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Preface 
In this section: 

Documentation Conventions 4 

Who Should Read This Guide 4 

Guide Revision History  4 

 

Documentation Conventions 
Before you start reading this guide, it is important to understand the documentation conventions used in it. 

Conventions to be added after draft modification 

Who Should Read This Guide 
This guide is aimed to inform new and existing Smart Hosting E-Shop customers on the features, tools and 

methods used in the E-Shop Administration Panel, and how these affect your E-Shop site. 

Guide Revision History 
The following table provides a detailed revision history of this document 

Revision Number Revision Date 

1.00.00 23
rd

 of September 2008 

1.00.01 4
th
 of October 2008 

1.00.02 8th of October 2008 
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General Site Administration 
In this section: 

Site Settings    5 

General Site Settings  5 

Theme    6 

Delivery Options   6 

Local and Contact Details  7 

Google Map   7 

Terms    8 

FAQs    9 

Local Pickup Extra Information 9 

Payment Methods   8 

General Payment Options  10 

PayPal    10 

Google Checkout   11 

Delivery Settings    10 

Add delivery method  12 

Edit delivery method  13 

Backup     12 

 

Site Settings 
The Site Settings section contains the general information relating to your business and website, it is defined in 

to 6 key areas, and the information entered is generally used throughout the website, whenever it is required. 

/ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ǘƻ ǎŀǾŜ ŀƴȅ ŎƘŀƴƎŜǎ ƳŀŘŜ ǿƛǘƘƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ 

General Site Settings 

The general site settings section, shown below 

 

¶ Site Title, provides main title for the website, it will appear in the title bar of your browser and shall 

appear on every page in the shop 
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¶ Meta Keywords, these provide the keywords for your e-shop, although your customers shall never 

see these, they are embedded into the webpage primarily for search engines, they are used to help 

the search engine classify your website 

¶ Meta Description, this provides the description for your e-shop, although your customers shall never 

see this, it is embedded into the webpage primarily for search engines, it is used to help the search 

engine gain a better idea what your website is about 

¶ Shop Name, the shop name you provide here is used to identify all the emails and invoices your e-

shop creates, it is also used within the website to identify whom the site belongs too 

¶ Company Name, the company name is your legal company name (e.g. Smart Hosting Limited), it is 

used as the first line in all documents containing your contact address, and is used where ever the 

legal company name is required 

¶ Company Logo, the logo provided is attached to all the receipts produced by e-shop, to change the 

ƭƻƎƻ ŎƭƛŎƪ άChange Imageέ ǘƘŜƴ ǊŜŦŜǊ ǘƻ άLogo Image Editingέ ōŜƭƻǿ 

Logo Image Editing 

 

¶ The preview shows you what your image would look like as a logo image 

¶ /ƭƛŎƪ ǘƘŜ ά.ǊƻǿǎŜΦΦΦέ ōǳǘǘƻƴ ǘƻ ōǊƻǿǎŜ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ŦƻǊ ŀ ΦƧǇƎ ƛƳŀƎŜΣ ǎŜƭŜŎǘ ŀƴ ƛƳŀƎŜ ōȅ ŘƻǳōƭŜ 

clicking the image or selecting the image and clicking open 

o Any image uploaded is automatically scaled so that the image will fit into a 100 x 100 pixel 

box, this is done to ensure the logo fits the pages that it is applied to 

o Images smaller than 100 x 100 pixels will not be scaled, however to obtain the best results 

you should edit your image so that it fits a 100 x 100 pixel box before uploading 

¶ /ƭƛŎƪ ǘƘŜ ά¦ǇƭƻŀŘ LƳŀƎŜέ ōǳǘǘƻƴ ǘƻ ǎǘŀǊǘ ǘƘŜ ǳǇƭƻŀŘ ǇǊƻŎŜǎǎΣ ǇƭŜŀǎŜ ōŜ ǇŀǘƛŜƴǘ ǿƘƛƭŜ ǘƘŜ ƛƳŀƎŜ 

uploads, this may take a long time, especially if you are uploading a large image 

o The upload process will allow images up to 3MB in file size to be uploaded, if the file size of 

your image is above this, the image will not be uploaded 

¶ Once the upload has been completed the Edit Image page will be displayed again 

¶ /ƭƛŎƪƛƴƎ ǘƘŜ ά.ŀŎƪ ǘƻ {ƛǘŜ {ŜǘǘƛƴƎǎέ ōǳǘǘƻƴ ŀǘ ŀƴȅ ǘƛƳŜ ǿƛƭƭ ǊŜǘǳǊƴ ȅƻǳ ǘƻ ǘƘŜ ά{ƛǘŜ {ŜǘǘƛƴƎǎέ ǇŀƎŜ 

