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Chapter 1 — Accessing the ESP Websites Administration Area

Open your internet browser and type: espweb.asicentral.com in the address bar.

[Drashboard - Login | + -

& ,\l

espweb, asicentral.com > | |'-.lv Google )_| P s

Enter your ASI#, Username and Password then click “Log in”. To remain logged in on your
computer, simply select the “Remember ASI #/ Username” field. Your ASI number and
Username will be automatically filled in the next time you go to ESP Websites.

If you have forgotten your username, click the “Forgot
Username” link in the “Need Assistance” section below the
log in fields. A pop-up window will open. Enter your email

address and your Username will be immediately emailed to
Username | JShinbery | you.

asi' | 55555

Password | TIIIIII

There are two ways to recover your password. The first way
I Remember 451 #lUsemame to retrieve your password is to click on the “Forgot your
Password link, which will open a pop-up window. Answer the
Need Assistance? security questions programmed during your initial set up.
Then, for security reasons, enter your zip code. Your

Fargot Wy Llsername X K
password will be emailed to you.

Fargat Wy Password

Fasswore Hint The second way to recall your password is to click on the

Product Support is available Monday Password Hint link. “Password Hint” will display a hint you
through Friday, & a.m.until 8 p.m.. Contact | set up when you created your account to help you to
s at 800-546-1330, option 2 or remember your password. The hint will display below the
sUppot@asicentral com your p . play

Remember ASI#/Username checkbox.

After you have entered your ASI number, Username, and Password, click on the Log In button.

After logging in, you will see the Dashboard, where all of the application for which you have a
license will be displayed. To gain access to ESP Websites from here, click on the “Manage ESP
Websites” link in the ESP Websites Admin section.

s

ESP Websites Admin Set As Startup

oY

a|

Application Quick Links 1.1

Manane ESP Websites © =




If you are automatically brought into ESP Web from the Dashboard, you can access the ESP
Websites Admin by clicking on the My Applications button and selecting ESP Websites Admin

from the dropdown.

. The Industry's Only Major Show in New York!

a espweb ' ( NEW YORK March 22:24,2011
v N i i Click here to leam more about ASI New York and to register for FREE!

supplier

Searches 7 Projects  Presentations Tools™ Help™ My Applications 7 My Account &

My Dashboard
quick search [ EEREE ESP Websites Admin

ESP Updates OUR SUPPLIERS

Quick Navigation Counselor® Top News

i ESP Web for 2 .
¥ Education Obituary: Wayne Cimperman, Vegas Golf The Game (9/25/2012) Suppliers
AS| Education Social Media Drives Small-Business Web Traffic (9/25/2012) ¢ N

Chapter 2 - Building Your Site

When you are initially creating your site, you have two options. You can use the quick launch or
you can follow the site builder steps. Both methods will result in a fully functioning site.
Whether you are using the Quick Launch or all three steps, the starting procedure is the same.

In the “Getting Started” section, click on Start Here to begin building your site.

My Account Help

Product Support {800) 546-1350, option 2 Hello, Jenn My Applications

I 3 Websites for Suppliers iew Live | Preview | Publish |
@espwebsites’ | Bl vt e s

HOME MY DASHBOARD DESIGN STUDIO FEATURES MARKETING TIPS SETTINGS

th of time
pient keeps

sromotional prodi

GET STARTED!

Welcome! Ready to set up a
new ESP Website?




Section A: Set Up Your Site
In Section A, Set Up Your Site, you can create your site address (domain name) and site title in

the “Set up Your Site” Section. Do not include “www” in the site address.

@ Set Up Your Site (required)

Site Address: hﬁpiﬂl abcproma |.espwebsite.c0m

Do notinclude "saee inyour site address. (Example: hitpdfvourcompany espwebsite.com)

site Title: | ARIS Bt B, e | (Example: ABC Promotional Praducts Inc.)

waur site title will appear in the title bar, along the top-left of your page.

Section B: Upload Your Logo

You can add your company logo by clicking the “browse” button in the “Upload Company
Logo” section. The Media Manager will open and you can select an image. If the image you
would like to use is not yet in the Media Manger, click on the “Upload Files” button and browse
your computer for an image.

Media Manager x
Upload Files Upload Files from Your Camputer
Acceptable image file types are jped,ipa,pna,gif.
Acceptable imadge file size is less than 500KB.
Sort By : Level
File Type j Company j

After the image has uploaded, hover on it and click “Select File”.

Media Manager ®

Upload Files Upload Files from Your Computer
Acceptable image file types are jpeg,ipg,png,aif.
Acceptable image file size is less than S00KE.

Sort By : Level
File Type j Company j

Promotional Froducks Inc

ABC logo PHG

Select File




You will see a preview of your image in the Logo Preview window.

Location: http://commonmedia.asicentral.comi1 Browse Logo Preview: Reset

= Optimal logao size is 200 pixels wide by 70 pixels high. Logos should be

at leastthis size. 7%
= Larger logos will he optimized foryour ESP Website.

Promotional Products Inc
® 24fikh maximum file size. PHG, JPG or GIF formats only.

Don't have a logo? Just enter your company narme here;

If you do not have a company logo, type your company name into the last field in this section. A
preview of your typeset logo will appear in the Logo Preview window.

Section C: Company Info

In the Company Info section, you can enter your company information, such as your Company
name, address, and contact information. There is a dropdown for available addresses, which will
enable you to use an address entered by any user in your company. Select an address or enter
your information, and then use the checkboxes to select which information you would like to
display live on your site.

Note: You must enter a phone number and email, even if you choose not to display them on your
site.

@ Company Info

Enter Your Company Info

Enter the main cantact information for your campany including your cornpary's name, street address, phone nurmber and e-mail address. You can also choose
whether or notvou want o display any of this information on your ESP YWebsite

Company Name: AS| Distributors

Available Select Address =l
Addresses:

Street Address (1): 4800 E Street Rd city: Trevose

Street Address (2):
Street Address (3): Country: United States j

State/Province: Fennsylvania j ZIP/Postal Code: 19053-6653

' Shaw my company address information on my ESP Wehbsite.

Company Phone Number: ext: (Example: 888 888-8388)

Display on my sita?

Company Fax Number: et (Example: 886 888-2388)

Display on my site? r

Company E-mail Address: (Example: salesi@company.com)

Display on my sita? M




Ip Section C, you can also add your social media Company Social Networking Links
links.
n Facebook:
Click into the “Social Networking” area and @ pierest
copy/paste links into appropriate fields. & Tuiter
m Linkedin:
You can add social networking links for: Facebook, ——
Pinterest, Twitter, LinkedIn, YouTube, Google+,
Flickr or Your blog. ¥ el
At this point, if you feel you are ready to get your S
site up and running, click on the Quick Launch
button. A preview of your site will open. In the upper
right corner of the preview, there is the Publish button. Next Step €@ OR
The Publish button will make your site available to the \Whats Quick Launch?

world.

If you would like to make further customizations to your site before launching it, click on the
Next Step button.

Section D: Select Template & Color

There are many templates available, each sporting a variety of features and colors. To find just
the right template for your company, you can use the “Narrow Template Selection” to select a
template that has the features you would like.

Use the dropdown to select the size of the logo you would like to have: Traditional or Large.
Then, choose the template type: All or Industry. Next, check the box next to video, social feed,
Google map and left navigation for each feature you would like to have included on your site.

@ Select a Template & Color

With ESP Wehsites, you can choose from a variety of site termplates and color combinations. Preview a termplate by howvering your mouse over a color. When you're
ready to selectyour template, sirmply click on the color of the template you like best.

Narrow Template Selection

Logo Size: All Sizes j Template Type: ® Al Ternplates Lo Industry Templates

r Wideo r Social Feed r Google Map r Left Mavigation

Then, you can select from the remaining templates by hovering on a color swatch to see a
preview of the template in that color; or, click on the color to select the template in that color.



Black

Advantage

Powerful
o, Company Logo

Bropuotiona

Logaed NMems beat sul TV, Radio and Prini Ads
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Click Save when you are finished.
Section E: Choose Your Font

In this section, you can use the dropdown to select the font you would like to use on your site.

@ Choose Your Font

Flease select a default font for your ESP Wehsite. You may choose from the list helow. Font colors will change to match the template you've chosen. Hey! We want
youto look good.

Font:

Select fant

Avial

Helvetica
Werdana

Titnes Mew Rornan
Trebuchet MS

Font Preview: | saghicDdEeFiGgHhlJkKKL
AaBbCcDdEeFfGgHhliJikkLI
AaBbCcDdEeFfGgHhliJjKKLI

Section F: Advanced Options

This section allows you to customize your ESP Website with different home page content
including: Banners, News and Video, Newsletter Signup and Product Collections.




@ Advanced Options

Banners
Product Collections

News and Video

€ € € <

Newsletter Signup

The Banners area enables you to select from two options:
e  “Show no banners on my site”. This option will not display any banners on your site.

e “[ want to choose the banners that appear on my site”. This option will enable you to
select which banners will be displayed on your site. Use the dropdown to select Large
Banner or Small Banner.

The file sizes for banners are:
e A large banner is 914 pixels wide x 218 pixels high
¢ A small banner is 914 pixels wide x108 pixels high

Banners

il can custornize your ESP Wehsite by adding up to four banners in constant rotation. You also have the option of uploading your own site hanners.
s Show no banners an my site.
& |want to choose the banners that appear an rmy site.

Large Eannerj

If you select the second option, “I want to choose the banners that appear on my site”, you will
be able to select and organize the banners that will be displayed on your site. These banners need
to be created before they can be added. For more information on how to create banners, please
review Chapter 5 — Design Studio, the Banners section.

Banner Loader

After banners are available, drag and down banners from the

Available Banners area into the Banner Loader. After you have ¢ Jollore s ot itter. j'
added up to four banners, you can re-order them in the banner loader.
%
) s {3/ Pt i ok _,
There are two ways to do this:

¢ Drag and drop the banners into order by clicking on the plus
symbol (located in the upper left corner of that banner).

¢ (lick on a banner and then use the up/down arrows to move it m

to the desired position.

Remove .Y YW

10



To remove a banner from the banner loader, click on the banner and select remove.

Note: Banners may take up to 10 minutes to display on your site once added to the Banner
Loader.

The Product Collections area enables you to select from two options:

e “Idon't want to select a Product Collection. Let the system automatically create a
collection of my top 100 products in ESP.” This option enables your ESP Website to
automatically create and display a product collection from your top 100 products in ESP.
If you have less than 100 products in ESP, all of your products up to 100 will be included
in this set.

e “[ want to display the following Product Collection on my home page”. This option
enables you to select the Product Collection to be displayed on your home page. Just
click on the Product Collection from the available list. In order for a product collection to
be available in the list, you will need to create it first in the Product Collections area. For
more information on how to do this, please review Chapter 5 — Design Studio, the
Product Collections section.

# Product Collections

You can choose to display any one ofthe following Product Collections an your ESP Website.
o | don'twantto select a Product Collection. Let the system automatically create a caollection of ry top 100 products in ESP

© | want to display the following Product Caollectian an my home page:

Caollection 1 (Company)
Featured Products (Company)

The News and Video area enables you to select Editorial Feed and Video Content to be displayed
on your site. For Editorial Feed, there are two options:

¢ Allow news articles to be delivered to my home page.

e No thanks. I don’t want to feature news articles on my home page

For video content, there are three options:
¢ Allow client-safe video content to be added to my ESP Website home page and updated
automatically.
¢ [ want to feature my own video content on my home page. This option will enable you to
paste a URL to a YouTube video of your choice.
® No thanks, I don’t want to feature video content on my home page.

The Newsletter Signup area enables you to select whether to allow your customer receive a
monthly, client-safe newsletter from ESP Websites. There are two options in this section:
¢ Allow customers to sign up for a client-safe newsletter that will be delivered to their
email inbox monthly.

11



e [don’t want customers to be able to sign up to receive a newsletter.

When you have finished making your selections; click
on the “Last Step” button. = Back To Previous Step Last Step o

Section G: Introductory Text and About Us Page

In this section, you can add a headline and text to be displayed on the home page. You can also

customize the information in the About Us Page by typing in the About Us section.

