nsCommerce Space Setup Guide

10/27/09

network
solutions



nsCommerceSpace Setup Guide 2

(This page intentionally left blank)

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com




nsCommerceSpace Setup Guide 3
Table of Contents
INTRODUCTION 5
GETTING STARTED 6
THE SETUP CHECKLIST 9
DESIGN AND LAYOUT 11
YOUP STE@ DOSIGN ... e 11
THE DESIGN ...ttt ettt ettt ettt ettt s et s s ese s b et et e s e s e st e s e s e st e s e s e st s esesseses e e s esessesese st s esenseseseneas 12
CREATE A NEW SITE DESIGN & PICK A TEMPLATE. ......cutititeiietiitenieteeteeeseetesteseesesseseesenseseesesseseesesseneesesseneesesseneesesseneesenes 13
COLUMNS ...ttt ettt ettt b ettt s et e b es e s s e st e s e st s a4 e st s e b es etk e st s e b es e s s ene s e b es e e st ene s esen e besen st eteneesenenea 14
To add @ module t0 YOUI SEOIr@fIONL: ...............coccooveeieieeeeeeeeeeeeeeeee e 16
UPLOAD A LOGO .......couieiietieeteeeet ettt ettt ettt ettt et s st et e st s e s s st et e se s e s ess et et e et esnsses et ss s esnes e 17
Other Options Available in Design & LAYOUL .................ccccooiieiiieiiieeieeeeee e 17
PAGE INFORMATION 18
To Edit the Page INfOrmMQAUiON:...............c.ooooovieoeeeeeeeeeeeee e 18
INVENTORY 19
SET UP CATEGORIES .....euvevtetieteetetetesteteetestesestestesessesseseesesseseesessesessesseseesensese s esseseesanseseesesseseesesseseesesseneesasseneesesseneenenee 19
To Create @ New SINGLE CALEGOIY: ...........ccocoiiiiiieeiee ettt 19
Creating CateQory DEPLN................ocoeoeeeeeeeeeeeeeeeeeeee e 21
DELEEING CAL@GOITOS ... 21
For Bulk import of categories fOllow theSe SEEPS: ...............cccccoeevieivieieieeieeeeeeeeee e 22
ADD PRODUCTS 23
Create a New Product (0N€ Gt G EIM@)..............c..cooeieeeeeeeeeeeeeee e 23
TO Create @ NEW PIOGUCE .................c.ceeuieeeeeeeeeeeeeeeeeee e 24
SELECE A PrOQUCE TYPE. ... 24
ENEer @ ProdUCE NGIMO..................ccoooeiiieieeeeeeeeee ettt ettt 24
SELOCE G CALOGONY ... et 25
Upload an image Of YOUIr PrOQUCE...................c.cocooeoeoeeeeeeeeeeee e 25
To Upload @ ProdUuct IMQAGE: ................cooeeoeeeeeeeeeeeeeeeeeeeeee e 25
Add Short and FUIl DESCIIDEIONS................c..c.ooeoueeeeeeeeeeeeee e 26
Create products in bulk (Premium ONIY) ............c.ccccooiiiiiiiiiiiieeee e 27
SET UP WAREHOUSES 28
TO Create @ WArEROUSE: ...............c.ccooveieiiieiieieeeee ettt ettt ettt ettt ettt eae s 28
SETTING A WAREHOUSE AS A SHIPPING ORIGIN ......cuiiititiietiiiietetieieteie et test ettt esese et sesesaese e seseseeseseneesesenesseseneas 31
To set Warehouse as a Shipping OFiQiN: ..........ccoccvii oo 31
OPERATIONS 32
ADDING PAYMENT INFORMATION .....oiuiititinietititeteiitetetttetese ettt et st ses et es et e st esese e sesessesese s s esessesesessesesensesesenea 33
Credit Card PAYMENTS..............c.oooeoeeeeeeeeeeeeeeeeeeee e 33
To select @ Payment GALEWAY : ..............c..cooeoueeeeeeeeeeeeeeeeeeeeee e 34
AIEINATIVE PAYIMENES..........oooiioiiiieeeeeeee ettt ettt ettt ettt 34
SETTING UP YOUR TAX INFORMATION 36
To set up your tax iNfOrMAEION: ...............c..c.ooiiioeee oo 36
TO OVErride @ TAX RALE: ............coccooveeeieieeeeeeeeee ettt ettt ettt 37
CHOOSE SHIPPING OPTIONS 38
TO SEEUP YOUI SRIPPDING: ... 39
CREATING RULES (OPTIONS) FOR YOUR SHIPPING METHOD(S)....c.vveviuetetinietesesteteseeeteseeeseseseeseseeeseseeesesesesesensesesenessenens 39

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171

networksolutions.com



nsCommerceSpace Setup Guide 4

To Edit an existing Shipping MELNOG: ....................occooieeeeeeeeee e 39

To Add a New Shipping MEEROQ: .................c..cooeoeeeeeeeeeeeeeee e 41
SETTING UP YOUR DOMAIN 42
PURCHASE A DOMAIN INAME ...ttt ettt ettt ettt s et s et s et b bt e b sttt es et ses e anenen 42
ASSIGN THE DOMAIN NAME ..ottt ettt ettt ettt ettt a ettt s st es st et ese e s ess st esn s et ess s esesnasesesseeas 42
Purchase an Additional Secure Socket Layer (SSL) Certificate. .............ccccocovoivioiiieciiieiieeeeeeeen. 44
SETTINGS 45
TO Verify Your CheCKOUL SEEEINGS: ..........cocoiiiieiieieeeee ettt 45

TO CRANGE SELOCTLIONS: ..ot 46
Check your GENEIral SEEEINGS: ..........c.ooeeeeeeeeeeeeee e 47
Conduct a test run on your CRECKOUL PIrOCESS ............c...ccoiiiieiieieiieieieeeeeeie ettt 48
FINISH 49
PrOVIOW YOULE STOI ...tttk b ettt bttt ettt ene e 49
OPEN YOUR STORE .....uouititiaietetiieteiestetesetetete et tese s eseseesesese s eses s s esese s eses s s et ese et eseseesesese et eseseesesese s eseseesesesseseseneeseseneas 50
TO OPON YOULE SEOI@: ... ettt ettt ettt 50
CONGRATULATIONS! 50
ADDITIONAL INFORMATION 51

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com




nsCommerceSpace Setup Guide 5

Introduction

You have made the decision to take your business online. Thank you for choosing Network Solutions for
your E-commerce Web site. Now you need to set up your storefront. To make the set up process more
efficient, we recommend you do the following before building your online store:

Take pictures of each of your products

Write names and simple descriptions for each of your products

Determine the prices you will charge

Decide on your shipping carrier (USPS, UPS, FedEXx)

Get a merchant account, with an online payment gateway, to accept credit cards

This Setup Guide walks you through the basic setup checklist tasks on the nsCommerceSpace Control
Panel that you need, at a minimum, to make your store operational. It will help you understand how to
setup minimum required information in your store from design, to adding products, and taking payments
from your customers.

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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Getting Started

To begin setting up your e-commerce site, you will need to log in to your Control Panel. You can access
this from your Network Solutions Account Manager.

Log into Account Manager

Legin

Pleaze log in to retrieve wour stored account
information,

User I
Password:

Log In to:
| tdanage All Services V|
I've forgotten my User ID or password

O Remember me .
s

ar Call 1-800-333-7680 to speak with Cuztomer Support

Log in to Account Manager at: http://www.networksolutions.com. If you've forgotten your log-in
information, please visit: https://www.networksolutions.com/manage- o
it/forget-login.jsp.

Updates & Alerts
Click on the nsCommerceSpace(Ecommerce) link in the left navigation panel.

This will open the Ecommerce Details Section. Profiles & Accounts
1. If you have more than one E-Commerce package in your account, Renewal Center
please click on a package name to view the details.
nsWebAddress
2. Click Go under Launch E-commerce Control Panel iDomains)
nsMail
Launch E-Commerce Control Panel o7
sk it St i [Email)
T nsCommerceSpace
_— :._T.: — '“'__"q m invertary | Operations ' | Design & | rages m {Ecommerce)
= = e m Create your storefront with easy-to-use design toals,
T | = Upload your inventory and create your product catalog. Help & Support

= Setup payment processing and track your orders.

e ——
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**NOTE: The Go button is present only if you are a primary owner or have been assigned permission by
the primary owner. If you do not see the Go button, contact the primary owner, who can add you as an
Admin contact or a Technical contact in the Account Administrator page under Profiles & Accounts.

When this process is complete, you will be looking at the initial Headline page.