 

Theme 

The Theme section, shown below, informs you what the theme currently applied to your e-shop is. 
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¶ Contact Smart Hosting support if you would like the theme of you shop changing 

Delivery Options 

The Delivery Options section, shown belowΣ ŀƭƭƻǿ ȅƻǳ ǘƻ ǘƻƎƎƭŜ ǘƘŜ ŜƴǘƛǊŜ ƳŜǘƘƻŘǎ ōŜǘǿŜŜƴ ά9ƴŀōƭŜŘέ ŀƴŘ 

ά5ƛǎŀōƭŜŘέΣ ŀƭǘƘƻǳƎƘ ƛǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ŀŘŘ ŀ ǎǇŜŎƛŦƛŎ ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘ ƛƴ ǘƘŜ ŘŜƭƛǾŜǊȅ ǎŜǘǘƛƴƎǎ ǎŜŎǘƛƻƴ ǿƘƛƭŜ ōŜƛƴƎ 

disabled, the method will not appear in the shop until enabled. 

 

¶ Fixed Price, toggle allows you to switch the state of all fixed price delivery method in the shop 

ōŜǘǿŜŜƴ ά9ƴŀōƭŜŘέ ŀƴŘ ά5ƛǎŀōƭŜŘέ 

o CƻǊ ŀŘŘƛƴƎ ŦƛȄŜŘ ǇǊƛŎŜ ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘǎ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ά5ŜƭƛǾŜǊȅ {Ŝǘǘings ς CƛȄŜŘ tǊƛŎŜέ 

¶ By Weight, toggle allows you to switch the state of all by weight delivery method in the shop between 

ά9ƴŀōƭŜŘέ ŀƴŘ ά5ƛǎŀōƭŜŘέ 

o CƻǊ ŀŘŘƛƴƎ ōȅ ǿŜƛƎƘǘ ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘǎ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ά5ŜƭƛǾŜǊȅ {ŜǘǘƛƴƎǎ ς .ȅ ²ŜƛƎƘǘέ 

¶ Local Pickup, toggle allows you to switch the state of all local pickup delivery method in the shop 

ōŜǘǿŜŜƴ ά9ƴŀōƭŜŘέ ŀƴŘ ά5ƛǎŀōƭŜŘέ 

o CƻǊ ŀŘŘƛƴƎ ƭƻŎŀƭ ǇƛŎƪǳǇ ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘǎ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ά5ŜƭƛǾŜǊȅ {ŜǘǘƛƴƎǎ ς [ƻŎŀƭ tƛŎƪǳǇέ 

Local and Contact Details 

The Local and Contact Details section, shown below, 

 

¶ Address Line 1, this field specifies the address line 1 of your companies address, it may contain any 

alphanumeric characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is 

not required 

¶ Address Line 2, this field specifies the address line 2 of your companies address, it may contain any 

alphanumeric characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is 

not required 

¶ Address Line 3, this field specifies the address line 3 of your companies address, it may contain any 

alphanumeric characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is 

not required 

¶ City, this field specifies the city line of your companies address, it may contain any alphanumeric 

characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is not required 

¶ Postcode, this field specifies the postcode line of your companies address, it may contain any 

alphanumeric characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is 

not required 
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¶ Tel Number, this field specifies your companies contact phone number, it may contain any 

alphanumeric characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is 

not required 

¶ Mobile Number, this field specifies your companies contact mobile number, it may contain any 

alphanumeric characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is 

not required 

¶ Fax Number, this field specifies your companies contact fax number, it may contain any alphanumeric 

characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is not required 

¶ Contact Email, this field specifies your companies contact email address, it may contain any 

alphanumeric characters ("a"-"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is 

not required 

Google Map 

The Google Map section, shown below, contains attributes relating to the map/maps for the local pickup 

delivery options and the map on the contact page of the e-shop 

¶ wŜŦŜǊ ǘƻ άGoogle MAPS APIέ ƛƴ ǘƘŜ άо
rd
 Party Add-ƻƴǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŦƻǊ ƛƴŦƻǊƳŀǘƛƻƴ 

on how to setup a Google MAPS API account that is compatible with your e-shop 

 

