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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 starteadingthis 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 Hostadp customers on the featuraspls and
methods used in the-Bhop Administration Panel, and how thesféectyour EShop site.

Guide Revision History

The following table provides a detailed revision history of this document

Revision Number _ Revision Date

1.00.00 23 of September 2008
1.00.01 4" of October 2008
1.00.02 8" 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 rel&iygur 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.

I tAO01 GUKS a{lF @S¢ odzitdz2zy +G GKS o020GG2Y 2F GKS LI 3IS (2

General Site Settings
The general sitsettings section, shown below

General Site Settings
Site Title Site Title
Meta Keywords Meta, Keywords e.g. "Apple, Orange, Pear"

Meta Description

Meta Description

Shop Name Southland Shop
Company Name Smart Hosting Ltd
Company Logo Change Image

1 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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1 Meta Keywords these provide the keywords fgour eshop, 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

1 Meta Description this provides the description for yourshop,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

1 Shop Namethe shop name you provide here is ugeddentify allthe emails and invoices your e
shop creates, it is also used within the website to identify whom the site belongs too

1 Company Namghe company name is your legal company name (e.g. Smart Hosting Limited), it is
used as the first line in all documents taiming your contact address, and is used where ever the
legal company name is required

1 Company Logahe logo provided is attached to all the receipts produced {shep to change the
f 232 Cohdndebriageda G KSy Lbige fagdEditidy @ St 2 &

Lo Image Editing

| Edit Image |

Preview

OO0 e

Image Options

New Image Browse.. | | UploadImage | (jpg images only)

[ <- Back to Site Settings ]

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

T /tA0]1 GUKS 4. NPgaSoodé odzidizy (G2 oNRgasS &2dzNJ O2 YL

clicking the image or selecting the image and clicking open
0 Anyimage ploaded 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
0 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

T /tA0] GKS ! LX2FR LYF3ISe¢ odzidz2y G2 adlF NI G§KS dzLJ 2

uploads, this may take a long time, especially if you are uploading a large image
0 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
1 Once the upload has been completed the Edit Image page will be displayed again
[ £ A01TAY 3 XS i d-a0NF alé2 ofdkiii 2y G Fye GAYS GAff

|

Theme
The Theme sectioshown below, informs you what the theme currently applied to yoshep is.

Theme
Theme Dhanwan-Herbs
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1 Contact Smart Hosting support if you would like the theme of you shapging

Delivery Options

The Delivery Options section, shownbelow | £ f 26 @&2dz (2 G233fS
G5Aal ot SReéx | fGK2dAK Ad A& LRaairotsS G2 |
disabled, he method will not appear in the shop until enabled.

KS SYGiANB YS
R I aLISOATFTA

Delivery Options

Fixed Price © Enabled @ Disabled
By Weight @ Enabled © Disabled
Local Pickup @ Enabled © Disabled

1 Fixed Pricetoggle allows you to switch the state of all fixed price delivery method in the shop
0S06SSy a9yl ot SRé IyR a5Aalof SR¢
o C2NJ I RRAY3I FAESR LINAOS RSt A JiBg$BC AYESIIRK 2t RNR OLFeS | &
1 By Weight toggle allows you to switch the state of all by weight delivery method in the shop between
o9yl ot SRéE YR Ga5Aalof SR¢
0 C2NJ FRRAY3 o0& 6SAIKI RSEADSNE YRURBRAKIWESF &S
1 Local Pickuptoggle allows you to switch the state of all local pickup delivery method in the shop
0S06SSy a9yl ot SRé IyR a5Aalof SR¢
0 C2NJ FRRAY3 f20Fft LAO dzl) RSEADOSNE2VBGK2ERO] HaLIS |

Local and Contact Details
The Local and Caatt Details section, shown below,

Local and Contact Details
Address Line 1 Southlands Service Centre
Address Line 2 Low Street
Address Line 3 South Milford

City Leeds

Postcode LS25 5AT

Tel Number 01977 685797

Mobile Number 0123456789

Fax Number 01977 685797
Contact Email orrin@s-hosting.co.uk

1 Address Line lthis field specifies thaddress line df your companies addres# may contain any
alphanumeric characters ("az", "A™"Z", "0"-"9"), it may contain up to 100 characters, the field is
not required

1 Address Line 2his field specifies thaddress line &f your companies addres# may contain any
alphanumeric characters ("az", "A™"Z", "0"-"9"), it may contain up to 100 characters, the field is
not required

1 Address Line 3his field specifieshe address line ®f your companies addresg may contain any
alphanumeric characters ("d2z", "A""Z", "0"-"9"), it may contain up to 100 characters, the field is
not required

1 City, this field specifies the city lingf your companies addres& maycontain any alphanumeric
characters ("a"z", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is not required