The first time you log into your control panel, the Headline page appears with a Welcome message for
you. This message tells you about the Setup Checklist, which can help guide you through your basic
setup, and also explains how to find other helpful resources when you run into problems, including our
toll-free support line, available 24 hours a day, 7 days a week.

There are two links at the top of this screen. You can make this page go away after reviewing it by
clicking Dismiss page, or save it and come back to it later by clicking Skip and review later. If you
choose to skip the page, it will re-appear the next time you log into your control panel and will continue
to appear until you dismiss it.

I ——
© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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Once you have closed the Headline page, you will be looking at the Home page of your Control Panel and
you are ready to go.

Inbox - 34 (32 New) Setup Checklist ImportExport File Manager Manusl Open & Help Ticket Helfy # Logout

Commerce - ! o
Space ales nventory

nsCommercespace C

Design

Pages Reports

Operations [iE wiew Storefrort

‘&' Help on nsComimercespace
Each tab in the Navigation bar will take

. vou to that area of the control panel 7
Home

Checklist Complete!
r()uick Search \ con : . :
gratulations! You have completed the 5 The Taskbar can qu1ckly etup checklis

. the left column.
Hrder by Keyword: — take you to popular areas

of the control panel

t any time from the Wilities menu in

Full Checkllst Hide This Checklist and Setup Tips

Froduct by Mame:

-
Go
o~
Customer by Kewnord:
e All Orders (Manage Crders) Shopping Carts (Manage Shopping Carts)
Book s 2 Orders Received 1 shopping carts
ookmar 19 Payment Receive
iew Mew Orders x 1Declined
Add Mew Products X
Manage Categories X
\igw Custornars M Timeframe:‘ Today hd
Edit Shipping Cipti .. .
AL=TREn e * Activity from Today Top 5 Selling Products from Today (view 41l Reports)
Timed Content X
0 products sald There have heen no praducts sold during this timeframe.

I i I
B Bookmark this page $0.00 in tatal sales

Additional Resources

Product Reviews
Metwiork Solutions Forum

ity Account Manager
Feedback

There are no pending Product Reviews. Product Feeds (view 2l Feeds

- . .. There are no feeds at this time.
Mailing List Subscriptions

Glossary of Term
k ) There have been no mailing list subscribers in this time frame.

Top 5 Searches from Today (view &1l Searches)

There have heen no searches duting this timeframe.

Store Status: Opened @ open O Close

ark Solutions.

The Sidebar lets you perform quick
searches on your site, create
bookmarks to specific task areas in
the control panel, and contains links
to additional resources such as the
Account Manager.

The Storefront Overview displays all
activity that has transpired in your
store for a specific period of time.
You can quickly jump the shopping
cart manager, Order Manager,
Product Manager, Feed Manager, and
Search Manager by clinking on the
links.

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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The Setup Checklist

The Store Setup Checklist is available from your Control Panel. This is a list of features that you will
need to set up in order to get your store ready for business. There is a link to the Store Setup Checklist
on the Control Panel at the top of the page, in the new taskbar, that will take you to the checklist at
any time. You can use this list to check off features as you go through and complete them in your setup
process.

Setup Checklist ImportExport File Manager hanual Cpen & Help Ticket Help & Logout

Checklist Complete! 100% complete (15 of 15 steps)

Congratulations! You have completed the Store Setup Checklist ¥ou may access the setup checklist at any time from the Liilities menu in
the left colurmn.

Wiew Full Checklist Hide This Checklist and Setup Tips

This guide covers several of the points from the Setup Checklist in more detail. You can return to this
checklist at any time. To access the list, simply click on the View Full Checklist link. This will take you
to the page that contains the checklist.

41 Store Setup Checklist

Print a copy of the
checklist from here

Welcome 1o your new store! i-m Checklist ]ﬁm on Homepage ]

d to complete before shoppers can use your store. Use this list to check off Hems as you

Click here to expand or aed exira assistance.

collapse a section

Thig ches anage opening your anling s
Click here display
e checklist information on
Design & Layout your Home page 206 2 completed
b Store Operations 5 of 6 completed
See how many items you’ve \
¥ Inventory checked off as completed 1 of 1 completed
P Settings [ 2 of 3 completed ]
P Checkout 1 of 1 completed
¥ Finish 2 of 2 completed
| To view the items in each section of the checklist, click on the Expand/Collapse arrow next to
the section.

- When you click on one of these arrows the section expands to show all the items within the
section.

© 2009 Network Solutions, LLC
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When you click the Show on Homepage button, a section appears at the top of your Homepage that
gives you an overview of what has been completed on your checklist. See the screen shot below for an

example.

4l Store Setup Checklist

Current step: Administrative Users (optional) [ Mark this step complete

Create adminlstrative users that have access o cenain features in this Contral Pansl,

Administrative Lisers: brad gina lestuser,

Wiew Full Checkdist Hide This Checkiis] M Administr [5 =>

To remove this section from your Homepage, simply go back to the Setup Checklist and click the button
again.

M

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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Desigh and Layout

This section is where you will set up the overall look and feel of your store. A visually attractive design
is very important to any website, but especially to the e-commerce site, since you are hoping that it will
generate money for you. This section includes Site design and general page layout information.

Generally speaking, you have three (3) options regarding the design of your storefront:
e Choose one of our professionally designed templates and tweak it to suit your needs
e Create your own design. Use your own application, such as Dreamweaver or FrontPage.

e Hire a professional team, such as our Do It For Me (DIFM) E-commerce Design group, to create
the perfect storefront for you.

The Quick Start Setup guide assumes you will be starting from scratch and selecting one of our pre-
designed templates.

= Design & Layouwt 0 of 2 completed
Site Design H

Make your store look presentable for shoppers. Use your logo to give it your own look

Current Theme: Copy of My Site Desian
Columns: 10 modules: Browse by Category, Browse Manufaciurers, Browse by Price, Mailing List, Custorn HTML 2,
Shopping Car, Featured Products, Login, Search Shopping Lists, Links

Page information [ |
Choose pre-worded pages for your store such as Contact Us, About Us, Shipping Policy, and more. To make it easy for
yiou, we have defaull text based on industry slandards. You can even add vour own custom content 1o create a page that

is really unigue.

Your Site Design
To access the Design pages in the Control Panel, click on the Site Design link in the Checklist screen.

Note: You can also click the Design tab at the top of the home page, as seen below, then select
Site Design from the list displayed.

Sales Inventory Operations Design Pages Reports

There are six design areas available that you can use to edit your template, plus a Preview link to see
what your store looks like while you are still offline. You can switch back and forth between these two
views as often as you need. You can also click on the View Storefront button (to the right of the tabs at
the top of the screen) at any time to view your store as a whole.

**NOTE: When you select one of the View storefront options, your preview page will open in a
separate screen. Simply close the screen when you are finished to return to your Control Panel.

I —
© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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The Design

The Design section of the Control Panel allows you to change any design aspect of your store, including
your email, form, invoice, product layout, product list and site design. Let’s first tackle the Site Design.

Home = Dasign & Help on Design
7 Email Design [=5] Form Dresign
2 Cugtomize the design of your email L5 Customize the design ofyour custom
communication. forms.
-__'lr, Invoice Design a._j Product Layout Design

BEY Customize the design of vour printed —2% Customize how your product details
inoices. pages are displayed on your site.
Product List Design IFs Site Design
Customize how your products are Y Manage the overall look and feel of yaur
displayed in lists. storefront.

Click on the Site Design section to open up your Site Design Options.

Home = Design = Site Design &' Help on Site Design

You may use any ofthe Design Options below to create a fully custorn site design. You may also choose to create multiple versions of your
zite's design. To display a nesly created wersion live on yvour site simply click its Activate button.

My Saved Site Designs

My Site Design My Site Design Change lame Clone Activate Delete

=) Sumrmer 2009 Sunimer 2009 (active) Change Hame Clone

Design Options:
* Template
* Columns
# Colars, Fonts & General Style Seftings

Storefront & Invoice Logos
* |mages

Header & Footer

* View Storefront

Create a new site design

New Design Name: Add NHew Design

'ﬂ'} Hire one of our desighn professionals to desian your nsCommerceSpace Wehsite. Learn rmaore.

Your Site Design for your store consists of several elements which can be adjusted to suit your business.
These design options include a Template, Columns, Colors, Fonts & General Style Settings, Storefront &
Invoice Logos, Images, and Header & Footer.

Let’s start by creating a new sit design (You can also clone an existing design and work on the clone,
which keeps your original design safe in case you make changes too many changes.)

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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Create A New Site Design & pick a Template

Storefront Theme Templates

If you do not already have a template for your
store, you can pick from the pre-defined
templates available for use. First though, you
need to create a name for your new site
design.