@ Introductory Text and About Us Page G

Yau can supply a greeting and some introductory text to welcome visitors to your ESP Website.

Headline: WWELCOME!

Introductory Text: Looking for promotional products? You've come to the right sitel Whether you are looking for a specific itern or just browsing for

ideas, our site is your one-stop source.

About Us Page

Tell yaur customers a little bit moare abhoutyour company. This infarmation will he used to create an initial "Ahout Us" page foryour ESP Website,

‘e are a promotional product distributor and proud memhber of the Adverising Specialty Institute. Promotional products, also
known as ad specialties, make up a nearly $17 hillion dallar industry and are used by virtually every business in America.
Wiby? [tems like mugs, pens and t-shirts are memorable and provide a hetter cost perimpression for advertisers than almost
evary major marketing efiort like TV magazines and the Internet.

Wie are ahle to supply your company with every possible promotional product frorm ower 3000 suppliers. With so many ad
specialties available there iz a huge apportunity for professionals like you to hoost ROl and leave a lasting impression with yvour
customers.

Qur mission is to help you create long-lasting relationships with vour clients through the power of promotional products,

Section H: Industry News, Video and Events

In this section, you can choose to enhance your ESP Website by adding a customer friendly page

of promotional industry information. There are two options in this section:
® Yes, [ want to feature a page just for Industry News, Video and Events.

e No Thanks. I don’t want to feature a page of Industry News, Video and Events on my
ESP Website.

12




@ Industry News, Video and Events

%ou can choose to enhance and further customize your ESP Wehsite by adding a custorner-ftiendly page of editarially selected promotional industry news, videos
and upcaming events.

® s, Iwant to feature a page for just for Industry Mews, Video and Events.
o Mo Thanks. | don'twant to feature a page of Industry Mews, Video and Events on my ESF Wehsite.

When you are finished making your selections; click on

the “Preview Site” button. = Back To Previous Step Preview Site @)

The preview will open and enable you to view your complete site before it goes live. After
looking over your site, if you need to make further changes, click on the Go Back button or click

on “Publish” if you are ready to go live.

?) ABC Promotional Products, Inc. - Home - Mozilla Firefox _|=] x|
File Edit Wiew History Bookmarks Tools  Help

EAEC Promational Products, Inc, - Hame + o
(' > | E admin.espwebsite.com(Site aspx?appCode=$6RTRappYersion=1.0,0&page=HomefrefreshCache=1 g (< ‘ "-." Foogle )'-"| A

N A
Preview your Site
Product Search AboutUs ContactUs More Signin | Create Account

Promational Products Inc Phone: (300) 5461350 | E-Mail: sales@abepromn corn 0 item - Cart

Chapter 3 — Navigating the ESP Website Administration Area
After you have published your site, you are able to make changes at any time. To access the ESP
Websites admin, log into ESP Web, then select ESP Websites Admin under My Applications.

On the ESP Websites Admin Home page, there are three toolbars: The Application Toolbar, The
Site Toolbar and the Management Toolbar. Let’s look at each in detail.

Product Support (800) 546-1350, option 2 Appﬁcation Toolbar | Hello, Jenn My Applications My Account  Help

0 QSPWebSiteS . Wehsites for Suppliers ﬁ ‘iew Live | Preview | Publish | Site Toolbar

Management Toolbar
HOME MY DASHBOARD DESIGN STUDIO FEATURES MARKETING TIPS SETTINGS

The Application Toolbar . . Hello, Jennifer My Applications My Account Help
The Account Toolbar contains four sections:

o A text greeting: “Hello, FIRST_NAME”

e My Applications: Enables you to access other applications for which you have a license,
such as ESP Updates, ESP Web for Suppliers, etc.

13



My Account: Provides access to the Manage My Account area where you can update
your user account, as well as the access to the log off options.

Help: Links to the FAQs for ESP Websites, Product Support and the License Agreement
you signed electronically when you first logged in.

The Site Toolbar
The Site Toolbar contains four sections:

Websites for Suppliers E “iew Live | Preview | Publish

My ESP Website dropdown menu: Displays all your current ESP Websites/Purchase
New license option. You must select a site from this dropdown for the rest of the links on
this toolbar to become active if you have more than one site.

View Live: Displays your site as a client would see it.
Preview: Displays a preview of your site. This means if you have made changes to your
site and have not published, you will want to use the Preview link to see how any changes

to your site will look after you the site has been published.

Publish: Makes any changes you have made in the administrative section of your site
live.

The Management Toolbar

HOME MY DASHBOARD DESIGN STUDIO FEATURES MARKETING TIPS SETTINGS

The Management Tool Bar contains six sections

Home: This button will return you the ESP Websites Admin home page. You can also
click on the ESP Websites logo in the upper left hand corner. The Home section contains
“Top News” which is powered by Counselor® magazine. Next to “Top News”, there is
the “Get Started” section, where you can set up a new ESP Website. Below the “Top
News” and “Get Started” sections are the video tutorials. The four tutorials are available
24 hours a day, seven days a week to help you manage your site. At the bottom of the
Home section, there are links to four areas:
o Have Questions — Click on Product Support for assistance from our Product
Support department or click on Feedback to ask a question or make a suggestion.
o ASI Store — Click on any of the links to view information regarding purchasing
that application.
o Community — AST’s social media links.
o Company — Information about ASI, recent press releases, job opportunities and
how to contact us.

14



® My Dashboard: This is your ESP Websites information hub. In this section, you will have
access to customer information, receive company info requests, orders, Google
Analytics© and Visitor Activity Reports. For more information on this area, please
review Chapter 4 — My Dashboard.

e Design Studio: This section is where you can edit the look and feel of your site, as well as
customize the content and various sections. In this section, you can upload a company
logo, as well as edit your site’s template, color, or site font. You can also manage your
site’s navigation, home page text, content, and company information. This section is also
where you are able to customize certain sections of your site, such as the Product of the
Day, Custom Products, and Coupon Manager. This is also the section where you can
access the Advanced Design options. For more information on this area, please review
Chapter 5 — Design Studio

e Features: In this section, you can create and manage Select-A-Searches, the Media
Library, the Coupon Manager, Custom Products, the Content Library and Exclusion
Lists. For more information on this area, please review Chapter 6 — Features.

e Marketing Tips: This section enables you to access tip for your social media, email
marketing, and advertising ideas from industry experts. For more information on this
area, please review Chapter 7 — Marketing Tips.

e Settings: Access to all of the settings tabs on your site. These settings enable you to
maintain and update your site’s administrative information. For more information on the
Site Settings, please review Chapter 8 — Site Settings.

Chapter 4 — My Dashboard

To access the My Dashboard area, log into your ESP Website™ admin. Then, select your site
from the ESP Websites dropdown menu and click on My Dashboard from the Management
Toolbar.

Info Requests
Visitors to your site can place requests for information on a particular product. You can view
requests for information placed by visitors to your site in the Info Requests area.

Manage Info Requests

Manage Info Requests
Filter by:| New =l
Search: Show | 10 j entries
Company Mame & E-mail & Phone & Date Meeded & Status & Site Mame & Action lterms &

ASI jshinberg@asicentral com 800-546-1350 Friday, August 31, e ABC Promotional Edit
2012 Products, Inc.

Showing 110 1 of 1 entries

15



You will be able to view the visitors’ company name, email, phone number, the date they need
the product, the status of the request, the name of your site, and the Action Items. In the Action
Items, you can click “Edit” to view the Info Request Details (this will open below the Manage

Info Requests section).

In the Info Request Details area, you will able to view all of the information that was entered in
the information request. You can click on the “Product Info ID” link to view the Product Detail
page. You can also change the status of the info request by clicking on the Status dropdown. The
status of an info request can be: New, In Progress, or Completed. After you have made your
selection, click on Save to save your changes.

Info Request Details

Status ;| New J

Campany AS| Fhone : 800-546-1350 Date Meeded . 873172012

Marme
Faw: Comment:

First Marme : Jennifer
FProduct 1D 4987143

Last Mame ; Shinbery Quantity - s00

E-mail ishinberg@asicentral.com

Google© Analytics
This area will bring you directly to the Google© Analytics Official Website. If you already have
an account, you can sign in to your account here to view your web traffic information.

GO\ )8[(’: Ana _ CS Search this site | o |

Home  Features  Learn Partners ~ Premium Blog  Help Sign in or m e an accou

If you do not have a Google© Analytics account, you can create one by clicking on the “Create
an account” button on the Google© Analytics home page. For more information on using
Google© Analytics, please review the “Help” section on their official website.

After creating an account, you will need to go to settings to enable Google© Analytics on your
site. For information on how to do this, please review Chapter 8 — Site Settings, Analytics Tab
section.

Visitor Activity Reports

In this section, you can view information regarding various features on your site and how often
they are being used. Select a month and a site using the dropdowns provided.
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Reports i
Select Month: | 2012 August j Selecta Site: | $6RT - ABC Promaotional Products, Inc.j

Select a Report: Reports

Featured Product Sets
Search: Show | 25 j entries

Product of The Day - ~ ~

Froduct# = Froduct Mame < Supplier A5l < Supplier Mame <= Impressions Count < Froduct Detail ©
Barner 13-1005 Otta Flex Pro Stle | 75350 Otta Intl Inc 3 0
Cap

4] | i

Showing 1to 1 of 1 entries

Use the links on the left side to view information for that function. The available functions are:
Searches and Keywords, Product Views and Shares, Featured Product Sets (Product Collections),
Product of the Day and Banner.

Note: If a feature is not active on your site, it will not be available in the links on the left.

Chapter S - Design Studio

To access the Design Studio area, log into your ESP Website™ admin. Then, select your site
from the ESP Websites dropdown menu and click on Design Studio from the Management
Toolbar.

Your Logo

In the Your Logo section, you will be able to

upload a new logo for your site. Click on the Location
Browse button in the Upload Your Logo section. + Optimallogo sizs is 200 pikels wide by 70 pisels high. Logos should be

atleastthis size.

# Largerlogos will be optimized for vour ESF Website

The Media Manager will open and you can select
an image. If the image you would like to use is not
yet in the Media Manger, click on the “Upload Files” button and browse your computer for an
image.

* 286kb maximum file size. PNG, JPG ar GIF formats only.

Media Manager ®
Upload Files Upload Files from Your Computer
Acceptable irnage file types are jpeg jpd,png,gif
Acceptable image file size is less than S00KB.

Sort By Level :

File Type j Company j

After the image has uploaded, hover on it and click “Select File”.
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Media Manager x

Upload Files Upload Files from Yaur Computer
Acceptable image file types are jpeg,jpd,pna,gif
Acceptable image file size is less than 500kKB.
Sort By Level
File Type j Company j

Pramotional Produces Tne

ABC logo PHG

Select File

You will see a preview of your image in the Logo Preview window.

Location: http:Hcormmonmedia.asicentral. comd Browse Logo Preview: Reset

« Cptirmal logo size is 200 pixels wide by 70 pixels high. Logos should he

atleastthis size. fgy
= Larger logos will he aptimized faryour ESP Yebsite,

Promotional Products Inc
= 286kb maximum file size. PMNG, JPG or GIF formats only.

Don't have a logo? Just enter your campany name here:

If you do not have a company logo, type your company name into the last field in this section. A

preview of your typeset logo will appear in the Logo Preview window. Click Save when you are
finished.

Templates and Colors

Use the dropdown to select the size of the logo you would like to have: Traditional or Large.
Then, choose the template type: All or Industry. Next, check the box next to video, social feed,
Google map and left navigation for each feature you would like to have included on your site.
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@ Select a Template & Color

With ESP Wehsites, you can choose from a variety of site termplates and color combinations. Preview a termplate by hovering your mouse over a color. Yhen you're
ready to selectyour template, simply click on the color of the template you like best.

Narrow Template Selection

Logo Size: | All Sizes j Ternplate Type: ® All Termplates « Industry Tamplates

M video I Social Feed Google Map I Lett Mavigation

When changing the template, you will receive a warning that states: “By chosing a new site
template, any customizations made to your home page will be reset to system defaults and will
need to be re-applied. Do you wish to proceed with changing your site template?”

