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Introduction to Your Online Store

Your online store is a very powerful and full-featured part of your website that gives you the

ability to sell products or services on the Web. Simply put, you have the power to manage your

entire inventory, orders, customers, and much more. We urge you to read through this guide

to familiarize yourself with how to manage your store through the website. It may be helpful to

follow each of the steps outlined in this guide while you arereadingd 2 G KI 0 @&-2dz Ol y d«
OKNRdzZAK¢ S| OK & G SdnJvestnterft & yodr Gme, @l gnde/mBIS NI willK A &

be able to manage your store quickly and easily.

If you have questions or get stuck, you can always contact us for assistance. We have ongoing
support and maintenance plans available to ensure that you have the help you need.
http://www.koaconsulting.com/support-maintenance.html

Accessing Your Online Store

1. Your online store is accessed by logging in through the back end of your website. Begin
by opening any web-browser (Internet Explorer, Firefox, etc.), and typing in
Go 6o dF @2 dz2NBAGSY L YS FEdteryodruderRamd ayidipasswatd 1 2 NE
information and login.

== Login

M)

o 3_) Username
Welcome to your Control Panel! %
=& & valid username and Password

pazswword to gain access to
the administration area.

Login

2. You are now logged in to the back end of your website. To begin setting up and
managing your online store, clickon & { ( 2 NB  drbmytte cobtidlpanel.
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Setting Up Your Store Information

1. Afterenteringthed 4 1 2 NBE Y| ¥2aSeXktf 0S Ay @2dzNJ aid2NBC
setting up your store information, click on the & 9 Rk i Nofitton.

OO @ @

q,

<

Product List Category Tree Qrders List Payrnent
Methods
Users Configuration Edit Store Help

2. Fill'in all of your store, contact and currency information in the provided fields. Further

R2gy 2y (GKAa LI ISz &2dz Oy IRR I &ai2NB RSa
{ S NIIi©idrndation will be sent out as a Receipt or Invoice when an order is
place.

There will be some default information in all of these fields when you initially set up
your store information.

3. Once you are finished filling in the information, click on the ¢ { | Buftan on the top-
right of the page to keep the information, or & / | Y to distaéd and changes you have
made. Keep in mind that you can always come back and edit/add information on this

page.

ave Cancel
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Configuring Your Store

1. Backate 2 dzNJ 4G 2 NBQa O2 yd /NEdENII-byit&dy> Of A O

@ 9 @

Product List Category Tree Orders List Payrnent
Methods
Users Configuration Edit Store Help

2. The configuration page contains many options for how your store operates:

Note: Many of the settingsonthe ¢ / 2 V' ¥ A 3 phgébreéladvanyed and can cause  your

store to operate poorly or not at all if changed unwittingly. Therefore, this guide will only
cover a few of the basic configuration settings. If you want to make major configuration
settings to your store, please contact us for additional services.

2y

i K

T a{K2L) AaCKSFSFTTANBK:c:aSUGGAYT GKRYSEDdzLFA LR dA

to take your store offline for a bit to make changes or add/edit/remove product
offerings, you can do so here. Furthermore, you can display a message to users who
visit your site while the store is offline.

T & asS 2yt e | g@rhisGettinglalfovits dselzdabrowse your products, but the
products will not be available for online purchase.

T ¢t E /2yFAIBAS (ARY¥E R26y 2y (GKS 02y F¥AIdzN
[ 2y FAIANT A2y E D CNRBY KSNBE @& 2dz KdpifgorOK22 &S

vendor address + more.

T ACNRYUSYRCESI a@NBF&§SYR CSI (GdzNBag O2y il Aya

customers interact with your store. To select or deselect any features from this
section of the configuration page, check or uncheck the corresponding box.

3. Again, @ { | gt&¢ | yIOY& ¢OKI y3aSa GKId &2dz KIS YIRS i
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ave Cancel

Adding a Category

1. Before you can begin adding products to your store, we must create categories in which
your products will be organized under. To begin, clickonthe & / | i S 3 2 buton ¢ NB S £
FTNRY @2dzNJ aG2NBQa O2y iNRf LI ySt o

Product List Category Tree Drders List Payrnent
Methods
{7
sers Canfiguration Edit Stare Help

2. To add a category, begin by clicking on the & b S Bugton from the top-right menu.

4

e Publish | Unpublish Delete

3. Give your category a name (i.e. T-Shirts, Gift Baskets, Paintings, etc...) and optional
description.

4. You also have the option of adding a category image. To do this, clickonthe d L Y I 3 S & ¢
tab on the category information page.