Templates are provided site designs that you can use to quickly create a professional Iook for your stare. Yau can preview any template
below or elick the "select” link to change your site’s design

I General

et Q000® Lo 9009 ... 9909F .- B900S

== = 1. Scroll to the bottom of the page and
click in the Name field to enter a new
design name.

2. Click the Add New Design button. The
new design name appears in your list
with a link to each of the six areas in
which you can edit your site.

3. Click the Template link. You will
need to start by selecting a template,
unless you plan to create your own. A
template determines the look and feel
of your storefront, but you can modify
any of these layouts to suit your
individual needs.

4. Select a template from a variety of
choices on the Storefront Theme
Templates screen.

You can click the view link to see a larger
version of the thumbnail.

5. Click the select link to choose a
template.

L ——
1 © 2009 Network Solutions, LLC
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Columns

Your site design consists of three columns, a header and a footer. While the middle column generally
contains most of your store’s content, you can add Modules to the left and right column to enhance your
customer’s shopping experience.

What is a module?

A module is a piece of information that you can include on your storefront. The following table gives you
a little more detail on these modules and how they can help your customers find what they need on
your storefront:

Browse by Category — lists all categories and allow your customer
to click on a category and see what is included in that category.

2 Browse Categories

Browse by Price — allows customer to select a price link (a range ~ -
of prices, such as $0.00 to $25.00) and see the products that fall QShop by Price
within that price range. You control the price ranges and can
change them as needed.

Browse Manufacturers — displays your manufacturers and allows
the customer to select a manufacturer, and view all products on

your storefront by that manufacturer. PSR s i

Custom HTML — allows you to display a special message to your
customer in the column, using the custom HTML feature.

You control the message and can change it at any time.

Featured Products — displays the list of featured products that you
have set up.

You control the products that display and can change to suit your
needs.

Links — allows to you provide the customer with links to other Web -
pages or sites that you have added. QO More Information

For example, link to your manufacturer’s Web site for additional
information on a product.

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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Login — provides the login fields on the storefront.
Your customer may log in or create an account immediately, if
they choose.

2 Login

| |
Go

Search Shopping Lists — when added, allows a customer to search — —
for shopping lists that have been marked “public”, such as a O Shopping Lists
wedding gift list or a Christmas wish list. B o

Search Site — when added, allows customer to search the entire

site for a term they have entered into the Search field. QSite Search

B G

Shopping Cart — when added, displays brief information on the
shopping cart, such as items placed into the cart and current

subtotal. Oty Kem $lea
1 iPod Shuffle $35.50

il Comfy In-ear $12.00
Headphones

| Subtotal $43.50 |

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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To add a module to your storefront:

Column modules allow you to display commoan content in the side columns of your site (example: "Browse hy Category” or "Featured
Products"). Add Mew Modules to the Left or Right Column boxes to set the column layout for the current site design. You can then click the

Editican & onthe module o change its name ar contents. Clickthe Delete icon @ to delete modules where applicable. Currently used
muodules can be dragged to the opposite column or the Saved Modules hox to hold for [ater use.

Left Column New Modules Right Column
. by Cat Clerowse by Category = h sit
rowse by Category W ClBrowse by Price earch Site W
Browse by Price & @ ClBrowse Manufacturers Featured Products © @
— Clcnatstat
Login © @ Ol custom HTML Shopping Cart s @
Clreatured Products
ClLinks
DLouin
Cmailing List
Clsearch Shopping Lists
[l search Site
a-) - Edit DShoppmg Cart
3 = Delete << bod
{d‘. = Glohal Edit
(affects multiple Site Designs)
(7 = Global Delete Saved Modules

{affects multiple Site Designs)

Return

1. Click in the checkbox to choose a module.
2. Click “ or * to move the module to the left or right column. Modules will appear in columns
on your storefront in the order they are placed here.

3. To change the order of modules within a column, simply click and drag them up or down until
you are satisfied with the order.

When you are finished, scroll to the bottom of the page and click the Return button. This action saves
your changes and returns you to the list of Design options. To see how your choices appear in the
columns on your storefront, click the View Storefront button in the upper right corner of the screen.
Your choices will display as you selected in the right or left column of your storefront.

e ——
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Upload a Logo

When you select the Storefront/Invoice Logos link, you can upload your logo design or create a simple
one using our Logo Generator. This generator will take your name/slogan and generate a logo that fits
with the template you have selected.

Storefront Logo

Easily upload your own logos or quickly create atext logo using our logo generator. By default, your logo will appear at the top-left of vour
wiabsite, You will need to use a separate image editing software to create your own loga.

“‘.'» Would you like an expert graphic designer to create a professional logo design foryou? Learn more.

Upload an Image Storefront Logo Preview

| " Brnwse...] Upload |

faccepted file types: gif, jpg, pna)

The Example Store

Richt click here to save the background image EVGI’)‘ example made to order!

To dowwnload  lege background to match your current site design:

Click the Browse button.

A Windows file menu will open; select the logo image file from your computer.
Click the Open button.

The path to your file will appear in the "Upload an image" box.

Click the Upload button.

Your logo will now display in the "Storefront Logo Preview" screen.

A T o

Other Options Available in Design & Layout
Other features you can change under the Design & Layout tab are:

e Colors, Fonts, and Style Settings - change border and background colors, font styles and sizes,
column widths, etc.

¢ Images - upload your own button images to use in place of the template buttons

o Header & Footer - Manage your header and/or footer information, for a more complete
customization using your own HTML code.

I ——
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Page Information

Now that you have a basic design you will need to have some basic content for your customers’
information. Review the pre-worded pages created for your store such as Contact Us, About Us, Shipping
Policy, and much more. To make it easy for you, we have already included default text based on
industry standards.

You can, of course customize this text to suit your needs. Pro E-commerce allows you to edit any or all
of the pages listed in the Pre-defined Page list.

Sales Inventory Operations Design Reports

To Edit the Page Information:

1. From the Control Panel, select the Pages tab at the top.

2. Click the Edit button for any pages that you wish to change.
3. Edit content as necessary.
4.

Click the Save button at the bottom of each page you edit to preserve your changes.

Predefined Pages

Predefined Pages are customizahle pages we provide that are cormmonly used in Ecommerce Websites.

Page Page Url Last Modified Action
Home index.aspx 65/18/2008 10:34 AM Edit
Privacy Policy privacy-policy. ashx 6/18:2008 10:34 AM Edit
Returm Palicy return-palicy. a s 6/18/2008 10:34 AM Edit
Shipping Policy shipping-policy. aspy 6/18/2008 10:34 AM Edit
Contact Us contact-us aspy 1211172008 11:17 AM Edit
About Us ahout-us aspy 65/18/2008 10:34 AM Edit
My Account account.aspy 6/18:2008 10:34 AM Edit
My Profile profile.asp 6/18/2008 10:34 AM Edit
Order Histary order-history. 35 px 65/18/2008 10:34 AM Edit
Order Detail order-detail aspx 6/18/2008 10:34 AM Edit
ForgotYour Password? send-password aspy 65/18/2008 10:34 AM Edit
Search search.aspy 6/18:2008 10:34 AM Edit
Register redister aspx 6/18/2008 10:34 AM Edit
Channe Passwnr rhanne-nasswnrd asny BIRZO0R 10:34 AM o
e —
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Inventory

Now that you have some basics set up for your store, you can begin entering the information on your
products. Your customers want to understand what you’re selling, so you’ll want to provide them with
as much information as you can on your storefront. The Inventory menu is the starting point for
accomplishing this task.

Sales Inventory Operations Design Pages Reports

There are several menu options in the Inventory Overview screen.

;5 Cateqories ;.j' Products
- Create categories to organize your - Create and manage your store's
products, products.
@ Manufacturers Gift Certificates
Add information about your products’ Create individual gift certificates to issue
manufacturers. to customers ar recharge current anes.

fen Warehouses Variation Templates
- Manage warehouse info and Create templates to guickly add
notifications for products you are common diferences such as size,
drop-shipping. color, or material across multiple
products.

Bulk Price Adjustments
Quickly change the cost, price, or MSRP

=

i, Personalization Templates
Create templates to quickly add
commaon personalization questions

@

across multiple products. of a group of products in bulk.
=)» Product Reviews B Product Feeds
= Enable product reviews to allow your ¥ Create and manage product data feeds
custormers to rate and review your to submit to Google, ShopZilla, and

products. Shopping.com

a¥; Product Attributes
| Create new fields to add custom
infarmation to your praducts.

Set Up Categories

Breaking down your products into categories is a great way to make things easier to find. All products
must be assigned to a category, so the easiest thing to do is set up your categories first.

You must assign every product to at least one category, but you can also assign a product to more than
one category, and you can always go back and change the category assignments at any time, such as
when you create additional categories to further refine your products on the storefront.

