· Tables allows that direct database editing that I spoke of in the first section. I would recommend no changes be made on that page.

· Wizard is only used in the initial setup of the site; to use it now would break most of our current settings.

· Apply Changes restarts the shopping cart, it must be used if any pages are modified or any tables are modified. It not necessary if orders have been marked as shipped, or if changes have been made to items. In most cases I would encourage you to use this button after any changes have been made, it is available at the bottom of EVERY page in the lower right.

17. Administration: Preferences
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· This page allows you to change nearly all the global variables on the web site.

· Admin colors allows you to change the colors here in the administration section, Admin Control changes the order your buttons and tabs are within the administration section. Admin Layout allows you to move the buttons and tabs en mass to other places, for example from the top of the page to the bottom.

· Company allows you to change information like the address and phone number of Atkins.

· Database, directories and paths, and encryption allows you to change the specifics of how and where the cart gets it information, encryption allows you to specify how credit card numbers are encrypted. I would recommend none of these settings be changed.

· General has only two options, which at this time should not be changed.

· Images and item display change the global variables, such as your Logo, which is on every page, and how your items are displayed. This is better changed with the Page edit in the content section by someone with knowledge of HTML.

· Labels are global settings such as: Retail Price, and Sale Price, for example you can change Retail Price to display Regular Price.

· Order, payment, and shipping specify global variables such as who the order is e-mailed to, what payment is accepted, and what shipping methods are allowed and which is default. These can be changed elsewhere with much more ease.

· Static pages, Tax, and Template are all for global variables such as what pages never change (item descriptions), where do we charge tax (nowhere), and where do we keep the templates (web pages) that are dynamic (the content changes with every visit to rotate our items into sight).

Hopefully this covers just about everything. I would strongly recommend that other then adding and modifying users the Administration section NEVER be used, anything that needs to be changed in the normal course of business can be changed elsewhere, if a global change is necessary call me at 317-337-9525 and I will make the changes.

Eli Elliott

iDifferNet, Inc.

317.337.9525