ﬂ’ ateqory Information Images L})

5. Clickthed . NP butténon either the & C dzf f ot GVl KIIBYED sedtidnsitd €
browse your hard drive for an image to represent your category. You also have the
option of entering the URL of an image already on theinternet. L ¥ & 2dz aSft SO
LYl 3S¢ G2 dzaSs A4 ¢gAftft Il dzi2YLFGAOFEf& ON

6. Once you have completed entering your category name, description and optional image,
click& { | gr& ¢ | V10 &ve ér discard the new category.
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Adding a Product

1. To start the process of adding a product to your store, we begin by clicking on the
Gt NPRAzOAzAO D 2 YO FNRPY ePoazd] al2NBQa O2y i NP

@, @ 9O @

Pro uu:t List Category Tree Qrders List Payrment
Methods
Users Canfiguration Edit Stare Help

2. Once in the product list page, clickon & b S to étart adding your new product.

] [
" - add £l
add List . .
Attribute F‘rillzses F‘_ﬁll::.éct MEw Publish = Unpublish Delete

3. Fillin the product information and description fields, and select the category for which
you want the product to be displayed in. A product may be assigned to multiple
categories by holding down & / UaNdfclicking on multiple categories.

2 KSY | RRAY3I 2N SRAGAY3I | LINRPRdzOG QA LINAOS:
Gt NBRdAzOG fiedBEnOrotthe i S NB RdzO 0 t field. The grdssdidldisa & U €
the product price multiplied by your Tax Rate for the item (aka: VAT ID).

Product Price {Net): |25.|:II:I | | US Drollar " | @

Product Price {Gross): |27.0625 - §25.00%8.25 % (Tax Rate)
Tax Rate: | 2 [3.25%
Note: T ax Rate or

f SGAGSNAY I AGNHOGIZNBE F2NJ F88A3yAy3 {Y! Qa0
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Note: The & + ! ¢ is theltak that will be charged to customers who purchase the

product you are adding. To add different tax rates, go to the & ¢ | dkop down  menu
on the top toolbar and clickon ! RR ¢ | fiom the-dibdéwn menu. Fill in the
information and specify the tax rate in decimal form. This new rate will now be available
fromthe d + ! ¢ listtwhe# adding new products.

Products ©rders “endor FReports |Tax | Shipping <

D List Tax Rates
"_-j‘.\\s.ﬁ.dd Tax Rate

4. Next, move your way through the tabs above the product information and fill in the
fields if you wish for them to be displayed with your product in the store. You can also
upload the product image throughthe & t NP R dzO (itabL Y I 3 S & ¢

ﬂ’ Product Information @ Product Skatus O Product Dimensions and Weightm Product Images .s.é}j Felated Products

5. Clicka { | gr& ¢ I v 0 &e ér discard adding the new product. Your new product
will now be displayed inthe & t N2 R dz&hd in your énlin€ store.

ave Cancel

Note: Using the & t dzoéfielddn four & t NP R dz@du cah rénidve kems from your
store without deleting them entirely. This also comes in handy for offering specials. For
example, if you wanted to have a product on special for the weekend, you could clone
the product so that there are two of them in your product list. Then, simply change the price
of one for the weekend special. Once the weekend is over unpublish it and publish the
normal priced product. You can always repeat this process to make the product on special
again at a later time.

Customer . Clone

Reviews Rublish Product T

v

v

v

v

% 4,
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Cloning a Product

If your store has many similar products or types of products, you can expedite the process of
adding a new product by usingthe 6 / f 2 Yy S fedtiiPelafgolrstére. Your store must
already contain a product for this option to be available. This comes in handy if all you need to
do is add a different picture or short description for a group of similar products (i.e. T-Shirts).

1. Start by getting to the product list just like in the firststepd ! RRA Y 3 (¢ t NP R dzO

2. Next, find what product you want to clone from your & t NP R dz@nd cli¢k anihie £
G/ f 2y S IcoNgnihdfaright.

Clone

Puhlish Product Remove
v i
4 P
Clone Product

i

) L

T ¥ ¥ X

3. You are now presented with the exact product setup for the product that you wish to
clone. Now, all you need to do is modify the information to match that of the new
product you are adding. Everything is still completely modifiable. The only thing that you
MUST change is the & { Y. Alléproducts need a unique & { Y.} €

4. a{ | gr&d | ytheXloning of the new product.

ave Cancel
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Adding Coupon Codes to Your Store

Offering coupons to your online store can be beneficial for many reasons. For example, say you
are attending a convention or event and want to encourage attendance from the community.
You could offer a coupon at the event with a code that customers can then use on your online

store to receive a discount.

Once a customer obtains a coupon code, they can then enter it in during the checkout process
of your store to receive the specified discount you created.

1. Begin by logging in to the back end of your website, and navigate tothe & { U 2 NB

al ylF3SNE o

2. Once in the store control panel, hoveron & / 2 dzlfs@nytlde top store menu bar and

selectdbSg [/ 2dzLI2y € @

Tax Shipping | Coupon

Manufacturer

E Coupon List

il

__3 =1 ﬁgupnn
e

3. Enter a UNIQUE coupon code and select whether you want the coupon to be a set dollar

amount (Total) or percentage off.

4. Next, decide whether you want the coupon to last indefinitely (Permanent Coupon), or
as a one time use (Gift Coupon). Finally enter the value of the coupon.

Coupon Code;

Percent ar Taotal:

O Total

W

@' Fercent @

Coupon Type: [Gift Coupon

Walue: | Permanent Coupon k

Click & { | € $hake the coupon active.
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Managing Orders

Once you have received an order from a customer, it will be viewable in the & h N.R &dd.Bf &
your store. From here, you can manage and inspect all the details of each order.