Select a Site ®

By chioosing a new site template, any customizations made to your haome
page will be reset to system defaults and will need ta be re-applied. Do
vou wish to proceed with chanaging your site termplate?

Yes Cancel

If you select Yes, your template will be changed and you will need to re-apply any

customizations you had made. If you select Cancel, your template will not be changed and your
customizations will remain on your home page.
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Black Preview

Advantage Current Fabulous

Selection - "
P 57 Campeny Loge
- o wg
] | atont TS ads
s N | —— ‘

,,,,, But - Frecuciar e Back 1o the Seach Praduct of the By Bee

o= | ZRM A = N
=R ]l caed =mm e
New —— 1 =

CRETTTTT T 0w o [P R
Automotive Education inlﬂ. O

Fonts
In the Fonts section, you can use the dropdown to select the font you would like to use on your
site. Click on Save when you are finished.

Flease select a default font for your ESP Website, vou may choose from the list helow, Font colors will change to match the termplate you've chosen. Hey! We want
you to look good.

Font . i FontPreview. | AaBbCcDdEeFfGgHhIiljKkL
= AaBbCcDdEeFfGgHRliJjKkL
Helveica AaBbCcDAEeFfGgHhIiJKKLI

Werdana
Times MNew Roman

Trebuchet b3 “

Banners
The Banners area enables you to select from two options:
e  “Show no banners on my site”. This option will not display any banners on your site.

e “I want to choose the banners that appear on my site”. This option will enable you to
select which banners will be displayed on your site. Use the dropdown to select Large
Banner or Small Banner. Then, drag up to four banners from the Available Banners
section into the Banner Loader.
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The file sizes for banners are:
e A large banner is 914 pixels wide x 218 pixels high
e A small banner is 914 pixels wide x108 pixels high

Banners

Y can custormize your ESP Website by adding up to four banners in constant rotation. You also have the option of uploading your own site hanners.
' Show na hanners an rry site.
& | wantta chaoose the bannars that aAppear on my site.

Large Bannerj

If you select the third option, “I want to choose the banners that appear on my site”, you will be
able to select and organize the banners that will be displayed on your site.

& Banners

Yau can customize your ESP Website by adding up to four banners in constant rotation. vou also have the option after initial =etup, in the Design Studio, to upload
wau own site banners,

o | dontwantto select banners. Letthe system select for me.
o I'want banners anly frorm my preferred suppliers. Letthe system select for me.

© I'want to choose the hanners that appear on my site.

Small Banner | |—| Select option - Large Banner or Small Banner

Available Banners
Banners highlighted in red link to an invalid product. Please edityour banner and pravide a new click through destination.

Company Banners Banner Loader
FEYEFEFETEry - ;
olplm Prodcts Like us on Facehook i 5 .
D Ilt hin Prodch i follotw us on frikter.. #I
B
Drag banner from Available Banners to the Banner Loader
-

B
B

Personal Shared Banners

Remove .Y ¥

Personal Banners

Mote: Banners may take up ta 10
minutes to display on your site ance
added to the Banner Loader.

ASI Banners

- R T Ty,
eSS

After you have added up to four banners, you can re-order them in the banner loader.
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There are two ways to do this: Banngripedel
¢ Drag and drop the banners into order by clicking on the plus | *
symbol (located in the upper left corner of that banner).

Joflore us on tuifter... ‘

. o mmmmmm
¢ (lick on a banner and then use the up/down arrows to move

it to the desired position.

To remove a banner from the banner loader, click on the banner and

+ =

To upload custom banners, scroll down to the banner upload area.

Remaove F.Y W

Here, you will be able to upload an image to use as a banner.

Images should correspond with the banner size. The maximum file size is 150KB and .JPG,
.PNG, and .GIF are acceptable formats. If you have an image ready to use that fits these
requirements, click on the Upload Banner Image button.

Banner Upload

ou can upload your own banners.
Image Measurments: Large 514 % 218 pixels, Small 914 ¥108 pixels Image Size: 150kh Types: JPG PNG GIF

Upload Banner Image

Then, select the banner size and click on the Browse button.

Upload Banner Image ®

. . YWhat size banner image are you uploading?
Browse your computer and locate the image you would like & Large Banner (314 x 218 phels)

to use. Select it and click on the Open button. € Grmall Banner (314 %108 pixels)

Now, you will need to set up the Click-Through-Designation Cancel

for this banner.

Add Product To Clipboard Create New Select-a-Search

My Banner
Banner Ad Bize File Size Click-Thraugh Destination Action
1847449_header.jpg Large Banner 41 Add Delete
Lewvel: & Product Detail Page
Company j Select Product j i

' Select-A-Search

Select Search j i

' URL
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There are three Click-Through Destination options available:
¢ Product Detail Page — this option enables you to link to the product detail page of an
individual product. To link the banner to a product detail page, the product will need to
be on your Clipboard. Select the ‘“Product Detail Page” dropdown and choose the
product.

To get a product onto the Clipboard, click on the Add Product To Clipboard button.
Then, search for the product. When you locate it, click on the Add to Clipboard link.

Summary View Tile View

1 Items per Page | 25 j Sort By | Default j

Il SM-6303 Constellation Ceramic Mug p
List Price: 1008 @ $2.01 Net Cost: 1008 @ §1 205 ONgRMED

Constellation ceramic 12 oz mog. 4-17/4" Hx 3-38" D.

fam Add to Cliphoard

Next, click on the Return to [Design Studio — Banners] link.

[Design Studio - Banners] = Product Search 4 Return to [Design Studio - Banners] |

1 iternis) ram 1 supplier(s) are found far "sm-6303"

Your Search Terms Clipboard (1) ~ Marked ltems - Print
STEEDED WETILS Summary View Tile View
¥ sm-6303
Clear Al Save Search | ftems per Page | 25 j Sort By | Default j
- SM-6303 Constellation Ceramic Mug

Narrow Results r)
List Price: 1008 @ $2.01 Net Cost: 1008 @ §1.205 SONgFMED

Constellation ceramic 12 0z, mug. 4-1/4" Hx 3-3/8" D,

100 Add to Cliphoard

Now, in the Banner Uplaod area, select Product Detail Page and select the product that
you added to the Clipboard. Click on Add in the Action area to finish this banner.

My Banner

Banner Ad Size File Size Click-Through Destination Action
185748 _header jpy Large Banner 41 Add Delete
Lewel © Product Detail Page

Company j Select Product j i

Select Product

Constellation Ceramic Mug

Select Search =| i

C URL




Select-A-Search — this option enables you to link your banner directly to a Select-A-
Search. You can select from your already created Select-A-Searches or create one in this

area.

To create a new Select-A-Search to link to the banner, click “Create New Select-A-

kR
Search”.
Add Product To Clipboard Create New Select-a-Search
My Banner
Banner Ad Size File Size Click-Through Destination Action
185749_headerjpg Large Banner 4 Add Delete
Level: © Product Detall Page
Company j Select Product j i
@ Selecta Search
Select Search j i
C URL
i

Do a search within your products. Then, when you are satisfied with the search results,

click on the Save Search button in the “Your Searched Terms” box.

Your Search Terms Cliphoard (1) = Marked ltems -

Search Terms Summary View Tile View

V' ceramic mugs

r A1600TT Ceramic Mug

Narrow Results r)
List Price: 2016 ¢ $2.45 Net Cost: 2016 @ §1.47 CONGPMED
¥ Category 16 0z Ceramic two tone cappuccing mug ! soup mug. Bowl shaped soup mug with smooth

tems per Page | 25 j Sort By

Default

Print

You will be prompted to name your Select-A-Search. Type a name in the box, then click

on the Save link.

Save your Select-&-Search

CEFaMmIC mugs

[ix]
L
=
[ao])

Then, click on the Return to [Design Studio — Banners] link.

[Diesign Studio - Banners] = Praduct Search >|Retum 1o [Design Studio - Elannersll

87 itern(z) fram 7 supplieris) are found for "ceramic mugs™

Your Search Terms Clipboard (1) ~  Marked ems ~

Search Terms Summary View Tile View

W caramic mugs

1121314
Clear All Save Search 1213[4>>>

tems per Page | 25 j Sort By

Diefault

Print
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Now, in the Banner Upload area, select Select-A-Searches and choose the Select-A-
Search you created from the dropdown. Click on Add in the Action area to finish this

banner.
WMy Banner
Banner Ad Size File Size Click-Through Destination Action
Add Delete
Level: ' Product Detail Page
Company = Select Product = a

& SelectA-Search
Select Search j i
Ceramic Mugs

Cheering Accessories

Cleaners i
Clints 3a3

e URL - this option enables you to type or paste a URL for your banner to be directed to.
Just select URL and type the web address (ex: http://www.asicentral.com). Click on Add
in the Action area to finish this banner.

My Banner
Banner Ad Size File Size Click-Through Destination Action

Add Delete

Level: " Product Detail Fage
Cormpany j Select Product | i

' Selact-A-Search

Select Search | i
& URL
http e asicentral com | i

After you have finished setting up your banner, it will be appear in the Available Banners area.
When you are ready to post your banner, simply drag and drop into the Banner Loader.

Product Collections
Product Collections are customized sets of products you can feature on your home page. In the

Product Collections area, you can select a pre-existing product collection to be displayed on your
home page or manage the product collections.

There are two tabs in Product Collections area: Home Page Setup and Manage Product
Collections.

On the Home Page Setup tab, you can select to display a Product Collection on your home page
by selecting “I want to display the following Product Collection on my home page” and then
clicking on one product collection from the available list.

e “Idon't want to select a Product Collection. Let the system automatically create a
collection of my top 100 products in ESP.” This option enables your ESP Website to
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automatically create and display a product collection from your top 100 products in ESP.

If you have less than 100 products in ESP, all of your products up to 100 will be included
in this set.

e “I want to display the following Product Collection on my home page”. This option
enables you to select the Product Collection to be displayed on your home page.
Home Page Setup Manage Product Collections

ou can choose to display any one ofthe following Product Collections on your ESP Website.

o | don'twantto select a Product Collection. Let the systerm automatically create a collection of my top 100 products in ESF

« |'want to display the following Product Collection an my hame page:

Collection 1 (Campany)
Featured Froducts (Company)

If you need to build a product collection, click on the Manage Product Collections tab. Then,
click on the “Create a New Product Collection” button.

Home Page Setup Manage Product Collections

Select a Product Collection from the list belaw ta view ar edit the products in that collection. Or choose "Create a

Create a New Product Collection
Mew Product Collection” to create a new set of products.
Search: Show | 10 j entries Properties
Mame = Level - Active = Actions Active ol

Then, enter your search criteria and click “Go”. Once you have found products you want to
include, mark the items you want to include and select “Marked Items”.

Clipboard (0} ~ Marked tems ~ | a2 Click 'Marked [tems Print

Add marked products to Cliphoard

Summary View Clear all marked products

Add to Product Callection ¥
11213145 = | Create a Mew Product Collection HT 3 S.?Iict Cﬁreate a Nez.t Purolsiﬂct Collectio
| I
1. Mark the item fassic Cotton Tote
List Price: 1000 @ §5.50 Met Cost: 1000 i@ §3.30 m’ﬁ“"

Classic cotton tote. Matural cotton canvas tote in a popular B 0z weight. Open top is perfect for

conventions and meetings. 12" drop handle. Please add color code after product number when
ordering.

26



Note: To save products for later use and continue searching click, “Add Marked Items to
Clipboard” and then continue searching. After all of the products you would like to use are on
the Clipboard, click on the “Select Action” button in the Clipboard and then click on “Create a

New Product Collection” from the menu.

In the Properties box (on the right), check “Active” to make
your product collection live.

Then, type a name for this product collection.

You also have the option to add a description by typing into
the description box.

Use the dropdown to select a level: Company, Personal
Shared, or Personal. For more information on these levels,
please review Appendix A: Levels in the ESP Admin.