¶ API Key, this field specifies the Google API Key that is given to you when you sign-up to the Google 

MAPS API, please enter the full value in here 

o If it is incorrect your map will show errors when loading 

o If you enter no API key no map will be displayed 

o wŜŦŜǊ ǘƻ άDƻƻƎƭŜ a!t{ !tLέ ƛƴ ǘƘŜ άоrd Party Add-ƻƴǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ to find 

out how to obtain a Google MAPS API Key 

¶ Map Zoom Level, this field sets how far the Google Map is zoomed in 

o A value of 2 will display a world map 

o A value of 10 displays about 50km by 40km 

o A value of 17 is the maximum the map can be zoomed in 

¶ Centre Latitude, this field sets the Latitude of the centre of the map 

o wŜŦŜǊ ǘƻ άDƻƻƎƭŜ a!t{ !tL ς /ƻƻǊŘƛƴŀǘŜǎέ ƛƴ ǘƘŜ άо
rd
 Party Add-ƻƴǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ 

documentation to find information on finding Latitudes 

¶ Centre Longitude, this field sets the Longitude of the centre of the map 

o wŜŦŜǊ ǘƻ άDƻƻƎƭŜ a!t{ !tL ς /ƻƻǊŘƛƴŀǘŜǎέ ƛƴ ǘƘŜ άо
rd
 Party Add-ƻƴǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ 

documentation to find information on finding Longitudes 

¶ Centre Marker, toggle enables you to switch on/off a marker that is positioned in the exact centre of 

the map 

o The marker will display your company name when clicked, if a company name is entered in 

the άDŜƴŜǊŀƭ {ƛǘŜ {ŜǘǘƛƴƎǎέ ƻŦ ǘƘŜ ά{ƛǘŜ {ŜǘǘƛƴƎǎέ ǎŜŎǘƛƻƴ 

Terms 

The Terms section, shown below, allows you to add your own terms and conditions for your e-shop, what you 

enter in the text box will appear in the e-shop on the terms page after clicking save 
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¶ You may use basic html formatting, some common examples include 

o <u> and </u> tags around a section of text to underline it 

o <b> and </b> tags around a section of text to make it bold 

FAQs 

The FAQs section, shown below, allows you to add your own frequently asked questions for your e-shop, what 

you enter in the text box will appear in the e-shop on the FAQs page after clicking save 

 

¶ You may use basic html formatting, some common examples include 

o <u> and </u> tags around a section of text to underline it 

o <b> and </b> tags around a section of text to make it bold 

Local Pickup Extra Information 

The Local Pickup Extra Information section, shown below, allows you to add extra information to the local 

pickup information page for your e-shop, what you enter in the text box will appear in the e-shop on the local 

page after clicking save 

 

¶ You may use basic html formatting, some common examples include 

o <u> and </u> tags around a section of text to underline it 

o <b> and </b> tags around a section of text to make it bold 
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Payment Methods 
The payment methods section, shown below, allows you to specify which payment methods are available and 

configure the settings required for each 

 

General Payment Options 

The General Payment Options section, shown below, allows you to configure the level of information sent to 

your customers after search transaction 

 

¶ Issue Order Invoices, controls if a link is added to the Order Update email that informs the customer 

there payment has been successful, Issue Order Updates must be enabled for this to have effect, by 

default this is set to enabled 

¶ Issue Order Receipts, controls if receipts are sent to the customer after an order has been placed, by 

default this is set to enabled 

¶ Issue Order Updates, controls if the payment successful and order dispatched/ready for pickup emails 

are to be sent to the custom, by default this is set to enabled 

¶ Sandbox Mode, informs you if the sandbox mode for transaction testing is switched on or off, for live 

shops this should always be off, the sandbox mode is mainly used by support staff if there is a 

problem with transaction processing within your e-shop 

PayPal 

The PayPal section, shown below, allows you to setup the details required to use PayPal as a checkout option 

within your e-shop 
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¶ wŜŦŜǊ ǘƻ άtŀȅtŀƭ LƴǘŜƎǊŀǘƛƻƴέ ƛƴ ǘƘŜ άо
rd
 Party Add-ƻƴǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ for information 

on how to setup a PayPal account that is compatible with your e-shop 

 