There are two ways you can create a category:
¢ Individually in the Manage categories screen

¢ Via bulk import with your products

To Create a new single Category:

1. Select the Categories link on the Inventory page.

2. Click the &3 Create a new category |jnk at the top of the Manage Categories screen.

3. Enter a Category Name in the field provided. This is the minimum information required to
create a new category.

s ———
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Edit Category Details

* denotes a required field

Category limage
Image Path:

Image Manager

ARternate Text:

I1[T
.
1
fii
i
1

Ol ¢|ADleed e EBFREe —F
|

Paragraph = Fort Mame ~ Size - | B { U

l:‘ Hidden from wiew in storefront navigation.

Search Engine Optimization

The following information is necessary for SEC {Search Engine Optimization). The Page Title will appear in the top title bar ofthe hrowser.

The Meta'fields are used within the page's code to help Search Engine indexing.

Friendly URL: | ASpR

500 characters remaining.

Save Save & Return  Sawve and Add Another Cancel & Return

4. Scroll down to the bottom of the page and click the button. When you do this the screen
refreshes and shows a green checkmark with a statement that your new category has been

created.

T ——
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Edit Category Details

@ The category has been created.

5. Click the Categories link in the path at the top of the screen to return to the Manage Categories
main screen.

Home = Inventary = Categories = Edit Category

The screen will refresh and your new category will be displayed in the Category list.

You can repeat this for as many categories as you want or need. For example, if you have jewelry and
you sell necklaces, bracelets, and earrings, you might want to set up a category for each of these.
Maybe you’d rather break it down by Gold jewelry and Silver jewelry. Perhaps you want to categorize
Women’s jewelry and Men’s jewelry. What you do with categories is entirely up to you.

Creating Category Depth

Categories can have sub-categories associated with them which can, in turn, have more associated sub-
categories. In all, you can create up to a 5-level category depth.

For Example:
You could Create a category depth as follows:

Clothing > Accessories > Jewelry > Men’s Jewelry > Watches
Where each item is a category.

To create a sub-category, simply designate the parent category in the Edit Category page.

Deleting Categories

To delete a category you are not using, simply click on the category name in the Manage Categories
screen to open the Edit page for that category, then scroll to the bottom and click the Delete button in
the screen. If there are products in a category you wish to delete, move or delete the products first
before deleting the category.

**NOTE: To see how your categories are displaying in your storefront, click the View Storefront
button at the top right of the screen at any time.

For more information on other fields you can use to create categories, see the nsCommerceSpace Help
Manual.

S ———
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You can also upload categories via a spreadsheet (Premium users only), which will not be discussed in
detail in this document. For additional detailed information on how bulk upload works, see the
nsCommerceSpace Help Manual.

For Bulk import of categories follow these steps:

1. Click on the Import/Export utility link in the taskbar the top of the screen.

Setup Checklist ImportExport File Manager hanual Cpen & Help Ticket Help & Logout

2. Inyour import CSV file, add a category name in the Category field of the spreadsheet for each
product you wish to include in this category.

Repeat for each new category you wish to import with your new products.

4. Follow the steps in the screen to import your file.

M
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Add Products

You will want to make sure that all information about each product is clear, concise, and easy to
understand. Your customers need to know exactly what you are trying to sell to them.

From the Manage Products screen you have the ability to create new products. Click the Products link to

open the Manage Products screen.

= Products

=
- Add new products, modify existing
praoduct details, and delete ald products.

This is where you will create your products when you are entering them individually.

Create a New Product (one at a time)

On the Manage Products screen, once you get a set of products entered, they will be displayed here,
similar to the screen example below. However, when you first begin, this list will be empty.

Manage Products

& Create a new product You have 8 total products
Sorthy Price Level Search
| Product Mame v || Aszcending % General | Keyward v || Search
Sort Product Info General Price/Ouantity Summary Info Options Action
B Cotton T-Shirt $1.00 Unlirited llmage Category Special  Edit
Part No: 1 0 Variations i
] ) - Applied Discounts 0 Perzonalizations [¥]Homepage Special | Clone
MWiew on the Storefront o A e ———
- Eligible for Free Shipping 0 Related Products DHidden Product Delete
O & Dress Shirt - Applied Discounts 1lmage [¥] Category Special Edit
E Wariations
;:d NAOCNlSﬁ:Lm (CROTT) 0 Fersonalizations Homepage Special | Clone
g u owe . - .
iew an the Storefrant 0 Related Froducts [JHidden Product Delete
Ol 1on Example Free Shipping Product 1 - fpplied Discounts 1lmage [¥] Catenory Specisl Edit
. - Eligible for Free Shipping 5 Mariations )
:1:; E:&QNo: q 0 Personalizations [¥]Homepage Specisl | Clone
Wiew on the Storefront 0 Related Products [CHidden Product Delete
0 3 Hooded Sweatshirt $24.00 100 1lmage [#]Catenory Special Edit
Fart Mo: S 0 Wariations .
ity F'Elllt R - Applied Diseounts 0 Personalizations [¥]Homepage Specisl | Clone
Wiew on the Storefront O Related Produsts I:‘ Hiclchen Prochuct Delete
Page 1of 1
B Create a new product
Save Selected Delete Selected
ImportExpart Products @-—]

Cancel & Return

As you add new products and save them, they will appear in this list, which displays products
alphabetically. You can change the sort order by clicking on the drop-down button in one of the Sort by
fields and selecting a new sort order. For example, could choose to sort your list based on Price, in
Descending order.

© 2009 Network Solutions, LLC
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To create a new product:

e Click the &3 Create anew product |jnk at the top or bottom of the list. This will open the Edit
Product Details screen. You will notice at the top of the screen that there are several tabs for
setting up products. We will only discuss the General tab in this document.

NOTE: The other tabs in this screen are not active until you complete the required fields in the General
tab.

Geneml\ Advanced | Gallery | Variations | Personalization | SEQ Info | Related Products |

Fill out the required fields. These are marked with a red asterisk ( ex. Field Name: * ). There are many
other fields in the screen that you can also use, but these are the minimum fields that are necessary to
create a product.

Select a Product Type
e Click on a radio button to choose one:
1. Regular: physical item that will need to be shipped to the customer

2. eGift Certificate: an electronic certificate that will be emailed to the customer, therefore
it will not require shipping.

3. eProduct: an electronic product that will be downloadable by the customer, therefore it
will not require shipping.
Enter a Product Name
This should be a descriptive name like “Sterling Silver Charm Bracelet” or “Large (14 oz) Coffee Mug”

Enter the Customer’s Price
Of the price fields, this is the only one that is required. This is the regular price that your customers will

pay.

Pricing
Price Message For Sale
General Price; ™ | | | | For Sale
Super Savers Price: | | | | For Sale

ex: "Call far Pricing" or"Add to Cart to Wiew Price" (optional)

If you want to add other (optional) prices:
e The MSRP field contains the price at which the manufacturer suggests you sell the product
e The Store’s Cost field contains the price that you paid the manufacturer for the product.

e The Handling field contains any additional handling fees associated with this product.

—
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Select a category

To do this, simply click the check box next to the category to which you are linking this product. Check
as many categories as you want for this product, but at minimum you must check at least one.

Product Placement & Display

Categories: * -
r All Categories 1 Selected Categories

Filter Categories: Showing 4 of 4

[] crotaing

[ Exampie Category 1

|:| Example Category 1 > BEcample Sud Category ¥
[ JExample Category 1 > T-Shirts

Add a Mew Categary

**NOTE: Notice that there is a link to Add a New Category below the Categories field. This opens a
new section and allows you to create a category on the fly.

Upload an image of your product.

While this is not a required field, it is definitely a recommended step. Your customers will feel more
comfortable with purchasing from you when you display one or more images of the product.

Product Image: Hew Product Image

"_ Erowse...

F Select a large image to upload, we will create your display and thumbnail images for you.

Advanced image upload

**NOTE: If you upload a single large image, the application will create a display and thumbnail size
for you.

To Upload a Product Image:
1. In the Product Image field, click the button to find your image on your PC.

2. Select the image on your PC and click the button.
3. Verify that the location of your image is displaying in the field.

I ——
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Add Short and Full Descriptions

Again, these are not technically required fields; nonetheless, they are quite important for your sales.
When writing up a description, give your customers benefits to which they can relate. Your description
should work together with your high-quality image to draw attention to a product so that your
customers will want to buy it.

The Short Description

Short Description:

255 charactors remarning.

This description is limited to 255 characters (no HTML) and should be an attention-grabbing title. For
example, if you are selling headphones, don’t just say “In-ear headphones”. Say “Comfortable and
colorful in-ear headphones”.

This description will appear below the product thumbnail image on the storefront in the product list
page.