1. Once an order is placed, you will receive up to three different emails:

9 Purchase Order: Notification that an order has been placed.
9 PayPal Confirmation: Notification that you have received payment for the
purchase order.
9 User Account Details: Notification that a user created an account for your store.
2dz ¢ 2 Y axily regbiGeOrfe &f Ehese emails for every order since it may be
a repeat customer who had previously created an account.

Note: Before shipping an order to a customer, confirm that you have received the payment by

logging into your PayPal account (www.paypal.com) and double-checking that the funds are in

your account. Doing this in conjunction with receiving the PayPal confirmation email will ensure

OKFG @22dz R2y Qi &aKALI Iy 2NRSN) 0KIFGd KFrayQu oSSy

2. To view and manage your orders, clickonthed h NR& 8z & 2y 2y @2 dzNJ a (i 2 NF
panel. This will then bringupthe a h NRSNJ [ A a i€

O @ @ @

Product List Category Tree Qrders {I:.} List Payrnent
Methods
sers Configuration Edit Store Help

3. Thed h NR S I‘di];pl[ay&tﬁel’ﬁaréler number, customer name, order date, order status
and the subtotal.

# [ order Number Name Print view Order Date Last Modified Status Update SubTotal Remove
1 [ ooooooos 01-May-08 17:45 01-May-08 17:45 Eltotity customer? $19.95 il
k Update Status o

L[N | Koa Consulting LLC
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4. YoucanviewtheentA N 2 NRSNJ RSOl Afa o0& OfAOlAYy3d 2y

the list. This will display everything about that order including who made the purchase,

how they made payment, the item(s) ordered and the status of the transaction. The

page gives you the ability to enter in notes (such as order updates or shipment tracking

information) which can be sent directly to the purchaser. The page also provides a

Gt NAyd xASg¢e 2LIGA2y Ay OFasS &2dz ySSR (42 at
5. You can manage the order status on the order list page (or in more detail on the order

details page) and designate a specific status for each individual order by selecting a

status from the drop down menu. For example you may wish to change the status to

confirmed once you make sure the funds were sent to your account, and then change

the status to shipped once you sent the item(s) out.

Order Date Last Modified Status Update SubTotal Remove
01-May-08 17:48 01-May-08 17:48 : Dl natify Customer? $19.95 i
Pendi Update Status o
ending
Confirmed
Cancelled
Refunded

User List

1. Your online store also holds all of the users that have created an account with your store
in order to make a purchase. To accessyour & | & S Nilidk dndha & | & Sdtfore
FNRY @2dzNJ aG2NBQa O2y iNRf LI ySt o

Q@ @ ® @

Praduct List Category Tree Qrders List Payrent
Methods
Users {h Configuration Edit Store Help

2. You will now be viewing the & | & S Nfbr joiir atare The list contains the username,
full name, and the group for all the users of your online store. When a user registers an
account for your store, they will automatically show up under this user list. You also

page
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have the option of selecting certain users and removing them from your user list VIA the
0 W S Y 2iddncoa the far right of the list. This user list also contains all of the
administrators for your site as well.

[ username Full Name Group Shopper Group Remove

O admin shopper / (Super Administrator) -default- g:
client £ tadrinistrator) ut

[F™0a / {Super Administrator) it
koatech JiSuper Administrator)

O / (Administrator) il
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Withdrawing Payments from PayPal

The PayPal website is very powerful and easy to use as well. We suggest familiarizing yourself
with it and going through their help documentation if you get stuck or have questions to ensure
you are using their services effectively. Every client sells different products and services and
may use different features and settings, so we suggest you take some time to view the various
options and configure them appropriately.

When you receive payment from a sale in your online store, it will be instantly viewable in your
PayPal account. In order to transfer the money from your PayPal account into your bank

account, you need to make a withdrawal from PayPal.

1. Begin by going to www.paypal.com and logging in.

2. Once logged in, you will be at your account overview page which shows your current
PayPal balance and a summary of recent transactions. To withdraw funds from your
PayPal account, gotothe & 2 A (i K MirlkJroéh¢he top menu and select the withdrawal
method you prefer.

My Account Send Money Request Money

Overview  Add Funds Withdrame History R

Transfer to Bank Account

nhance Your Account
Reguest a Check
PayPal Pluz Credit Card

3. If withdrawing to a bank account, specify the amount you wish to withdraw from your
PayPal account, and double-check to confirm that the destination bank account
information is correct. This withdrawal method is free to use.

From this balance:

Amount: %:

To: w

Add bank account

Remaining Monthly Limit: $500.00 USD
PayPal members are limited to withdrawing $500.00 USD per month. Lift this
lirnit

Mote: Ifyour bank information is incorrect, your withdrawal will e returned and a fee will be charged. See the
fees tahle. Additional bank fees may apply. Please contact yaur bank directly regarding additional fees.

[ Continue ] [ Cancel
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4. You also have the option of withdrawing funds by requesting a check from PayPal.
Again, specify the amount, and confirm that the destination address for the check is
correct. A fee of $1.50 is added if requesting a check from PayPal.
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