Lastly, you can select to have a default image for this
product collection by clicking on a product image from the
available images.

You are also able to click on the “or Select From Image
Library” link and upload a new image or use an image from
the Media Manager.

After you have completed filling out the Properties area,
click on the Save button.

Properties
pctive M
Mame™
Tote Bags
Description:
Level:
Company j

Default Image:

Wllk-al Al

I il

or Select fram yvour Image Library

Cowe | son

After creating a product collection, it will be available in the product collection management

area. The options in this area are: Edit, Search or Copy.

Search:

Mame = Leve| = Artive
Collection 1 Caompany feg
Featured Products campany hGE
Tote Bags Cormpany NCE

.y
b

Show | 10 j entries
Actions
Edit Search Copy
Edit Search Copy

Edit Search Copy

The Edit link will make the properties area to the right editable. You can make any changes to
the Properties that you would like. To delete a product collection, select it from the listing, then

in the properties area, click on the Delete button.

27



Edit will also display the Products within the Product Collection below the product collection
management area.

Products in this Product Collection

Tote Bags Select Action - |
Delete
O I O
‘ . ) [ E Delete All
~U ‘lu‘ 3 & serectan
= M r Deselect All
S i-hiii Add to Cliphoard
Canvas Tote Bag Cotton Tote Bag Canvas Tote Bag Cotton Tote Bag Eco-World Upload Image
List Price List Price List Price List Price Li§ Create Mew Presentation
$5.85 $4.05 $6.15 $4.40 6.25

asifi7 66 asifiyBER asifB7B6G asifi7B6G asiffaaa0

2345> Showing 1 to & of 21 entries

In the Products in the Product Collection section, you can mark products and then click on the
Select Action button to manage them. The Select Action button enables you to:
e Delete — Delete marked products
Delete All — Deletes all products
Select All — Mark all products
Deselect All — Unmarks all marked products
Add to Clipboard — Add products from the product collection to the clipboard.
Upload Image — Replace the default image for a product (you must mark the product and
can only use this option on one product at a time)
e (reate New Presentation — Use products from this product collection to create a
presentation in ESP Web.

The Search link in the product collection management area enables you to add products into the
product collection. You can repeat the same basic searching steps as when you created your
product collection, except that instead of selecting “Create a New Product Collection”, select
“Add to Current Product Collection”. The “More” dropdown shows two options: Copy and
Delete. Copy will make a copy of the product collection. Delete will delete the product
collection. For assistance adding the product collection to your site, please review Chapter 5 —
Design Studio, the Advanced Design section.

News and Video
The News and Video area enables you to select Editorial Feed and Video Content to be displayed
on your site. There are two tabs in this area: Home Page and Industry Page.

On the Home Page tab, there are two main options: Editorial Feed and Video Content. The
selections you make here will be added to your home page.

For Editorial Feed, there are two options:
¢ Allow news articles to be delivered to my home page.
® No thanks. I don’t want to feature news articles on my home page
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For video content, there are three options:
¢ Allow client-safe video content to be added to my ESP Website home page and updated
automatically.
¢ [ want to feature my own video content on my home page. This option will enable you to
paste a URL to a YouTube video of your choice (ex: http://www.asicentral.com). Just
type/paste the URL into the available box.
® No thanks, I don’t want to feature video content on my home page.

When you are finished making your selections, click on Save.

J Home Page | Industry Page

Flease note that if the template wou have selected does not have room for news orvideo content on wour home padge, you might need to select another template.

Editorial Feed

ou may choose to have editorially selected news delivered automatically to your ESP Websites home page.
® Allow nenws articles to be delivered to my home page.
o Mothanks. | don'twant to feature news aticles on my home page.:

Video Content

You can also choose to add video content from YouTube.corm to wour ESP YWebsite home page.
© Allowe client-safe wideo contentto he added to my ESP Website home page and updated autormatically.
s I'want to feature my own video cantent an my hame page. Display the fallowing link from YouTube.com

LIRL: (Example: hitp:fnas woutube comiembedhrgy e 2000

s Mo thanks, | don'twant to feature video content on my home page.

In the second tab, Industry Page, there are two sections.

The first section, Industry News, Video and Events is where you can choose to enhance your
ESP Website by adding a customer friendly page of promotional industry information. You can
choose to allow news articles or select no thanks. Click on the Save button for this section when
you have finished making your selections.

This section, Video Content, enables you to select the video content of your Industry News,
Video and Events page. There are two options:

e Let the System choose the videos on my Industry News, Videos, and Events page.

¢ [Let me customize the video content on my Industry News, Videos, and Events page.

Home Page | Industry Page |

“ou can choose to enhance and further custamize your ESF YWehsite by adding a customer-friendly page of editarially selected promotional industry news, videos and
upcoming events.

Industry News, Video and Events

© Yes, |want to feature a page for just for Industry Mews, Video and Events.
o Mo Thanks. | don'twant to feature a page of Industry Mews, Video and Events on my ESP Wehsite.

Video Content

o Letthe Systern choaose the videos on my Industry Mews, Videos, and Events page.
@ | et me customize the video content on my Industry Mews Videos, and Events page.
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If you select to customize the video content, you can type or paste the URL for the video in the
URL box. Then, enter a headline. Lastly, click on the Add link.

Add Videos
My Videos
URL Headline™ Action
hittpfaneni youtub e combwatch Pv=dir-olkKeUg Caompany Yidea Delete
Level:
campany j

Now, the video will be available in the Available Videos area.

Available Videos

Choose from the banners below and drag them into the Selected Videos spotto display on vour site.

Company Videos Selected Videos

Drag videos from the Company Videos area
to the Selected Videos section.

You can have up to 50 videos.

Remove Video Add More Videos

You can have up to 50 videos in the selected videos area.
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Product of the Day

The Product of the Day section is where you can select to have a specific product or a rotation of
specific products available directly on your home page. In the Product of the Day section, there
are two tabs: Setup and List of Schedules.

Setup is where you can select the options for your Product of the Day. In the Setup tab, there are
two options:

e Let the system choose a Product of the Day Automatically

e [ want to select my own Products of the Day.

Setup List of Schedules

ou can showcase a different product every day onyour ESP Websites, oryvoud can letthe systerm do it foryou,
C Letthe systern choose a Product of the Day Automatically.

® 'wantto select my own Products of the Day.

ge my existing Product ofthe Day Schedule:

Auto-generated Product of the Day j

Create New Schedule Edit Schedule(s) m

If you select “I want to select my own Products of the Day”, the options to help you use a
Product of the Day schedule will appear. You can select the schedule you would like to use from
the dropdown and then click Apply. If you need to edit an existing schedule, select it from the
dropdown and click on the “Edit Schedule(s)” button. If you need to create a new schedule,
click on the “Create New Schedule” button.

To create a new Product of the Day schedule, click on the “Create New Schedule” button. A
pop-up window will open.

Create a New Schedule x
Type the Schedule Name, select a

level from the dropdown, and check
the Active box (For more information | StheduleName: oopomperamz
on these levels, please review Lovel

Create a new Product of the Day Schedule

Appendix A: Levels in the ESP Company B
Admll’l) sctive M
Click on Save after you have entered o .

this information.
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Now, you will need to put products into this schedule. Click on the List of Schedules tab, then, in

Schedules section, locate the schedule you just created and click on the Edit link in the Actions

area. In the Scheduling Properties box, click on Schedule Products.

Setup | List of Schedules |

Schedules Scheduling Properties
Search: show| 10 x| entries
Mame = Leval Type & Active & Actions Schedule Mame:™
September 201 7 Company Default v Edit Delste Septenber 2012
Auto-generated Product oft. . Glabal Default A4 Products Level:

Comparny
Showing 110 2 of 2 entfries

active ¥

[

Create New Schedule Schedule Products “

A new tab, Edit Schedule, will open and now you will be able to add products. Products can be

added from the Clipboard.

If you do have not already saved the products to the Clipboard, click on the Search for Products
button. To add a single product, search for the product you would like to use, mark it, and then

click on the Marked Items button. Select “Add to Current Product of the Day Schedule” from the

dropdown.

Cliphoard { 2'EH Marked items -

Add marked items to Clipboard

Summary View Clear all marked items
Add to Current Product of the Day schedule

1 N Rk Items per Page | 25 j Sort By | Default

SGPT18-BULLET Gourmet plastic candy tube with color fd bullet candy
List Price: 5000 @ $1.80 Net Cost: 5000 @ §1.05 CONZFMER

Print

To add multiple products, search for a product and mark it. Then, click on the Marked Items

button and select “Add marked items to Clipboard” option.

Chphoard ( 2'EH Marked tems ~

Add marked items to Clipboard

Summary View Clear all marked items
Add to Current Product ofthe Day schedule

1 A4]5= = tems per Page | 25 j Sort By | Default
1
SGPT18-BULLET Gourmet plastic candy tube with color fd bullet candy

List Price: 5000 @ §1.80 Net Cost: 5000 @ §1.05 “ONgFMER

Print
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Repeat this process until you have added all of the products you would like to work with onto
your Clipboard. Then, click on the Clipboard, mark the products you would like to use and select
“Add to Current Product of the Day schedule” from the dropdown.

Clipboard{24) - Hﬂlketl tems - Print
I:H Select Action ~

eramic Mug eramic Mug eramic Mug eramic Delete

T B Delete All
v o Select Al g
. @ LOFAL
Deselect All
e
o B Create New Presentation

Create a New Product Collection
Add to Current Product Collection

Fl | | EH Add to Current Product of the Day Schedule I

S0 @ F3.00 100 i@ F2.29 260 @210 a0 @ F0.33

After adding the products to the Product of the Day Schedule area, click on the edit link under
actions to set a start and end date.

Product of the Day Schedule: September 2012
Search: Show | 10 j entries
Froduct Mame = Product Murmber < Start Date = End Date & Actions
Ceramic Mug ATBO0OTT lInscheduled Inscheduled Delete
Ceramic Mug nzcheduled Unscheduled Edit Delete

To the right, a preview will be displayed. Directly below the preview will be the Scheduling
Properties box. Here, you can enter a start date (date you would like the Product of the Day to
begin showing on your site) and an end date (date you would like the Product of the Day to stop
showing on your site).

To set up a start date, click into the Start Date box and select a
date from the calendar. To set up an end date, click into the
End Date box and select a date from the calendar.

Scheduling Properties

Start Date*
Then, click on the Save Properties button. Repeat this process
for all additional products to build a full Product of the Day End Dato"
schedule.

If the product had already been scheduled and you would no
longer like it to be part of the schedule, click on the

“Unschedule Item” button. You can also delete a product by
clicking on the “Delete Product” button.

Unschedule tem Delete item
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Now, the Product will show with its start and end dates in the Product of the Day Schedule area.

Product of the Day Schedule: September 2012
Search: Show | 10 j entries
Product Marme & Product Murmber % Start Date = End Date & Actions
Ceramic Mug A1B0O0TT 095015201 2 09moyr20m 2 Edit Delate
Ceramic Mug Inscheduled Linscheduled Edit Delete

Site Navigation

There are two site navigation areas in the Design Studio, one is directly under Design Studio and
the other is in the Advanced Design options. This section will focus on the site navigation
located directly under the Design Studio. In this section, you can edit your existing site
navigation menus. If you need to create a new menu, please review Chapter 5 — Design Studio,
the Advanced Design section.

To edit an existing menu, use the Select a Menu dropdown to choose which menu you would like
to edit. Top is the default navigation menu for your site.

Product Search AboutUs More Sign In

[Top Navigation Menu jrm———

A5

Promotional Products Inc

After selecting the menu you would like to edit, click on a menu item to edit its properties or
add to it. Next, select a menu item. Please note that “Home” and “Product Search” are static
and cannot be edited. In the example below, “More” is selected. The menu item will display in
the Properties column. The Properties column is where we can edit the display name (the name

of the menu item that will be displayed on
SelectaMenu:| Top | your site), the type of item, and the details.
Menu Properties . .
There are several different types of items.
lepuizpanions The types available in the dropdown are:

Click any itern to edit Properties. Display Mame: L4 Event

Drag and drop any itern to °

rearrange the arder. Click"Add" to More URL

add a new navigation itern. Type L4 Pages

Display: Tex j ° MallTO

¥ Home Cetal: e Product Collections

W Produst search e Select-A-Searches

W apoutUs o Text

! vore g 2| v Advanced e Top Searches
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The Detail will be dependent on the type of item you select. For
example, if you choose Product Collection, the detail will display a
dropdown of all available product collections.