The Full Description

Full Description:
O % ¢ A2 ledee o=l -
|

Paragraph = Fort Mame = Size h | E i U

1
Il
ikl
1[I
I
I
[
).
[l
i
L,J

This description should give additional details about the product. It appears on the product details page
below the display image when the customer clicks on a More Info ( or similar) button.

**NOTE: You can use HTML in the Full Description field by clicking the View HTML button.
Click the button to retain all your data.

**NOTE: To see how your products are displaying in your storefront, click the View Storefront
button at the top right of the screen at any time and navigate to your product pages.

I —
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Create products in bulk (Premium Only)

There is also an option to upload your products via a spreadsheet, which will not be discussed in this
document. For detailed information on bulk upload of products, see the Import/Export section of the
nsCommerceSpace User Manual.

To Bulk import products using the Import/Export fuction:
1. Click the Import/Export utility link in the taskbar at the top of the screen.

Setup Checklist ImpartExport File Manager hanual Open @ Help Ticket Help & Logout

2. Inyour import CSV file, add a category name in the Product name field of the spreadsheet for
each product you wish to add.

Repeat for each new product you wish to import.

4. Follow the steps to import your file.

L —
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Set up Warehouses

Any one can create a warehouse and associate products with that warehouse, but setting up a
warehouse is required only if you are using a drop-shipper to store and send your products for you. If
you are not drop-shipping, you can skip this section completely for now.

What is drop-shipping?

When you do not want to stock products yourself, you can sign up with
one or more distribution warehouses to maintain the stock for you.
These distribution houses keep you up to date on the products they

maintain for your storefront. We call these warehouses drop-shippers.

When you get an order for a product, you send an email to the
appropriate drop-shipper with the order information and they fulfill the
order for you. When the order goes out to your customer, this is called

You can associate your products to a specific warehouse in the Warehouse Manager. You can also
associate specific products to a warehouse in the Product Edit > Advanced Tab as shown below. You can
also add a new warehouse by clicking the Add a New Warehouse link.

Warehouses/Drop Shipping

Warehouse:

Add a Mew Warehouse

To Create a Warehouse:
1. Navigate to the Inventory Section of the Control Panel and click Warehouses.

Manage Warehouses

Ifyou are using drop shipping to sell products you can create a list of warehouses that vour products are shipped fram. Here yau can

associate certain products with those warehouses and set specific notifications to be sent upon order.

You do not have any warehouses configured.

Warehouse Name

Create & Edit

Return

R —
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2. Enter the name of the new Warehouse. This could be an actual business name of the
distribution company you use, such as ACME Electronics distributor. This name will never
appear in your storefront.

3. Click the Create & Edit button. This will take you to the Warehouse Edit Page.

Edit Warehouse Details

*denotes a required field

[CJEenabled

Products in this Warehouse
Available Product List: Selected Products List:

Search

|

Product Name There are no products selected.

Cottan T-Shirt

Dress Shirt

Example Free Shipping Product 1

Hooded Swealshirt >
Long Sleeve T-Shirt

Fola

Super Saver Shipping Boxes

TankTop

ooooooog

Page 10f 1

Warehouse Email:

Separate multiple email addresses with semi-calans () and no spaces

Information to Emailto [T prggucts

: O customer Shipping Infarmation
DPricing

[ WIEW HTML

Email Header:

Paragraph * FortMame = Size =~ | B &

Ship products from this origin
staeprovinge: *[Minois ¥
ZipPostal Code: ~|60ET5

Country: * | United States v

Cannot be viewed by Customers or Warehouses. Notes are only visible on this soreen.

Save Save & Return  Delete Cancel & Return

4. There is only one required field, Warehouse Name, and that should already be populated.

L —
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5. In the Products list, click in the check box next to each product you want to associate with this
warehouse.

6. When you have made all your selections click the E button to move the selection from the
Available Products list to the Selected Products list.
**NOTE: If you move a product from the Available list to the Selected list, simply click the check box next

to the product and click @. This removes it from your Selected list, back to the Available list;
it does NOT delete the product.

Available Product List: Selected Products List:
| || Search | | || Search |

Product Hame Product Hame
[] BeerStein- black [1 Comfyln-earHeadphones
[[] BeerStein- decorative [] iFod Shuffle
[1 Evedlass chainf holder page 1
[] LedoBuilding sets | Remove Selected || Remove All

page 1

7. Enter an email address for the warehouse. This is the email address that will receive
notification when your customer has purchased a product that is associated with this
warehouse. If you have multiple email addresses, separate them with semicolons (;) and no
spaces.

Warehouse Email: | |

Separate multiple email addresses with semi-colons () and no spaces.

8. Select the information you want to send in your warehouse notification emails. Do this by
clicking in the check box next to each type of information.

Informationto [ ]proguycts
Email to o _
Warehouse: [ ] custamer Shipping Infarmation

|:|F'ri|:ing

When you have all data entered, click the | %€ | button at the bottom of the screen to save your
changes. This will refresh the screen and display a notice at the top that your warehouse has been
successfully updated.

**NOTE: There are additional fields in the Warehouse editing page that have not been discussed here. For
information on fields not mentioned here, see the Warehouse section of the nsCommerceSpace User
Manual.

e —
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Setting a Warehouse as a Shipping Origin

If you are a drop-shipping merchant, you will most likely want to set some or all of your warehouses as
shipping origins. This will make the shipping estimate for the products in a customer’s order much more
precise.

Shipping origin: Ship products from this origin
City: * | Chicago |

StateProvince: * | inois b |

ZipPostal Code: * | BOB1S |

Country: *| United States v|

Cannot be viewed by Customers or Warehouses, Notes are only wisible on this screen.

To set Warehouse as a Shipping Origin:

1. Select the “Ship products from this origin” checkbox. This will make the Address information
for the Warehouse required fields.

2. Enter the Address information for the Warehouse.

Click the Save or Save & Return button.

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com
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Operations

The Operations area of your e-commerce Control Panel contains all of the administrative functions for
your storefront. This is the area you will use to make your storefront functional, like setting up your
payment gateway so you can accept online credit card payments, selecting the region(s) where you will
need to collect sales taxes, and choosing the shipping options you want to offer your customers.

Sales Inventory Operations Design Pages Reports

There are several different options in the Operations section of the Control Panel. In this guide we will
focus on Adding Payment Information, Setting up Taxes, Setting up Shipping, Domain Registration, and

Settings.

Discounts
Manage your discounts, coupons,
promaotions, and sales.

Shipping
Get real-time rates from UPS, FedEx,

and LISPES or offer your own custom
shipping including free or flat rate.

Search Options
Caonfigure the way that products are

searched on your storefrant.

Settings
Configure your storefront's husiness

rules to suityour online business.

&

o]

MonsterMarketplace
Apply to Monstertarketplace™ aor
manage your listings.

Import/Export
Impaort ar export products, arders, and

custamers.

[+ ST

—
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Payments

Accept payments through real-time or
offline processing, PayPal Express,
Google Checkaout, and mare.

Taxes
Set rates for automatic tax calculations
on wour storefront,

Users
Specify additional users to access your
nsCommerceSpace Control Panel.

Page Redirects
Redirect an outdated page URL to a
hew ane as needed.

Checkout Questions
Create additional gquestions to ask your
customers in the checkout process.

QuickBooks

Intearate your online stare with
QuickBoaoks to import products and
synchronize orders.

networksolutions.com
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Adding Payment Information

When it comes to determining how you accept payment, you have two basic options: online (real-time)
processing or offline processing. To accept payments for online processing you have two additional
options: credit card payments, and alternative payments. At a minimum you will need to choose one
payment method that you will accept.

Click on the Payments link to set up your payment information.

L'ar Payments
Accept payments through real-time ar

offline processing, FayPal Express,
Google Checkout, and more.

Credit Card Payments

You can accept payment from as many or as few credit cards as you choose. To accept credit cards
payments, you need to first get a merchant account, such as Network Solutions Merchant Account
and a compatible payment gateway. You can also sign up with an external merchant service, such as
QuickBooks Merchant Services or US Bankcard Services. You can refer to your welcome letter for
additional information on getting a merchant account.

So what is the difference between a Merchant account
and a Payment gateway?

Merchant account:
A specialized account issued by a bank that allows a business to accept credit
cards, such as Visa and MasterCard, debit cards, gift cards, and other types of
payment cards. It connects your bank account to the credit card issuer and the
payment gateway. Merchant accounts are generally affiliated with one or more
payment gateways if they do not provide one themselves.

Payment gateway:
An e-commerce service that allows you to process real-time credit card payments.
It is the online equivalent of a physical POS terminal (computerized cash register),
usually located in retail establishments. Information is instantly verified in most
cases, and the card can be charged at the time the customer places the order.