¶ The PayPal Shopping Cart toggle the state of accepting PayPal as a payment method between 

enabled and disabled 

o Enabling the PayPal Shopping Cart without providing a valid PayPal account email will result 

in errors occurring when clicking the PayPal checkout button in your e-shop 

¶ PayPal Account Email, specifies your PayPal account, it provides the e-shop with to account 

information to allow PayPal transactions to take place to your PayPal account 

Google Checkout 

The Google Checkout section, shown below, allows you to setup the details required to use Google Checkout 

as a checkout option within your e-shop 

¶ wŜŦŜǊ ǘƻ άGoogle Checkout LƴǘŜƎǊŀǘƛƻƴέ ƛƴ ǘƘŜ άоrd Party Add-ƻƴǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŦƻǊ 

information on how to setup a Google Checkout account that is compatible with your e-shop 

 

¶  The Google Shopping Cart toggle the state of accepting Google Checkout as a payment method 

between enabled and disabled 

o Enabling the Google Shopping Cart without providing valid Google Merchant ID and Google 

Merchant Key will result in errors occurring when clicking the Google checkout button in 

your e-shop 

¶ Google Merchant ID, specifies your Google Merchant accƻǳƴǘΩǎ L5Σ ƛǘ ǇǊƻǾƛŘŜǎ ǘƘŜ Ŝ-shop with to 

account information to allow Google Checkout transactions to take place to your Google Checkout 

account 

¶ Google Merchant KayΣ ǎǇŜŎƛŦƛŜǎ ȅƻǳǊ DƻƻƎƭŜ aŜǊŎƘŀƴǘ ŀŎŎƻǳƴǘΩs Kay, it provides the e-shop with to 

account information to allow Google Checkout transactions to take place to your Google Checkout 

account 

 

Delivery Settings 
The delivery settings section, shown below, allows you to add/edit/remove delivery methods from your e-

shop, there are three main types of ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘ ŀǾŀƛƭŀōƭŜ ǿƘƛŎƘ Ƴǳǎǘ ōŜ ŜƴŀōƭŜŘ ƛƴ ǘƘŜ ά{ƛǘŜ {ŜǘǘƛƴƎǎ ς 

5ŜƭƛǾŜǊȅ hǇǘƛƻƴǎέ ǎŜŎǘƛƻƴ ōŜŦƻǊŜ ǘƘŜȅ ōŜŎƻƳŜ ŀǾŀƛƭŀōƭŜ ŦƻǊ ŎǳǎǘƻƳŜǊǎ ǘƻ ǎŜƭŜŎǘ ƛƴ ǘƘŜ Ŝ-shop 
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¶ /ƭƛŎƪƛƴƎ άAdd new delivery methodέ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŀŘŘ ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘ ǎŎǊŜŜƴ 

o For aŘŘƛƴƎ ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘǎ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ άAdd Delivery Methodέ 

¶ The enabled column informs you if the method type is enabled  

o άYESέ means the method is enabled and it will appear as a delivery method in your e-shop 

o άNOέ ƳŜŀƴǎ ǘƘŜ ƳŜǘƘƻŘ ƛǎ ŘƛǎŀōƭŜŘ ŀƴŘ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ŜƴŀōƭŜ ƛǘ ƛƴ ǘƘŜ ά{ƛǘŜ {ŜǘǘƛƴƎǎ ς 

5ŜƭƛǾŜǊȅ hǇǘƛƻƴǎέ 

¶ Clicking the edit button indicated by the  icon will take you to the editing screen for the delivery 

method that is situated in that row 

o For editing ŘŜƭƛǾŜǊȅ ƳŜǘƘƻŘǎ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ άEdit Delivery Methodέ 

¶ Clicking the remove button indicated by the  icon will remove the delivery method that is situated 

in that row 

Add Delivery Method 

The add delivery method section, shown below, allows quick addition of delivery methods to the e-shop for 

customers to choose from 

 

¶ The Method Name can contain up to 100 alphanumeric characters, the field is required to add the 

method 

¶ The same method name cannot be used twice; a warning will appear if you try to do so. 