The Advanced options will display options for opening the menu
item, as well as the ability to enter CSS class information. If you are
not well versed in CSS, it is recommended that you do not enter
information in the CSS class field. When you are finished editing this
menu item, click on Save.

If you would like to create a submenu for this menu item, in the

% Advanced

Click any itern to edit Froperties. Drag
and drop any item to rearrange the
arder. Click"Add" to add a new
navigation itern.

Dizplay:

I News &videos

lower section of the Properties area, click on the Add button.

Now, a second Properties window will be displayed with the “Navigation Item Options”.

Properties
Mavigation Item Options

Display Marme:

Specials

Tpe:
Froduct Collections j

Dretail:
Hot Products for Summer j

% Advanced

You can edit this submenu item the same Properties
way as the main menu item. Menu ftem Options
Edit the Navigation Item Options: D:::ZY Hame:

¢ Add aDisplay Name _

e Select a type Tﬁ:n <

e Select/Add Detail

Detail:
Click on the Save button.
. ¥ Advanced

If you wanted to add another menu item
below the new Navigation Item, you can m
use the Add button in the lower portion of
the Properties window. Click any itern to edit Properties. Dy

and drop any iterm to rearrange e
. . . . ordet. Click "Add" 10 add & neft
To make a menu item inactive, just uncheck | naigation tem.

it. Display:

I Mews & vidgt
Another column of Properties will open and
will display a blank Navigation Items
Options area. Just edit and save.

Add

Click any itern to edit Froperties. Drag
and drop any itermn to rearrange the
arder. Click "Add" to add a new
navigation itern.

Display:

Add

There are two preview buttons; both will display a preview of your menu. If you are satisfied
with your site navigation, go to the Settings Toolbar and click on Publish.

Select a Member

HOME MY DASHEOARD DESIGN STUDIO FEATURES

o eSPWebSiteS . ABC Promaotional Products, Inc. E Settings | View Live | Preview

MARKETING TIPS
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Once this menu has been published, this is what it will look like on your site:

Product Search About Us Sign In

%g Mews & Yideos

Promotional Products Inc Specials

Introductory Text

The Introductory Text area is where you update the text that is shown on your home page. You

can just type a headline and text, then click on the Save button.

There is a toolbar across the top of the text area.

Here is a breakdown of the text toolbar from top left to bottom right:

- -~ Undo/Eedo

@__ GoGn = Q- Image Manager, LinlTinlink Test, Insert Hortzontal Eule,
Insert Company Address, Insert Symbol

Paragraph St... | - || Font Mame | - || Size| - | Paragraph Style, Font MWame, Font Size

B I U || Bold, Italic, Underline
=E=E=E=E Left Align, Center, Fight Ahgn, Justified, Remove Alignment
R Increase Indent, Decrease Indent

ey

Mumbered List, Bulleted List

|Eﬁ| Show/Hide Border

A~ & ~ 3‘?' Font Color, Font Background Color, Format Stripper

A8 Spell Checle

EE T Insert Table

36



Below the text area, you can also click on the HTML button to edit the HTML coding of your
Introductory Text.

Pages

The Pages area is where you can create additional pages for your site. Your site will
automatically create a default About Us page. In this area, you can edit the About Us page by
typing new text, using the toolbar or switching to HTML mode. When you are finished making
your changes, click on the Save button at the bottom.

Create New Page

Select vour Page | About s j

[ Bl tf -~ |Paragraph§t...|v||FontName |v||Size|v|
BI1UZ= Z(EeE == oI % B

e are a promotional product distributor and proud member ofthe Adverising Specialty Institute. Promotional products, also known as ad specialties, make up a nearly
F17 hillion dallar industry and are used by virtually every business in America. Why? Items like muags, pens and t-shirts are memorable and provide a better cost per
impression for advertisers than almost every major marketing effort like T magazines and the Internet.

3
| 8

e are ahle to supply your company with every possible promotional product from aver 2000 suppliers. With so many ad specialties available there is a huge opportunity
for professionals like you to boost ROl and leave a lasting impression with your customers.

Cur mission is to help yau create long-lasting relationships with your clients through the power of promaotional products.

e

You can use the Create New Page button in the upper right hand corner to begin creating your
own custom page for your site. After clicking on the button, you need enter a Display Name. The
Display Name will be an extension of your URL (ex: abcpromos.espwebsites.com/DisplayName)
and therefore cannot contain spaces. Then, enter your text and customize it using the toolbar.
Then, click on Save.

Display Mame *| ShippingPolicies
T - @“Gﬂ :E - |Norma| |v||FontName(...|v||5i...|v|
B I U[E = & == @) - a-cf- Ny B

We ship wia UPS Ground. Expedited shipping requests may incur an additional charge.

« »
e
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You will then need to add your page to your navigation. For more information on how to do this,
please review Chapter 5 — Design Studio, Site Navigation or Chapter 5 — Design Studio,
Advanced Design — Site Navigation.

Advanced Design

The Advanced Design area is where you can apply features to make them live on your site. There
are four options available in the Advanced Design section: Manage Pages, Site Navigation,
Manage Artwork and Edit the Style Sheet. When you try to access any portion of the Advanced
Design, a warning stating:

Modifications made to your ESP Website using Advanced Design tools could cause
standard Design Studio tools to no longer apply to certain features and functionality on
your ESP Website. In some circumstances, you might need to reset your site and use
SiteBuilder again. Additionally, any edits made to your site using Advanced Design tools
will be lost if you decide to change your site template.

Manage Pages

The Manage Pages section enables you to add, edit, copy and delete the pages of your site. Also,
this is where you can add features to your pages. There are two tabs in the Manage Pages
section: Manage Pages and Edit Page. The Preview link will display a preview of the page. The
“More” dropdown is where you can copy or delete a page.

Manage Pages
Search: Show | 10 = entries
Default Fage Mame = FPage Title = Actions
[ | Aboutlls Ahout Ls Edit Preview | Mare j
[ ] Contactls Contact Us Edit Preview | Mare j
- Events Ewvents Edit Preview | hore j
¥ Horne Horne Edit Preview | More j
[ MewsVideos Mews & Videos Edit Preview | More j
| ProductDetails Product Details Edit Prewiew | More j
= ProductResults Product Results Edit Prewiew | More j
| Signin Sian In Edit Preview | mWore j
r SigninFop Sign In Pop Edit Preview | More =l
[ ] UserPrafile User Profile Edit Preview | Mare j
Showing 1 to 10 of 10 entries
Create New Page
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To create a new page, click on the Create New Page button at the bottom of the Manage Pages

area.

Create a New Page

Erter a page name, page title and layout for your new page. The Page Title appears in

You Wlll need tO enter a Page Name, Page Tltle’ and the title bar atthe top of the browser. The Page Mame appears after your domain,

example: htp:fespwebsite comipagename

Page Layout. Page Name.*

A Page Name is the extension for this page from the
site’s URL. For example:
abcpromos.espwebsite.com/AboutUs”.

Page Title

Page Layout™

Cancel

®

[ |
Create Page

The Page Title is the text that appears in the browser bar. For example:

ABC Promotional Products, Inc. - About Us

Ele Edit  Wiew Histary  EBookmarks  Tools

Mozilla Firefox
Help

When you finished entering this information, click on the Create Page button.
When you click on the Edit link in the Manage Pages area, the properties of that page will open

in the Properties area.

The Properties section is where you can update the Page
Name and the Page Title.

You can check the Default Page box to make this your
default page. Your default page is what displays when
your site is accessed.

There are Page Layouts available. You can see a preview
of each layout. Click on it to select it.

The Meta Description and Meta Keywords boxes are
where you can enter individual meta tags for this page.

Generally, meta tags consist of three fields: title,
description, and keywords. The title and description of
your site will be displayed on a search engine’s results
page. They need to be coherent and concise.

Keywords, on the other hand, will not be seen and are
only for the search engine’s background ranking
processes. In this section, you can enter multiple
keywords separated by commas. For example: promo
products, imprinted products, promo items, imprinted
items, etc.

When you are finished customizing the properties of your
page, click on the Save Properties button.

Properties

Fage Mame™

Aboutls

Fage Title:™
About Us

r Default Page:

Fage Layout™

=l

Meta Description:

Meta Kewwords:

Save Properties
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The next tab, Edit Page, is where you can customize the content of your pages. The Edit Page
section displays your page in terms of modules and zones. Essentially, the feature you would like
to have on your page is a module (Select-A-Search, Product Collectin, Text, etc.). The place on
your site that you would like the module to display is a zone. The zones are broken down into
sections: Header, Main and Footer.

The first step is to use the Select Page dropdown menu to select the page you would like to edit.
You can drag a module to a zone and then configure it. For example, if we wanted to add
Editorial Content to our Homepage, we could do so by dragging the Module on the left and
dropping it into the zone of the page.

Modules Home
Choose Module; Select Page: | Home j Create Mew Page
All Product Collections = =]

Banners

Create Account

Product Collection Product of the Day

Editarial Content

Mon-Glohal | Settings | Edit | Remowve Mon-Global | Settings | Remowe
Editorial Jontent Feed

Dra )
Q_; Editorial Content Video

Event

Mon-Global | Settings | Remowe

Featured videos

List of Events D|'0p

Laga Product

Then, after dragging and dropping the module into the zone, you will need to configure that
module. The configuration options will vary depending on the module’s capabilities. In the
example above, Editorial Content will

you will need to specify a Market Group _C“e =

Chverviem

need to be COnfiguI‘ed' Module Settings -
Market Groups | [EYTETRIaTE) ﬂ
When the module is dropped into the Defeutt
zone, the module settings window will Financial -
automatically open. For Editorial Content, Categories | Bing j
=l

and a Category. For example, Automotive
and News.

C Iose ﬁ

After clicking Save, the module is added
to the page.

Now, the module has been added to the page. To edit a module, you can do so at any time. There
are two constant edit options: Global/Non-Global and Remove. Global/Non-Global refers to
whether the module should be in that location on the page for all of the pages on your site. Any
module that is set as Global will appear on every page of your site in that position, such as a
header. Non-Global modules will only appear in their location on the page to which they have
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been added. For example, the Editorial Content that was added to the Home page will only
display on the Home page. It will not appear anywhere else on the site. Most modules will have a
Settings link which enables you to edit the settings for that module. Some modules will contain
an Edit link which enables you to edit the information for that module.

More than one module can be added to a zone and modules can be dragged and dropped from
one zone to another. There is no save button in this area. All changes are automatically saved. To
make these changes live, click on the Publish link in the Settings menu.

Site Navigation (Advanced)

The Site Navigation area in the Advanced Design section is where you can build new navigation
menu, as well as edit or delete existing navigation menus. To create a New Menu, click on the

“Create a New Menu” button.

Selecta Menu: Topj Edit Properties Delete Preview
Then, configure the new menu by: R .

e Selecting whether you want to create a new menu or

copy an existing one.

Naming the menu (ex: Side).
e Selecting whether you would like this menu to be

horizonral or vertical.

¢ (licking on the “Create Menu” button when you are

finished.

& Craate New henu

o Copy An Existing Menu: | Top j

Menu Mame:* Side

Menu Layaut: @ Horizontal

 vertical

Now, begin building your menu by clicking on the Add button in the Menu section on the left.

Select a Menu: Sidej

Menu

Edit Properties

Create a New Menu Delete

Click any itern to edit Properies.
Drag and drop any item 1o
rearrange the arder. Click"Add" fo
add & new navigation item
Display,

' rew tern

Properties
Menu ltern Options

Display harme:

MNew ltem

Type:
Text j

Detail

% Advanced

Click any itern to edit Properties. Drag
and drop any item to rearrange the
order. Click"Add" to add a new
navigation item

Display:

Add
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The Properties column is where we can edit the display name (the name of the menu item that

will be displayed on your site), the type of item, and the details.