I ——
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To see a list of supported payment gateways go to the Payments screen on the Operations tab and click
the drop-down button in the field under Credit Card Payments. Once you have sighed up for a merchant
account, you can set it up in the Payments screen. More information about specific payment gateways

is located in the nsCommerceSpace User Manual.

Credit Card Payments

Selectyour preferred payment method below to accept real-time or offline credit card transactions. To accept real-time credit card
transactions you will need a merchant account and a payment gateway .

Select a credit card payment method:
Metwork Solutions Merchant Accaunt v | Add

Authorize MNet Ll Salil

USA ePay Enabled Edit Remove
QuickBooks Merchant Services

Chase Faymentech Page 1 of 1
CyberSource

First Data Global Gateway
PayPal Website Payments Pro

Plug'n Pay et

PayPal Fayflow Pra (WeriSign) TJce

Nkl Gateway Services

eSELECTplus Canada L1 Diner's Clup
Paﬁ.gov -

To select a Payment Gateway:

1. Click the drop-down button.

2. Choose a payment gateway to use.
3. Click the Add button.
4

Enter the information in the Edit Payment Method screen for your gateway. (Information needed
in this screen may vary, based on the type of payment gateway you are setting up.)

5. Choose the credit cards that you will accept.

6. Click the 5% | button.

Alternative Payments

You can accept payment through third-party organizations, as well as offline methods of payment. We
support these alternative forms of payment:

e PayPal Express

e Google Checkout

e Check

e Money Order

e Customer Account

e Cash On Delivery (COD)

e |n Store

This will allow your customers who do not wish to use a credit card the option to pay in real time.
Customers learn to appreciate the convenience of not having to enter credit card or bank information
every time; they simply enter their PayPal or Google Checkout information.

—
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Alternative Payments

Choose whether to accept payments via Check, Google Checkout, Paypal Express, efc,

Select an alternative payment method:

FayFal Express | Add

Method Hame Status Action

Goaogle Checkout Enabled Edit Remove
Fayrment Mot Reguired Enabled

Edit

Page 1of 1

To accept Alternative payment, simply click the checkbox next to your selection(s).

Select an alternative payment method:

eCHECKt

Check

honey Order

Customer Account
Cash On Delivery (COOY
In Store

As you add payment types and enter information into the Payment Method screen, they will display in
the list of methods that you have selected.

When you are finished in the Payments screen, click |52 | to keep your changes or to go

back to the Operations screen without saving changes. You will find these buttons at the bottom of the
page.

For more information about Payment Gateways, view the Payments section of the nsCommerceSpace
User Manual.

R ———
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Setting up your Tax Information

You will need to select the states in which you must collect sales tax when you make a sale. Typically,
tax is charged only in the state(s) where you have a physical presence, such as your headquarters or a
brick and mortar store. Once you make your selection(s), taxes will be calculated automatically in real
time when a customer is checking out.

You can also set new tax rates for states, counties, and cities by overriding the default tax rate with your
own.

¥ United States Sales Tax

Selectthe StatesiCounties/Cities in which you will collect tax,

Typically, tax is only charged in states where you have a physical location (headguarters or brick and mortar store). During checkout,
tax will be applied to your customer's cart based an their shipping address. All applicable tax rates will be calculated in real-time to
ensure accuracy. Ifyou are unsure as to whether or notyou should charge tax in a particular state, please consult your tax advisor,

You can override the default fax rates provided by clicking on the Override link next to the desired tax entity. Enter your new tax rate in
the popup and select whether you wish to tax shipping and/or tax shipping and handling together. At any time you can return the
overridden tax rate to the default rate by selecting the Default{reset) link

Mote: Metwork Solutions is not responsible far the accuracy of any tax rates. Please consult your tax advisor for advice on taxing yaur
customers

Alabama (5.3000%) Updale
DOalaska

Oamerican Samoa
O pvizona
D Arkansas

DArmed Farces Aftica Canada Europe Middle East

O armed Forces Ameticas
Oarmed Forces Pacific
O califormia

O ¢olorado

O connecticut
Ooelaware

O pistrict Of Colurnbia

D Federated States OfMicronesia
Oeionoa

O ceornia

O euam
[

To set up your tax information:

1. Click the checkbox next to the states, counties, and/or municipalities in which you will collect
taxes.

2. To see counties within a state, click on the name of the state. To see municipalities within a
county, click on the name of the county. For example, if you charge tax in California, you can
click on California to expand the list of counties, as seen in the partial list below. You may find
that you have to charge more tax for purchases in some counties and/or municipalities

3. Click Return at the bottom of the screen when you are finished.

e ——

© 2009 Network Solutions, LLC Network Solutions, 13861 Sunrise Valley Drive, Herndon VA 20171 networksolutions.com




nsCommerceSpace Setup Guide 37

[¥] California (7.2500%) Override
[¥] &lameda (1.5000%) Cverride
] alpine (0.0000%) Override
] amador (0.0000%) Ouertide
Butte (0.0000%) Override
Calaveras (0.0000%) Cverride
Colusa (0.0000%) Override
Contra Costa (1.0000%) Cerride
Diel Morte (0.0000%:) Override
El Dorado (0.0000%) Override
Fresno (0.7250%) Override
] Glenn (0.0000%) Cverride

At any time you may override any of these tax amounts by clicking the Override link to the right of each
state/county/municipality.

To Override a Tax Rate:

1. Click the Override link next to the desired tax region (You can override State, Country and City
tax rates). This will open the Tax Override Screen.

Owverride Tax Rates State of California

Hew Settings: Default; resef)

New Tax Rate: 5.2500% 8.2500%

Tax Shipping: F Ma
Tax ShippingHandling Combined: ves

Save Cancel & Return

2. Specify the new tax rate, whether you will tax shipping, and whether shipping and handling will
be combined for tax purposes.

3. Click the Save button to save your changes. At any time you can click the Reset link to change
the override back to the default tax rate and settings.

**NOTE: If you are not sure whether you should collect tax for a state, contact your tax advisor.

I —
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Choose Shipping Options

To get your merchandise from your storage location to your customers, you will need to select at least
one shipping option for your customers. You can get rates for each order in real time to ensure
accuracy. Each shipper has different options and different pricing, so choose the one that works best for
you and your customers.

For more information on Shipping please see the Shipping section of the nsCommerceSpace User
Manual.

ﬂ Shipping
Getrealtime rates from UPS, FedEx,

and USPES or offer wvour own custom
shipping including free ar flat rate.

When you are deciding, keep in mind that some shippers, like FedEx and UPS, require you to register
with them to get their shipping rates and display them to your customers. In order to set up FedEx or
UPS shipping, you will need to provide your account information. The checkboxes for these two options
in the Enable column will be grayed out until your account information has been added.

Manage Shipping Preferences

M Enable Shipping

e Select your preferred carriers to have real-time rates displaved on your storefront andror create yaur own custorm shipping
methods for use with any carrier.

Shipping Carrier Enabled Sort Shippin_g Qrigin
FedEx seftings 4 City: * |Ele||evi|le |
f ince: * | llinois hd
uPs register f; State/Province: | |
Zip/Postal Code: * |52225 |
UsPs ¥ Country: | United States v |
Custom Free, Flat Rate and your own Custorn
Shipping Methads $0.00 Global handling charge
Display Label: | Custarn Carbine shipping & handling an custamer
displays
( Custom ) FedEx® | USPsS |
Custom Method Name Standard Sort Order Enabled Actions
Free Shipping Example 1 hy price i F Edit Delete
Flat Rate Shipping by price 2 O Edit Delete
Free Shipping Example 2 by price 3 Edit Delete
TestWeight by weeright 4 Edit Delete
New Custom Method Name Standard
@byweight Oby price Create & Edit

Save Sawve & Return  Cancel & Return
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To Setup your Shipping:

1. Enter the Shipping Origin information on the right side of the screen. This is the location from
which your products will be shipped.

2. Assign a Global Handling charge if desired and specify whether shipping and handling will be
combined on customer displays.

3. Click an Enabled checkbox to choose a shipping carrier. When you do this, the next section
displays the available shipping options from that carrier. For example, when selecting USPS as
your carrier, the following options appear as below.

|. Custom | FedExE ( USPS l

Method Name Sort Order Enabled Actions

USPS Priority Mail 1 Edit Delete
USPS Express Mail 2 Edit Delete
IUSPS Parcel Post 3 Edit Delete

Hew Method Name

Selecta Shipping Method. . V| Create & Edit

Click in the Enable checkbox to select the method(s) from this carrier that you wish to display to your
customers.