¶ The Method Type is a selection between 3 methods 

o Fixed Price, is a delivery method that does not change in price no matter what weight or 

number of items are placed in the cart 

o Weight Dependant, is a delivery method that has a price per Kg, it calculates the delivery 

cost based upon the weight of the items placed in the basket, if you choose to add a weight 

dependant delivery method please remember to provide a weight value for each product in 

the product library, products with no weight value will be assumed to have a weight of zero 

o Local Pickup, is a delivery method where the customer is expected to pick up their ordered 

products, this method cannot have a price associated with it 
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Edit Delivery Method 

The edit delivery method section, of which there are three different versions, one for each different delivery 

method type. The following subcategories inform show these pages. 

Fixed Price Delivery Method Editing

 

¶ The Method Name can contain up to 100 alphanumeric characters, the field is required to add the 

method 

¶ The same method name cannot be used twice; a warning will appear if you try to do so 

¶ The Price field should contain only numeric characters, do not include currency characters, these are 

automatically included in the e-shop 

¶ The Method Type field informs the you of the method type assigned to this delivery method, it is also 

used by customer support to aid in problem solving 

 Weight Dependant Delivery Method Editing

 

¶ The Method Name can contain up to 100 alphanumeric characters, the field is required to add the 

method 

¶ The same method name cannot be used twice; a warning will appear if you try to do so 

¶ The Price field should contain only numeric characters, do not include currency characters, these are 

automatically included in the e-shop, in this method the price field is per Kg please remember this 

when defining a price 

¶ The Method Type field informs the you of the method type assigned to this delivery method, it is also 

used by customer support to aid in problem solving 
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Local Pickup Delivery Method Editing

 

¶ The Method Name can contain up to 100 alphanumeric characters, the field is required to add the 

method 

¶ The same method name cannot be used twice; a warning will appear if you try to do so 

¶ The Price field for this delivery method is fixed at £0.00, and is shown in the form 

¶ The Method Type field informs the you of the method type assigned to this delivery method, it is also 

used by customer support to aid in problem solving 

¶ All local pickup methods must have a pickup location, to aid customers in finding this a Google MAP is 

provided with a map marker point to pin point the pickup location, all the map attributes below 

correspond to the marker placed on the Google Map 

o To use the local pickup delivery method type a Google Maps API Key must be entered in the 

ά{ƛǘŜ {ŜǘǘƛƴƎǎ ς DƻƻƎƭŜ aŀǇέ ǎŜŎǘƛƻƴΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘƛǎ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ 

¶ Map Marker Text, specifies the text that will be displayed over the marker point when the Google 

Map is opened with this delivery method selected as a pickup point 

¶ Map Latitude, specifies the latitude of the pickup point that is to be shown on the Google Map 

¶ Map Longitude, specifies the longitude of the pickup point that is to be shown on the Google Map 

 

Backup 
The backup section, shown below, allows you to create quick backups of the store, backups contain the store 

settings and the products in the product library, it is a simple yet powerful process that if used properly can 

avert disasters occurring 
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¶ /ƭƛŎƪƛƴƎ ά Create new Backupέ ǎǘŀǊǘǎ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ ōŀŎƪƛƴƎ ǳǇ ȅƻǳǊ Ŝ-shop, this process may take a 

while as the server is creating a backup of all the data in your e-shop and compressing it to save space 

¶ The time created column provides a time code for each backup that you have created, the backup will 

be and exact snapshot of what the e-shop was at the time specified 

¶ /ƭƛŎƪƛƴƎ άέ ƛƴ ǘƘŜ ǊŜǎǘƻǊŜ ŎƻƭǳƳƴ ƻŦ ŀ ǎǇŜŎƛŦƛŎ ōŀŎƪǳǇ ǿƛƭƭ ǎǘŀǊǘ ǘƘŜ ǊŜǎǘƻǊŜ ǇǊƻŎŜǎǎ ƻŦ ǘƘƛǎ ōŀŎƪǳǇΣ 

this process may take a while as the server is uncompressing your backup data and restoring it into 

the e-shop 

¶ /ƭƛŎƪƛƴƎ άέ ƛƴ ǘƘŜ ǊŜƳƻǾŜ ŎƻƭǳƳƴ ƻŦ ŀ ǎǇŜŎƛŦƛŎ ōŀŎƪǳǇ ǿƛƭƭ ǊŜƳƻǾŜ ǘƘŜ ōŀŎƪǳǇ ŦǊƻƳ ǘƘŜ ǎŜǊǾŜǊǎ 

storage 

o WARNING: Once a backup has been removed it can no longer be retrieved  