There are several different types of items. The types available in
the dropdown are:
e Event
URL
Pages
MailTo
Product Collections
Select-A-Searches
Text
Top Searches

The Detail will be dependent on the type of item you select. For
example, if you choose Product Collection, the detail will display
a dropdown of all available product collections. In the example
to the right, the type is Text, therefore, no detail is necessary and
the field can be left blank.

Properties
Menu lterm Options

Display Marme:

Stress Relievers

Type:
Text

Cetail:

& Advanced

Qpen the iterm in:
Sarre Window (=]
I

retWindnw

Top Window

The Advanced options will display options for opening the menu
item, as well as the ability to enter CSS class information. If you
are not well versed in CSS, it is recommended that you do not

enter information in the CSS class field.
When you are finished editing this menu item, click on Save.

If you would like to create a submenu for this menu item, in the lower section of the Properties
area, click on the Add button.

Now, a second Properties window will be displayed with the “Navigation Item Options”. You
can edit this submenu item the same way as the main menu item. Edit the Navigation Item
Options:

¢ Add a Display Name

e Select a type

e Select/Add Detail

Click on the Save button.

If you wanted to add another menu item below the new Navigation Item, you can use the Add
button in the lower portion of the Properties window.

Below is an example of how a menu item with sub menus would appear in the Advanced Site
Navigation area.

The highlighted sections correspond with where you will be able to edit those menu items.

42



Select a Menu: Sidej

Menu

Edit Properties

Create a New Menu Delete

Preview

Click any item to edit Properties.
Drag and drop any itern to
rearrange the arder, Click "Add" 1o
add a new navigation itern.
Di=play:

' stress Relievers

Add
1

Properties
Menu lterm Options

Display Mame:

Stress Relievers

Type:
Text j

Detail:

% Advanced

Properties
Mavigation lterm Qptions

Display Mame:
Medical

Type;
Select-A-Searches j

Detail:
Stress Relievers - Medical j

% Advanced

Properties
Sub-Mavigation ltem Options

Display Mame:

Health and Fithess

Type:
Select-A-Searches j

Detail:
Stress Relievers - Health & Fj

% Advanced

Click any itern to edit Properties. Drag
and drap any iterm to rearrange the
order. Click"Add" to add a new
navigation iterm.

Display:

M Medical

Add

Click any iterm to edit Properties. Drag
and drap any itern to rearrange the
order. Click"Add" to add a new
navigation itern.

Display:

M Doctors

M rurse

W Health and Fitness

3 Add

The numbers in for the menu and navigation items indicate where they will be in the menu. In
the example above, Stress Relievers is first, then Medical, then Doctors, Nurses, Health and
Fitness. Therefore, then site navigation menu is:

1. Stress Relievers

2. Medical
3. Doctors
Nurses

Health and Fitness

To make a menu item inactive, just uncheck it.

Stress Relievers

Medical

Doctors
Murse

Health and Fithess

There are two preview buttons; both will display a preview of your menu. If you are satisfied
with your site navigation, go to the Advanced Design, Manage Pages section and add the
Navigation module to a zone on your site. Then, publish your site to make the menu live and

active on your site.

Manage Artwork

In this area, you can upload logos/images as designated approved artwork which can be used
when customers are placing orders. To add artwork into this seciton, click on the “Upload

Artwork” button.
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Approved Artwork
Select Approved Arbwork

Iterns per Page: 10 j

Upload Artwork

Then, you can select from available files in your Media Manager. If you need to upload a file,
click on the Upload Files button in the Media Manager.

Media Manager ®

Upload Files Upload Files from Your Computer
Acceptable image file types are jpeo,ipa,png,gif

Acceptable image file size is less than 500KB.

Sort By
File Type j
Then, hover on the file, hover over “Options” and click on “Select File”.
Media Manager ®
Upload Files Upload Files from Your Cormputer
Acceptable image file types are jpeq, jpg,pna,qif.
Acceptable image file size is less than A00KB.
Sort By : _
File Mame j
| e _ ®
[GLOTHING STORE| | .
Select File -
Edit File
5 Copy File
3BannerZjpy  459A091_20110802.. Ad Express Banner... Delete File  hackground.jpg
Options
hannerBG.png - ha-hody.gif - had_left.png - hg-footer.png . hg-footerRepeat.png -

Now, the artwork is available for use in the Approved Artwork area.
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Approved Artwork

Select Approved Arteiork

ASI_LOGO.png Delete

lterns per Page: | 10 j

Upload Artwork

Edit the Style Sheet
This option will bring you into the CSS of your site. It is strongly recommended that if you are
not well versed in CSS that you do not make changes in this area.

Edit the Style Sheet

ABC Promational Products, Inc.

*RESETS -
hody { background: none; font-size; 12px; background-color, #EDEDED, }
.subFooter { background: none; harder: none; }
.cantainer { background: url{images/headerBG-top.png’ tap left repeat- #FFF; barder: 1px solid #ABABAR, padding: 0 10px margin-top: 10,
-moz-hox-shadow: none;
-webkit-hox-shadow: none;
hox-shadow: none;
}
headerRow2 { width: 960px; padding: 010 margin-left: -10px; backaround: urllimages/headerBG-bot.png’ bottom left repeat-x; }

LG

Logo§ display: table-cell; vertical-align: middle; test-align: center; width: 220p height: 100p:;
Aogao{ display: inline-block; font-size: 24px; font-weight: bold;, max-width: 220px; line-height: 1em; }
logo af color #C20001; %

P LIMKS =

a, alink, awisited, a:hover, a:active { text-decoration: none; color: #C20001; }
ahover { text-decoration: underline; }

styledbd { color: #C20001 }

Chapter 6 — Features

The Features menu is where you can create features to use on your site. In this section, there are
six options: Select-A-Searches, Media Library, Coupon Manager, Custom Products, Content
Library and Exclusion Lists. You can create these features here, but remember, you will need to
go into the Advanced Design to apply these modules to your pages.

Select-A-Search

A Select-A-Search is essentially a search that is already done. For example, if you are a supplier
of mugs, you can create a Select-A-Search devoted to just your ceramic mugs. This way, visitors
to your site do not have to search for ceramic mugs; they can simply click on the link to view the
available ceramic mugs.
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To create a Select-A-Search, click on the “Create New Select-A-Search” button in the Select-A-

Searches area.

Search:

MHame =

August 12

mugs

Select-A-Searches

Image Level =
Company
[image Hot]
Zampany
[imaga Hot]

Show | 5 j entries

A

Artive % Actions
e Edit Preview Delete
Mo Edit Freview Delete

Showing 1to 2 of 2 entries

Create New Select-A-Search

Do a search for products (ex: Automotive Items or Ceramic Mugs). Then, when you are satisfied
with the search results, click on the Save Search button in the “Your Searched Terms” box.

Search Terms

¥ ceramic mug

Narrow Results

~ Category

MUGE & STEIMNE

Your Search Terms Clipboard {4) ~

Summary View

=

111 iternis) from 1 supplieris) are found for “ceramic mug”

Marked ltems -

Tile View

Ceramic Mug

Items per Page | 25 j Sort By | Default

4
List Price: 2016 ¢ §2 18 Net Cost: 2015 ¢@ §1 307 CONTRMED

v

Print

16 oz. Ceramic two tone speckle bistro mug. YWide speckled ceramic histro mug with smooth

hlack rim, two tone style with a curved grip and tapered bottom. A great mug that holds well to
everyday use for your favorite coffee or tea. Great for promoting your logo or campany names.

You will be prompted to name your Select-A-Search. Type a name in the box, then click on the

Save link.

Save your Select-A-Search

Ceramic muds

Showing 1 to 2 of 2 entries

Actions

Delete

Delete
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Now, you can continue to search, save and create Select-A-Searches. If you are ready to return to
the Select-A-Searches area, click on the Return to [Features - Select-A-Searches] link.

[Features - Select-A-Searches] = Product Search =|Return to [Features - Select—A—Searches]l

111 itemnis) fram 1 supplieris) are faund for “ceramic mug”

Your Search Terms Clipboard {4} =  Marked tems - Print

Search Terms Tile View

Summary View

Your newly created Select-A-Search(es) will now be added to the Select-A-Searches area.

Select-A-Searches Properties
Search: Show| & j entries
Mame = Image Level ~ Active & Actions Marme:*
August 12 Company | Yes Edit Preview Delets LERmIEmg
[inCataiog) Image:
ceramic mug Campany | Mo Edit Preview Delete i i @ "3
el 2]
mugs Cormpany Mo Edit Preview Delete Level:
e Company =l
Active;

Showing 1 to 3 of 3 entries

Save Properties

Create New Select-A-Search

In the Select-A-Searches area, you can edit, preview and delete your Select-A-Searches. Clicking
on the Edit link will open the Select-A-Search in an editable state on the right, in the Properties
area. In the Properties section, you can edit the name of the Select-A-Search by typing in the
Name box. You can also click on any image in the Image area to designate a default image for
this Select-A-Search.

Then, you will want to check this Select-A-Search as active so it can be added to pages and/or
site navigation. For more information on how to add a Select-A-Search to your site navigation,
please review Chapter 5 — Design Studio, Site Navigation or Chapter 5 — Design Studio,
Advanced Design - Site Navigation.

Media Library

The Media Library will contain all of the various media for use on your site. To add media into
the Media Library, click “Upload Media” located in the bottom right corner of the Library Items
section.
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Media Library @

Media Library houses all images uploaded and utilized for all aspects of the ESP Websites

Level:| All j

Library ltems Properties
Search: Go Clear Show| § j antrieg
Image File Mame Image Level Actions Mame:*
80%-"ou-Red.JFG im Company Edit Copy Delete B0%-rouFied JPG
| Image Types:
= Artwrork Thurmbnail
ABC logo.PHG Company Edit Copy Delete
™ Logo ws
648 I Logo
Alty_Blackipd Company Edit Copy Delete ¥ Nane
Lewel
Cormpany -
Alry_Bluejpg Company Edit Copy Delete J
Save Properties
Alry_Grayipg Cormpany Edit Copy Delete
1 2 3 4 i B 7 8 k) 10 ==

Showing 110 6 of 179 entries in 26 pages

Upload Media

Then, you can select from available files in your Media Manager. If you need to upload a file,
click on the Upload Files button in the Media Manager.

Media Manager ®x

Upload Files Unpload Files from Your Computer
Acceptable image file types are jped,jpg,png,gif.

Acceptable image file size is less than S00KB.

Sort By
File Type j
. [3 M 2 M [3 T 29
Then, hover on the file, hover over “Options” and click on “Select File”.
Media Manager ®x
Upload Files fram Your Computer
Acceptable image file types are jpeg,jpag,png,git
Acceptable image file size iz less than S00KE.
Sort By
File Marme j
L7 5.4 1! Xz ©
= GLOTHING STORE
Select File
Edit File
Copy File
3 BannerZ jpg 4596081_20110802... AdExpress Banner ... Delete File hackground.jpg

Options




The file will then be added to your Media Library. You can edit, copy S
or delete files in the Library Items area.
When you click on Edit, the Properties section on the left will show e website jog
the editable options. et
Dlooove
You can edit the name, image type, and level. For more information on |
levels in the Library Items area, plaese review Appendix A: Levels in Lo
the ESP Admin. compeny L

Click on the Save Properties button when you are finished editing.

Coupon Manager
You can set up coupon codes that can be entered on your site. To create a new coupon, click the
“Create New Coupon” button.

Coupon Manager

Search: Show| & j entries

Mame = Coupon Code % Start Date & End Date % Amount % Actions

450 off $500 order MIRACLE B/1452012 6142013 $50.00 Edit Copy Delete

100 off of total arder. .. Summert 00 Srerz2012 9442012 F100.00 Edit Copy Delete

20 OFF mayspecial 5i2212012 ai3izmaz $20.00 Edit Copy Delete

2012 summer promao Feterz012 Ar2152012 63052012 $24.00 Edit Copy Delete

24 off SummerSavings THa012 TiI31202 F25.00 Edit Copy Delete
2345 === Showing 1 1o 5 of 27 entries

Create New Coupon

First, type a name for your coupon in the
Coupon Name field.