Creating rules (options) for your shipping method(s)

Now that you have selected the shipping carrier(s) and the methods for each carrier, you will need to
set up rules, or options, so that when a customer selects the option, the correct shipping charges will be
displayed. For each shipping method, you can set up multiple rules that are determined by shipping
weight or size and can also include an additional markup, if necessary.

To Edit an existing Shipping method:

1. Click the button for the shipping method you want to update with a new rule. This will
open the Shipping Method Edit Page.

NOTE: You can also create a new shipping method by entering the method name in the New
Method Name textbox and clicking the Create & Edit button.

e ——
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2. An existing method will have a default rule but you can create new shipping rules if nhecessary.

USPS - USPS Priority Mail

Method Name: USPS Priority Mail [¥]Enabled  Save

Min I Min oz Max Ib Max oz Markup Region Free Shipping Actions
0 0.00 §,959 999 n.oa F0.00 Global True Edit Delete

Add a New Rule

Minimum Weight: | | b | | 2

Maximum Weight: | | Ib | | oz

Markup: |Amuunt b || |

Region: | United States ~ |

] Henors Free Shipping

Add Shipping Rule

Return

3. If you want to change this default rule, you can do so by clicking on the button, or delete
it completely by clicking on the button.

For example, if you want to use USPS Priority Mail only for packages that weigh 70 lbs or less, your rule
would look something like this:

USPS - USPS Priority Mail

Method Name: USPS Priority Mail [IEnabled | Save

Min Ik Min oz Max Ib Max oz Markup Region Free Shipping Actions
0 0.00 9,999,939 | 0.00 Amount + [$0.00 Update | Cancel
llil 0.00 To n.on §0.00 United States False Edit Delete

Add a New Rule

Minimum Weight: | | Ib | | oz

Maximum Weight: | | Ib | | C=2

Markup: | Amount ¥ ” |

Region: | Lnited States w |

[ Honors Free Shipping

Add Shipping Rule

Return
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To Add a New Shipping Method:

1.
2.

(oSNNS ) I N V]

Verify that you are on the carrier’s tab and not the Custom tab.

Click the drop-down button on the New Method Name field to select a shipping method from the
menu. The options available on this menu will depend upon the carrier you have chosen.

Hew Method Name
| Select a Shipping Method... w [ Create & Edit

—/

Click to continue.

Add one or more rules for using this option (see instructions for editing rules above).

Click to go back to the Shipping Manager page.

Repeat as necessary until you have all shipping methods set up for this carrier.

|
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Setting Up Your Domain

There is more to it than you might think when it comes to a domain name. When you’re planning to
open an online store, the domain name you choose is very important. On the Web, your domain name is
your identity. It’s how customers will find you, remember you and, ideally, return to you to buy. While
these actions are not taken directly in your Control Panel, they are important steps to make your
storefront visible to your customers.

Purchase a Domain Name

If you don’t already have a domain (www.yourname.com), you may want to purchase one. This gives you
the right to use this domain name to identify your store, and registers it in your name so that no one
else can use it. If you already have a domain name you can skip this step.

Your address. Online. Claim yours now.

Domain Mame Gensrator Domain Marketplace

Step 1: Enter up to 10 names Step 2: Choose one or more extensions Step 3: Click

MOST POPULAR COUNTRY SPECIFIC MEW EXTERSIONS

M .com M et D.org Oous . us.com
O iz O infa O mobi O e O tel
O.me .name e O.eu O couk
D.am D.fm D.de.com D LEl.COm D .uk.com
D.pro D.bz D.cc D .25 D LFu.com

Wiew Pricing Chart

For additional information, click the link in the Setup Checklist, or visit the Network Solutions website.

Assign the Domain Name

While this action is not taken directly in the storefront, it is nonetheless a very important step that you
cannot skip. If you purchased your domain name through Network Solutions, this step is automatic and

you do not have to do anything further. However, if you purchased a domain name elsewhere, you will

need to point it to your Network Solutions Domain Name Server (DNS). Your domain should be pointing

to your Network Solutions DNS before you go any further.

Pointing an external domain

To point an external domain you will need to know the Internet Protocol (IP) address of your store. If
you do not know it, you will need to get it by contacting the technical support group for your hosting
service. Once you have this information, you will need to access your DNS hosting service’s Control
Panel and enter your IP address there.

—
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Here is an example of how a Control Panel may look:

E a (Host) Add News A Record I =
v Host Points To TTL Actions
™ rog-ouild.com 20517814565 1 Hour [x]
| B 205178145 65 1 Hour =]
| 20517814565 1 Hour Perding Setup
E cHAMES (Aliases) Reset to Default Settings | [  Add New CMAME Record |
¥ Host Points To TTL Actions
I~ mai mail.rpg-cuild.com netsolmail.net 1 Hour El
™ =mtp smitp rpg-guild .com.netzolimail net 1 Hour El
I rpg-guild.com 01 fd899. etz olstores com 1 Hour El
™ mokilemail mobilermnail-w01 prod mesal secureserver.net 1 Hour El
T pda mohilernail-»01 prod . mesal secureserver.net 1 Hour El
[ emai email. secureserver net 1 Hour El
™ pop pop.secureserver net 1 Hour El
[ |tp @ 1 Hour El
I~ webmail wwebmail secureserver net 1 Hour El
i = email secureserver.net 1 Hour El
[E mx (Mail Exchange) Reset to Default Settings | | AddNew MX Record |
v  Priority Host Goes To TTL Actions
[ |40 & inkound rpg-guild .com netsolmail.net. 1 Hour El
| E 1xr (Text) Add Mew SPF Record | [ Add New TXTRecord | | =
|E-slw (Service) [ AddNew SR¥Record | | i
Copyright @ 2004 - 2007, &l Rights Reserved.
| Read tdns.secureserver.net @ | (/] o

You will need to enter the following information:
(where this document says yourdomain.com, substitute your domain name)

Under A (Host)
- Host Name: yourdomain.com ------ Points to IP Address:000.000.000.000 (use your IP Address)
- Host Name: www ------ Points to IP Address: 000.000.000.000 (use your IP Address)

Under CNAME (Aliases)
- Cname: mail ------ should point to mail.yourdomaim.com.netsolmail.net
- Chame: smtp ------ should point to smtp.yourdomain.com.netsolmail.net

MX (Mail Exchange)

**NOTE: If there are any records in this section, remove these unless you are aware of where they are
currently forwarding your mail. It is not a good idea to edit an MX record. We recommend that you delete
any current record(s) and add a new one.

- MX /host name: yourdomain.com ------ should point to inbound.yourdomain.com.netsolmail.net
**NOTE: with these records you may have an option called Time to Live (TTL) to select. You can use any
time frame given here; however keeping it near one (1) hour is the normal selection.

e ——
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Now you are ready to assign your domain name in your Account Manager.
When you log into your account manager and do not have an assigned domain name, you will see the

following notice:

. .| Configure Your Purchases

Product Description Status Action Required
Pro E-Commerce: In orcer to set up your E-Commerce package, you must first assign & domain name.
029CDFI METSOLSTORES COM *our domain name iz the Weh address uzed by visitors to find your nesy E-Comimerce m

Wigh site. Click here.

Click and follow the instructions on the screen to assign your domain name to your new store.

Assign Domain Names to Your E-Commerce Package

Flease selectthe domain name that yvou want to a==ign to Pro E-Commerce.

Domains within the same account as this E-cammerce Package are listed below. Ifyou would like to assign a domain s
not listed, click here.

Domain Name:

. | Selecta domain name ¥
Third Level Prefix (Mot Reguired)

Ifyouwish to use a third level damain such as store.example-name.com, please enter the prefixin the box provide
leave hlank for all other domains.

[ Make this my primary domain

Make sure you select this as your Primary Domain. This is where customers will enter your online store,
it will allow search engines to find your site, and if you purchase a Network Solutions SSL Certificate,
this is where we will automatically install your certificate.

**NOTE: Changes can take up to 72 hours to propagate.
Purchase an Additional Secure Socket Layer (SSL) Certificate.

As a Network Solutions nsCommerceSpace owner you do not need to purchase an additional SSL
package. All of our nsCommerceSpace packages include a level of Secure Socket Layering that passes
CISP certification for securing your online transactions. However, if you wish to add an extra layer of
security for your customers, you may do so. For more information on how to determine if you should get
an additional SSL certificate see the Network Solutions SSL page.

(at this url: http://www.networksolutions.com/SSL-certificates/index.jsp)

**NOTE: For a Network Solutions SSL Certificate, the domain assigned to the nsCommerceSpace
package must be marked as the primary domain, and must be the same as the domain assigned to the
SSL service.

e ——
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Settings

While the Settings section of the Control Panel allows you to change a multitude of options and
behaviors about your store, in this guide we will focus primarily on Checkout.

Checkout is the set of steps that your customers will follow to complete their purchase transaction once
they have completed their shopping and have selected the products they wish to buy. Therefore it is very
important that your checkout process is smooth so that your customers have a good experience shopping
in your store.

To verify that your checkout settings are working properly we suggest a run through of your checkout
process to test it and make sure there are no surprises.

To verify your checkout settings:
1. On the Operations main page, click on the Settings link to access the Settings screen.
2. When the Setting screen appears you will see a number of tabs across the top of the screen.

3. Click the Checkout tab to access the Checkout settings screen.

|- General | Regional | Products ( Checkout \ Shopping | SEOQ | Security | Google |

Configure settings in relation to the customer's checkout process.

User registration and membership

| Registration enabled V|

Adidress display during checkout

| Dizplay shipping address followed by billing address + |

Send email alertwhen customer redisters.

Display customer IP address during checkaut process

Display customer nates during checkout

Email address is optional during checkout pracess

Checkthe "Billing address is same as shipping address" option by default

Display shopping cart contents during checkout

OROOOFDO

Display product images in shopping cart during checkout

Customer location

| All Countries b

O Require phone number on user registration and checkout

O Display Tax ID during registration

Default payment gateway error message

An error occurred when placing your order. We
apologize for the inconvenience. You mway try
placing the order again, or contact us if the

=0 [

96 characters remaining.

Message to display when the minimum order amount is not reached

Minimum order amount

Save Save & Return Cancel & Return

e ——
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4. Review the checkout options by looking through the selections and change any if necessary.

To change selections:

1. Click the drop-down button for User registration and membership to see the options available
for this field.

For example, if you want to give your customers the option to register on your storefront at any time,
you would select Registration enabled. If you want to require your customers to login before they can
check out, you would select Login required to check out.

Registration enabled e

R ion enabled
| Registration disabled
Fegistration only atter checkout

Login required to check out

Login reguired to access site freqistration enabled)
| Login reguired to access site {registration disabled)

2. Select the check boxes from the list of additional options that you wish to include. Also deselect
any that you do not want to include. You may also include an error message (up to 259 that will
display when the gateway encounters an error.

Configure seflings in relation 1o the customer's checkout process
User registration and membership
Fiegistration enabled ¥

Display customer IP address during checkout process

i Display custorner notes during checkout

] Email address is optional during checkout process

O checkihe “Billing address is same as shipping address” option by default
Display shopping cart contents during checkout

Display product images in shopping cart during checkout

Allow International Customers

il Require phone number on user registration and checkout

Default payment gateway ermor messaige

<plaintext>thiz i2 the editable gateway error
meESSage
797 characiars ramaiing.
3. When you are satisfied with the selections on this page, click the | 3 | putton. The page will
refresh with a statement at the top that says your changes have been saved.

@ Your changes have been saved.

4. Click Return to exit this screen and go back to the main Operations screen.

e ——
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Check your General settings:

1. From the Settings screen, click on the General tab. This is the screen in which you will
configure the basic way in which email notifications display to your customer.

Geneml\ Regional | Products | Checkout | Shopping | SED | Security | Google ."|

Configure the general settings that apply throughaout your site.

* denotes a required field
Company name and default title tag
|Network Solutions E-Commerce Web Site |

Primary sender email name

|Network Solutions Shopping Cart |

Primary sender email address

|.Jerry.henderson@nehﬁurksulutions.com |

Administrative recipient email address

Display "Powered by Metwork Solutions” message

Thumbnail Image Size

Display Image Size

Save Save & Return Cancel & Return

2. At a minimum, you must enter the email address from which all order emails will be sent.
3. Enterinformation in the following fields:

a. Primary sender email name - If you want a name to display in front of the email, such
as your store name, enter that in the field above this one. If you do not want a name
displayed, delete any default data entered in the field. So, for example, if your store
name is Jewelry by Gina, you could type that into this field and any email you sent to a
customer would display in the customer’s inbox as sent from “Jewelry by Gina”.

b. Primary sender email address - This is the email address that will display to your
customers on any order emails you send to them, such as the order confirmation. This is
the only required field on this tab.

c. Administrative recipient email address - This is a specific email address that you can
choose to receive all order-related emails.

4. Once again, there are other fields in these screens that we have not covered. For information
on these fields, view the Settings section of the nsCommerceSpace User Manual.

I —
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Conduct a test run on your checkout process

The best way to do this is to place an order on your site using your own credit card. This will help you to
identify if there is something in checkout that you need to change. It will also verify that your payment
gateway is set up and working properly, whether email notifications are being sent properly, etc.

M
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Finish

49

Now you have finished all the basic tasks to set up your store to be a good online shopping experience
for your customers. Before you open it to the public, you will want to take a look at the store in Preview
mode to make sure everything is ready and that it looks the way you want it to look before you show it to

the world.

Preview your store

To view your store in Preview mode, click on the View Storefront button at the top of any page that
displays the main tabs in the Control Panel. You will find this button in the upper right side of the
screen, below the Log Out link, and in line with the taskbar below the main tabs.

Inbosx - 2 (1 New)

Manual Open & Help Ticket Help & Logout

Commerce
Space

nsCommercesSpace Premium »7 801
for examplesite 01 net

Sales Inventory Design Pages Reports

Haome = Cperations = Settings

[i8 view Storefront

& Help on Site Seftings

When you click on this button, a new window appears with your new storefront view. At the top of the
screen, above your company logo, you will see a notice that identifies this screen as preview mode, and
reminds you that your storefront is currently Offline. This means that the public cannot yet see your

store.

You are previewing your storefront which is currently: Offline

The Example Store

Every example made to order!

Home  About Us Contact Us

Shop by Category

My Account

Today's Specials

View Cart/Checkout

Clothing Cotton T-Shirt Dress Shirt
Example Category 1 Price: $1.00 MSRP: $50.00
N Price: $39.00
Shop by Price Quantity: You Save: $11.00 (22 %)
[t care | oreinio]

This is an nice shirtl

Email Address:

This clean, crisp dress shirtis the
perfact backdrop for any crazy tiel

Edit this Page End Preview

search: [N "Co

Search Site

Featured Products
Shopping Cart

Your cartis empty.

| |

Example Free Shipping
Password: Product 1
::;ml,‘::npt:: ::,e:;: ;emewm Price: From $1,009.00 to
$1,149.00
Create an account
B This is an Example Free Shipping
product

Hooded Sweatshirt
WMSRP: $35.00

Long Sleeve T-Shirt
Price: $1,012.50

Price: $24.00
You Save: $11.00 (31%) ouantity:[ 1|
Along sleeve T-Shirt, perfect far a
chilly dayl

This is the hestthing on a cold
winter day. Snuggle up and stay
warm!

nt | Bhipping Palicy | Return Policy

2009 MNetwork Solutions E-Commerce Weh Site

Powered by nsCommer ceSpace by Network

T —
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Perhaps you have been using this button throughout your creation process. Nevertheless, we suggest you
take one last look at your store, follow through your browse functions, check all the information on your
pages, and verify that everything is set and ready to go. While you can make changes at any time,
including after you go live with your store, if you find something that needs to be changed, now is the
time to do it. Simply click the Edit link at the top right of any page to make changes to the current
information. Remember to save any additional changes you make and then refresh the previewed
storefront again to verify that your changes are acceptable.

Once you have reviewed everything and you feel you are ready to take the leap onto the World Wide
Web, you need to do one final thing.
Open Your Store

When you open your store, the “Store offline” comment at the top of the storefront is removed and the
store is made visible to everyone on the Internet.

To open your store:

1. From the Home page look for the Store Status radio buttons toward the bottom of the screen,
just above the New & Updates section. The store status is displayed with two radio buttons: one
for Open and one for Close.

Store Status: Closed O open ® Close

2. Click on the radio button next to Open. A pop-up box will appear and ask if you are sure you
want to open your store.

The page at https:/f01f53b%. netsolstores.co... FX|

f} Are you sure you wank bo open your store?

2

L QK | [ Cancel

3. Click OK to complete the process. The status will change to Opened. That’s all there is to it.

Congratulations!

You now have an online store that is open for business.

D ——
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Additional Information

While this Setup guide is geared towards getting your store up and online quickly, it is by no means
exhaustive. Fortunately there are several resources available to you to help you continue building and
managing your online store.

e nsCommerceSpace Manual - The nsCommerceSpace User Manual is your complete guide to your
store. You will find information on every feature in the v7.x software.

e Intro to Ecommerce Video Series - An in-depth walkthrough video series that follows closely
the Setup Checklist. This is a great way to familiarize yourself with the layout and operations of
the nsCommerceSpace software.

e Network Solutions Forums - The Forums are where other store owners and merchants come to
discuss the latest tips, tricks and information about the software, online stores, and more.

T —
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