Create New Coupon ®

Coupon Marme*

Annual Promo

Then, you need to add a Coupon Code, which
is the code user can input during checkout to
redeem this coupon.

Coupon Code’
ARz012

Description
Annual Pramotion - Every September. $25 off orders of 5100 ar mare.

You can enter a description if you desire. You
then must select a start date, end date, coupon
amount and order minimum.

When you are finished entering this Start Date’ Coupon Amount’
information, click on the “Create Coupon” 09/01/2012 $26.00
button. End Date* Crder Minimurm®*
na/30/202 $100.00
The coupon will then be added to the Coupon Cancel

Manager. In the Coupon Manager, you can

edit, copy or delete existing coupons.

49



To edit an existing coupon, you can click on the Edit link in the Action section. The Properties

section will open to the right of the Coupon Manager. You can edit all of the same fields as when
creating a new coupon.

When you are finished, click on the “Save Properties” button.

Custom Products
Custom Products are products which you can create from a completely blank template.

Note: Creating a custom product on your ESP Website will not add that product to ESP. It will
only be added to your website. To add a product to the ESP listings, please create it in ESP

Updates. Products added in ESP Updates will be available for use on your ESP Website.

To create a new custom product, click on the “Create New Custom Product” in the Custom
Products area.

Search:
Product Mame =
Capewell 3.5,
Capewell, Ra...
First Hat

Hat

Kerkhaer Ce...
Keyboard cal...
Kitty Stress...
Shirt
Stainless St

Tent

<< 23456 55>

Product Mumber <

Cape3 558

CapeRM

124214

121542

KERCentSide

1234

12724

Last Published <

arrzonz

arrzonz

712312012

arrzonz

TI2002012

73002012

Tizaizoz

‘fas

Mo

Mo

-

Status &

In Progress

Active

In Progress

In Progress

Changes Ready

In Progress

In Progress

Active

Inactive

In Progress

Show | 10 j entries

Actions

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Showing 41 to 50 of 43 entries

hdare

More

hare

hdare

More

hare

hdare

More

hare

hdare

| | 1

| Create New Custom Product |

When creating a custom product, there are five required fields. These fields are: Product Name,

Pricing, Summary, Product Description and Category.
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Product Description whst's this?

d

Prod. Name: ‘

Summary:
Image]Not/ |
In[Catalog

Description:

(Manage Product Image b )

(a8,

.
7 Spell Check J

Pricing what's this?

Quantity
List Price
Net Cost

Discount Code

Price Includes:

i ™y
[ &€ Edit Pricing |

Product Attributes what's this®

[ b | Category (0)

What's this?

Back to Top

There are five total sections in which you can enter data. Pricing is required and should be added

in the Pricing section.

Product Product General Imprinting Packaging/
Description Attributes Information Information Shipping
Category* . . Impr}nt Method
Production Time | Imprint Charges .
Product Name* Color . i Packaging
. Rush Time Imprint Color o ¢
Product Number* Material o FOB/Shipping
. Country of Imprint Size .
Product Image Size . .. Point
Origin Additional - .
Summary* Shape . . Shipping Weight
.. . Safety Warnings | Colors/Locations
Description* Product Options . .
Imprint Options
*Required

To add information into a field in the Product Attributes, General Information, Imprinting
Information or Packaging/Shipping areas, you will need to click on the “Add” link below the
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feature you wish to include. In the example below, there is an imprint size. The imprint size was
added by clicking on the “Add Imprint Size” link and then selecting the values from the
dropdown available. As you can see, sizes are available in both fractional and decimal. Some
fields will enable you to add details about the value. In the example below, the detail for each
imprint size indicates where it will be added on the product.

Edit nlmprint Size (2) Whats this?

Imprint

Size d P Detail: Frant Imprint Size & &3
228" 51 25" Detail: Back Description N [ B

IE:]J Add Imprint Sizel— Add New Imprint Size IAdd a Secondary Value'

|Add/Edit Price |—
[Delete Imprint Size ———

You can also add a secondary value (dependency) to the main value. For example, if you need to
add an imprint charge, it must be dependent on another value. Therefore, to add an imprint
charge, you will first need to add another field, like imprint method. Add the imprint method first
and then click on the icon to add a secondary value (dependency).

You can also add pricing to the value (for example, different prices for different sizes) or you can
use the X to delete the value.

The Quick Link menu is located to the left of the product editing area. You can click on any of
the Quick Links at any time to be brought directly to that section

of the product. After entering all of information for your product,
click on the Save Update button to save your changes. “Save Product Description
Update” will only save work and not publish to your site.
Pricing
If you are ready to publish (make your product live on your site),
you can click on the Save and Publish button. After publishing,
the product will need to go through an overnight data load. It will
not appear until the next day. If you have created a custom
product, please refrain from editing it until the next day.

Product Attrilnnes
General Information

Imprinting Information

b

Packaoging/Shipping
—

You can cancel the update at any time by clicking on the “Cancel

Update” button. If you click on “Cancel Update”, none of your
changes will be saved. The “Preview Update” button will display
your product as customers will see it. You can use the “Add To
Product Collection” button to make this product active in a
Product Collection. After saving the product, it will be available
in the Custom Products area.

To duplicate a custom product, use the dropdown next to the
“Edit” link, select “Copy”. To delete a custom product, use the
same dropdown and select “Delete”.

Save and Publish

-
Save Update
b
i -
Cancel Update
i
f -
Preview Lipdate
——

-
Add To Product Collection
b

I W N S

h
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Search: Show | 10 j entries
Product Marne = Product Murnber & Last Published & Live % Status & Actions

Capewell 3.8, Cape3 558 8122z fes In Progress Edit | More j
Capewell, Ra... CapeRM Qiarzomsz feg Artive Edit

First Hat 124214 Mo In Progress Edit

Content Library

The Content Library is where you can build and house information for use on your site. In this
section, you can click on the “Add New Content” button and then build a content page. In the
Library items area, you can use the links in the Actions area to edit, view, copy or delete content
from the library (the copy and delete options are available in the “More” dropdown).

Library Items

Search: Showe| 10 j entries
Title = Categories & Markets < Level - Actions

AHeartt Company | Edit View | More =
aheartz Company | Edit view | More |
AHeart3 Company | Edit View | More =l

All About the Team Company | Edit View | Maore =
Angel logo Comparry Edit “iew | hMore j
Angelt Company  Edit View | More =l
Apractice set Company Edit “iew | More j

ASI Company | Edit view | More |

AS| Caontact Us - Content Compaty Edit “iew | More j

A5 Introductory Text Campany Edit view | More =

ece 2FA656 > Showing 31 to 40 of 175 entries

Add New Content

Then enter the content you would like to have. After you have completed entering your content,
you will need to enter the properties of the content, such as the Title, Categories, Markets, Level
and Release Date. For more information on levels, please review Appendix A: Levels in the ESP
Admin.

After you have completed your content page, click on Save.
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Exclusion Lists

The exclusion lists area is where you can create lists of products that can be designated as
excluded products on your site. In the Exclusion Lists area, you can use the links in the Actions
column to edit an exclusion list, search for more products to add or use the “More” dropdown to
copy or delete an existing exclusion list. To create a new exclusion list, click on the “Create an
Exclusion List” button. When creating a new exclusion list, you will first need to enter the
properties. You will need to enter a name, can enter a description (description is optional), then
choose a level and check the “Active” box. Click on Save when you are finished. After clicking
on Save, your new exclusion list will be added to the Exclusion List area. Click on the Search
link in the Actions column to begin a search for items to exclude from your website. After you
have completed your search, mark the items you would like to exclude from your site. You can
mark up to 100 items at a time. After you have marked the items, click on the Marked Items
dropdown. Here, you can select to add the marked products to an existing list, to the current list,
or create a new list. When you are finished adding to your list(s), click on the Return to [Features
— Exclusion Lists] link. To make an exclusion list apply to your site, please review Chapter 8 —
Site Settings, Exclusions Tab.

Chapter 7 — Marketing Tips
The Marketing Tips section of the Management toolbar enables you to learn more about search
engine optimization (SEO) as well as internet marketing. There are several sections in the
Marketing Tips area. These sections are:
e Social Media
Email Marketing
Search Engine Marketing
Material Kit
Announcing Your New Site

Each of these options is aimed at making your website as successful as possible.

M Social Media

Facehook: Build Your Brand
Twitter: Get More Followers

Linkedln: Leveraging Your Profile

% Email Marketing
% Search Engine Marketing
¥ Material Kit

% Announcing Your New Site

Tﬁé Essenitials of

Learn about

:y Announcing
Your New Site |

Email

‘t Learn about |
Marketing

I :
|l Learn about
|E Search Engine

Marketing

Learn about |

f i Marketing
Material Kit

54



Chapter 8 — Site Settings
To access site settings, log into your ESP Website™ admin. Then, select your site from the ESP
Websites dropdown menu and click on “Settings” from the Settings toolbar.

Site Summary Tab

In this section, you are able to view your ESP Website site title, domain, language(s), analytics,
status, type, and last published date. The Domain for your site is a clickable link that will open
your site in a new window.

Site Summary Info Meta Tags  Display Options  Domains  Analytics  eCommerce Site Password  Exclusions
Site Title: Websites for Suppliers Status: Live
Domain: 55555-68F logomallsitesta.com Type: Websites for Suppliers
Language: English (United States) Last Published: 1000352012
Analytics : Mot Set
Reset Site

If you would like to restore your site to its default settings, click the “Reset Site” button.

Info Tab

In this section, there are three areas of information you can update. The first section is the Set Up
Your Site section. Here, you are able to edit your site title, site email, site owner’s name and site
owner’s email. If you would like the information displayed on your site, check the Display on
my site box.

After making changes in this section, click on the Save button.

Site Summary | Info | Meta Tags  Display Options  Domains  Analytics  eCommerce  Site Password  Exclusions

Set Up Your Site

Site Title: ABC Promational Products, Inc.
Site E-mail: imannina@asicentral.com
Site Owner's Mame: Site Owner's Title:

Display on my site”? r

In the Enter Your Company Info section, you can enter your company information, such as your
Company name, address, and contact information.

There is a dropdown for available addresses, which will enable you to use an address entered by
any user in your company.
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Select an address or enter your information, and then use the checkboxes to select which
information you would like to display live on your site. After you have finished making changes,
click on the Save Address button in this area.

Note: You must enter a phone number and email, even if you choose not to display them on your

site.

Enter Your Company Info
Enter the rmain contact information for vour company including your company's name, street address, phone number and e-mail address. You can also choose
whether aor not you want to display any of this information on your EEP Website
Cormpany Marne: ASI Distributors
Available Addresses 4800 E Street Rd, Trevose, Fennsylvania, 19053-6653 j
Sireet Address (1) 4500 E Street Rd City Trevose
Strest Address (2)
Strest Address (3) Country: United States j
StateiProvince: Fennsylvania j ZIP/Postal Code: 18053-6658
~ Show rmy company address information on my ESP Wehsite
Company Phone Mumber: a0o 546-1350 ext: (Example: 888 8958-3308)

Display on my site? P/
Company Fax Mumber ext: (Example: 888 858-25988)

Display on my site? I
Company E-mail Address: sales@abcpromo.com (Example: salesg@oompany.cormy

Display on my site? 2

Save Address

The last section in the Info tab is the Company Social Networking Links area. In the Company

Social Networking Links area, you
can copy and paste links into
appropriate fields.

You can add links for:
e Facebook
Pinterest
Twitter
LinkedIn
YouTube
Google+
Flickr
Your blog

Click on Save after entering the URL.

Company Social Networking Links

n Facehook; X, Wi facebook comlsenanmes
m Finterest: e, W pinterest corylsernaime
5_ Tuwvitter: . Wi hwilter. comvlisername

m Linkedin: %, wwwlinfedincom

ITE YouTube; e W voutube cormyllserlsername
B Google+ ex plusgoogle.com

99 Flickr: . W flickr corn

o Blog: e, Lasrnaime. bliog.com
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Meta Tags Tab
In this section, you can update your site description and keywords by typing your desired text in
the respective box and then clicking on the Save button.

Site Summary  Info Meta Tags | Display Options  Domains  Analytics  eCommerce  Site Password  Exclusions

Description: Loaoking for mugs? Travel, ceramic and stoneware, we have it all at great prices!

keyward: ceramic mugs, travel mugs, coffiee mugs, coffee cups, ceramic coffee mugs, stoneware mugs

Display Options Tab
You can control what can be viewed on your ESP Website™ by first clicking “Settings” then
selecting the “Display Options” tab.

Site Summary  Info Meta Tags Display Options Domains  Analytics  eCommerce Site Password Exclusions

Set how the Product Search functions, including displaying search results. Click Save when complete.

W' show a5l Nurber W search as! Murmber Product Option Assistant:
W shaow Price W' search Price Basie version j
W' shaow Praduct Mumber W search Linename
~ Show Request For Information Buttan ~ Search within
W' show Request For more information after POA Default Sort
Best Matched hd

Check the fields you would like to be visible when your site is live (unchecked fields will be
hidden). The available checkboxes are:

Show ASI Number

Show Price

Show Product Number

Show Request For Information Button

Show Request For more information
after POA (Product Option Assistant)

Search ASI Number
Search Price

Search Linename
Search within
Default Sort

The Product Option Assistant dropdown to select whether to use the Basic Version or skip this
option (It is recommend that if the shopping cart is enabled you use the Basic Version).
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The section for Virtual Samples enables you to have all Virtual Sample-enabled products to
display with the Supplier’s original product image or display with a logo from your Image
Library (Media Manager). It is located below the checkboxes.

Virtual Samples

Selectthe defaultimage for the product detail page. Click Save when complete,

@ l'want to show the supplier's ariginal product image.
C | wantto show a virual Sample ready productimage using an image that | selected.
o l'want to use text instead to create my Virual Sample image.

Image Preview Logos must be either a .png, .tiff, .jpg. or .eps file format.

For hast raswits, selact 8 iogo with 2 transparant hackground.

LOGO
2 HERE

Ifyou want to remove the background color from wour logo, you must check
this box before uploading your image.

I remave background colar

Select a Logo:

Select from Image Library Upload a New Logo

No Logo? Use Text instead
By adding text you will replace the logo you already applied.

aial x| 20 =] B | I | Wa FontColor .

When you are satisfied with your selections; click “Save”.

Domains Tab
Your site comes with a default web address, which you can edit. To edit your domain name,
click on the Edit link under Actions and then type your new domain name.

Site Summary Info  Meta Tags  Display Options | Domains | Analytics eCommerce  Site Password  Exclusions

Your site comes with 1 default weh address, ex. 33020-ABC ESPWebsites.com. ¥ou are able to direct up to 4 more weh addresses to your ESP Website. This means
thatyou can create your own standard ESP Website address (Example: mycompany.espwebsite.com) oryou can purchase an available custom domain (Example:
mycompany.comy and direct it to your site. Ifyou purchase a custom domain from an internet domain registrar, you must do the following before it will wark with your
ESP Vehsite:

1. Add the custom domain thatyou purchased to the list below (Example: mycompany.com)

2. Gotoyour Internet domain registrar and update your "A record” with the [P address foryour ESP Yehsite. The IP address for your ESP Website is:

{199.0.184.165)

Search: Show| & j entries
Daormain Mame Action

abcpromo.espwebsite.com Edit Delete

Showing 1 to 1 of 1 entries

Add New ESP Website Address or Custom Domain




To add a domain name, click on the “Add New ESP Website Address or Custom Domain”
button. Then, type your new domain name into the field and save. If you select to use a standard
ESP Website address, “.espwebsite.com’ will automatically be added to the name you enter. If
you have selected to use a custom domain, you do not need to type “www”, just type the domain
name — for example: ABCpromo.com. You will need to do a redirect to point your custom
domain to your ESP Website. You will need to contact your domain host (GoDaddy, Network
Solutions, etc.) and have them redirect the domain name by pointing the A record to the provided
IP address (199.0.184.165). You can redirect up to four (4) domain names.

Select Standard ESP Website Address (Example: mycompany.espwebsite.com) ar Custorn Domain (example: mycompany.corm) to add your own custom
domain. When you are finished, hit Save.
@ Standard ESP Website Address © Custorn Domain

* espwehsite.com

*Required

Ifyou need assistance orwould like to schedule training, contact AST Product Support at 2800-546-1350, option 2 or suppot@asicentral.com. Product Supportis

available Monday through Friday, 8 a.m. until 6 p.m. ET.

Analytics Tab

You can enable your Google Analytics© account to track data from your ESP Website. Check
the “Enable Google Analytics” box, type or paste your Google Analytics account number into
the text box, and then click on Save.

Site Summary  Info  Meta Tags  Display Options  Domains | Analytics | eCommerce  Site Password  Exclusions

Enahle Google analtics to gather site visitor statistics, i.e hit reports. This infarmation is invaluable for creating an effective website that meets the needs of vour
customers. Go to Help to learn maore about this topic. Click Save when complete.

Enahle Google Analtics Service: Il

Account 1D A1 23456785

eCommerce Tab

There are five sections in the eCommerce tab: Payment Processing Options, Other Charge
Options, Coupon & Points Options, Order Confirmation Options and Artwork Options. Let’s
begin with the Payment Processing Options. The eCommerce for ESP Websites is powered by
PromoPayment.

If you would like to accept credit card and e-check payments you must have a PromoPayment
Account.



To sign-up for PromoPayment, click on the “Enroll Today” banner in the Payment Processing

Center and create a PromoPayment account.

You can also contact PromoPayment by logging onto www.asicentral.com/promopayment, or

calling (800) 220-8611.

Payment Processing Options;

After you set up your
PromoPayment account you will
receive a security key.

After you have received this key,
return to the “eCommerce” tab E

= Promo

Payment -

Typas of Paymment:

Get Started with Accepting
Credit Cards & eCheck Payments.

wean! 1o accept payments on rmy Sike

and select “I Want to Accept

F Credit Cand ) Electronic i'-‘i,-l'l'iF'I'lll i r FayFal

Payments on My Site”. Check the
“Credit Card” and “Electronic
Payment” boxes.

Next, enable deposits and add a

' | do ngtwant o accept payments or

I invoice the Custormer
The Irvoice the customer option will only be available as a payment option for
the final payment. Users will not have the option when submitting a deposi

my site

dollar amount or percentage in the || "4P*"

deposit field.

F |'want to require a deposi on the estimated order tota

' Fived Amount § & parcantage % 100,00
Lastly, select which credit cards
you accept and enter or paste in
your PromoPayment Security Credn Cord Sefup:

¥ Viga ¥ MastenCard =3 IS v =) American Express

Key.

If you wish to use PayPal™, you

PromoPayman] Securiby iy

a1 ZoB34cCS6dDTHeEI0F 1 2gHIAISE

can select “PayPal” as the type of
payment and then enter your
PayPallTM Account ID.

F'.\.'I-.'P ] T BLCE

umi |0

Now let’s move to the Other Charge Options section. In this section, you can set shipping

charges and sales tax to be applied at checkout.

To enable your shipping charge method, select
from:

¢ Fixed Amount (flat rate)

e Percentage

® No Shipping Charges
Then, enter the value in the respective box.

If you are entering a percentage, the Min and
Max are the amount of the order to which the
percentage should be applied. For example, a
10% shipping charge will apply to all orders
totaling $100 to $1000 dollars.

Other Charge Options:

Shipping Charges:

Setup a predefined shipping charge using a fixed dollar amount or a percentage
hased on the subtotal ofthe order being processed. Ifpercentage is selected,
yau may specify a minimum and a maximum amount.

© Fixed Amount § | 19.95

s Percentage % Min § Mz §

L0 Mo Shipping Charges

Sales Tax:
Specify the estimated tax rate and choose whether it should he collected on the
arder purchased from your wehsite,

Mo oves ] 600




To enable sales tax, select yes and enter the Coupon & Points Options:

percentage' 2 Accept Coupons 2 Accept Company Paints

Company Points:

The next SeCtiOl’], COupOI]S & Points Options is Choose ifyou want to use company issued points during checkout. Define a
h h currency naming scheme, a symhol to represent the currency, (hwo characters,

where you can cnoose tO accept Coupons or Create example, "Ax", and the exchange rate, {ratio: 5 Ax =1 LISD).

company points.

Currency Mame: | ABC Campany Points

TO enable COUPOHS, SeleCt “Accept Coupons” to Currency Symbal: | CP Paints Exchange Rate*| 10.00

enable this option. For more information on
setting up Coupons, please review the Features — Coupons section.

To enable company points, select “Accept Company Points”.

Then, choose a name for this reward program in the given field and define a two letter abbreviate
for the points title (example: Company Points = CP). You will need to set a ratio for points based
on a $1 (USD). For example, if 1 point equals $1, type “1” into the Points Exchange Rate box or
if 5 point equals $1, type “5” into the Points Exchange Rate box.

The fourth section, Order Confirmation Options, is where you can edit the text of the outgoing
order confirmation emails.

. Order Confirmation Options:
You can also select to which user account you

would like orders placed through your ESP E-mail Address:

Select a userto receive order confirmations or check the box below to add an

Website to £0. alternative e-mail address where you would like to receive arders.
Default User Account for Website Orders:
YOU can SeleCt a user to receive Order * Use the current default e-mail address an all rry wehsites orders.
. . . Shinb J ife -
confirmations or allow an alternate email e, EE [ |
address to receive order confirmations. Atternative E-mail Account Setup:

o Lse an alternative e-mail address on all my websites orders.

For example, if your company had a central
order manager, you could enter their email
address in the Alternative E-mail Account Setup box.

The Submit Order Content section is where you can edit the text that is shown on confirmation
emails. The Thank You Page text will be displayed as a web page after your customer has
completed checkout. The E-mail text will be included in the email that is sent to your customer
after they have placed an order through your ESP Website.

The E-mail Disclaimer text is also included in the order confirmation email.
Note: Your ESP Website will automatically have standard, default text available in these fields.

The Submit Payment Content is the page and e-mail that are generated after your customer has
entered a payment.

The Thank You Page text will be displayed as a web page after your customer has completed
their payment.



The E-mail text will be included in the email that is sent to your customer after they have
completed making their payment.

The final section of the eCommerce tab is the Artwork Options. In this section, you can choose
to enable artwork so customers can upload their artwork or use approved artwork.

The “use uploaded artwork™ option
would enable customers to import their

logo to the order. Choose whether to accept art files sent through your website andior allow your
visitors to upload artwark to be used on their product.

Artwork Options:

The “‘use approved artwork” thjon ¥ Use Uploaded Atwork [ Use Approved Artwork

would only allow logos that are
currently uploaded to your site to be ﬁ

used.

When you are finished making changes in any section of the eCommerce tab, click on the Save
button.

Site Password Tab

You can set up a password that visitors to your site must type before they will be able to enter
your site. The Password Prompt Text will be displayed above the password box. You can
personalize this text for your company. To enable this feature, check the “Enable Password
Protection” box, edit “Password Prompt Text” (optional), and then type the password for your
site in the password box. Click on Save when you are finished.

Site Summary  Info  Meta Tags  Display Options  Domains  Analytics eCommerce | Site Password | Exclusions

Enable this feature if you want visitars to enter a password hefare viewing yaur site. This feature is useful in cazes such as Company Stares that are intended for a
private audience.

Enable Password Pratection: [

Password Prompt Text: This site reguires a password to access. Please enter the password vour adrministrator provided you,

FPassword:

Exclusions Tab
You are able to exclude lists of products from your ESP Website. For more information on
setting up these lists, please review the Chapter 6 - Features — Exclusion Lists section.

If you need further assistance, please contact ASI Product Support
at 800-546-1350, prompt 6 or email support@asicentral.com.