1 Postcodethis field specifies theostcode lineof your companies addresg may contain any
alphanumeric characters ("dz", "A"-"Z", "0"-"9"), it may contain up to 100 characters, the field is
not required
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1 Tel Numberthis field specifies your companies contact phone numkbenay contain any
alphanumeric characters ("az", "A™"Z", "0'-"9"), it may contain up to 100 charages, the field is
not required

1 Mobile Number; this field specifies your companies contact mobile numitenay contain any
alphanumeric characters ("az", "A™-"Z", "0"-"9"), it may contain up to 100 characters, the field is
not required

1 Fax Numberthis field specifies your companies contact fax numltanay contain any alphanumeric
characters ("a""z", "A™-"Z", "0"-"9"), it may contain up to 100 characters, the field is not required

1 Contact Emajlthis field specifies your companies contact enagitiress it may contain any
alphanumeric characters ("az", "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 loca picku
delivery options and the map on the contact page of thghep

1 wS T SEdogleMARS A1 Ay “BaiktPAddz y a¢ aSO00GA2Yy 2F (GKAAa R2O0dzyrSyi
on how to setup &oogle MAPS ARtcount that is compatible with yourshop

Google Map - Optional
AP Key ABQIAAAA o- LCLd8W32Q_XI8Gc9oRT47Ain66Jdkg_uf

Map Zoom Level 10 Range from 2 to 17
Center Latitude 53.775474

Center Longitude -1.248130

Center Marker @ Enabled Disabled

1 API Keythis field specifies the Google API Key that is given to you when yeugsiorthe Google
MAPS API, please enter the full value in here
o Ifitisincorrect your map will show errors when loading
o If you enter no API key no map will be displayed
o WS TSNJIf2S daDi2t2{ !"tParty Adsyy &iéK S3 SIDG A2y 2 Rofiddk A & R2 Od:
out how to obtain a Google MAPS API Key
1 Map Zoom Levelhis field sets how far the Google Map is zoomed in
o0 A value of 2 will display a world map
0 A value of 10 displays abob®km by 40km
0 A value of 17 is the maximum the map can be zoomed in
1 Centre Latitudethis field sets the Latitude of the centre of the map
o WSTSNJ G2 aDzRALBRAYVE { SHaftylAlZ YEKS a80GA2Y 2F (KA
documentation to find informatioron finding Latitudes
1 Centre Longitudethis field sets the Longitude of the centre of the map
o WSTSNJ G2 aDzRALBRAYVE { SHaftylAlZ YEKS a80GA2Y 2F (KA
documentation to find information on finding Longitudes
1 Centre Markertoggle 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
thed DSYSNI f {A0GS {SGiAay3ae 2F GKS a{AlS {SGiAy.

Terms
TheTermssection shown below, allows you to add your own terms and conditions for yehop, what you
enter in thetext box will appear in the-shop on the terms page after clicking save
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Terms

<u>Q: When should | take my Herbs?</u>

m

A: Most herbs may be taken with meals or 30 minutes after meals.
<u=Q: How long will it take for the Herbs to work?</u>

A: Everybody is different, some clients notice changes within the first week, depending on which herbs they are
taking others report positive changes in 3-6 weeks and other people take longer. We recommend taking herbs
and supplements for at least 3 months as they have cumulative effects.

LA AR ' . r o 3 CRy e ' oAl

1 You may use basic html formatting, some common examples include
0 <u> and </u> tags around a section of tewtunderline it
0 <b> and </b> tags around a section of textmake it bold

FAQs
The FAQs section, shown below, allows you to add your own frequently asked questions foskopr ehat
you enter in the text box wilkppear in the eshop on the FAQs page after clicking save

FAQs

<b><u>How Long does delivery usually take ?</u></b>
Delivery is usually 3 to 5 days

1 You may use basic html formatting, some common examples include
0 <u> and </u> tags around a section of text to underline it
o0 <b> and </b> tags around a section of text to make it bold

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

pickup information page for your-ghop, what you enter in the text box will appear in thehop on the local
page after clickingave

Local Pickup Extra Information

Pickup Times <b>8:00</b> till <b>16:00</b>

1 You may use basic html formatting, some common examples include
0 <u> and </u> tags around a section of text to underline it
0 <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, allgwa to specifywvhich payment methods are availalded
configure the settings required for each

| Admin Panel = Payment Methods |

General Payment Options

Issue Order Invoices @ Enabled ) Disabled
Issue Order Receipts @ Enabled ) Disabled

Issue Order Updates @ Enabled ) Disabled
Sandbox Mode On

PayPal
Paypal Shopping Cart @ Enabled © Disabled
Paypal Account Email |se||er_1217189425_biz@s (Paypal account email address)

Google Checkout
Google Shopping Cart @ Enabled ¢ Disabled
Google Merchant ID 677161339712219 (Google account Merchant ID)
Google Merchant Key cx7d67ELamiA-fFTZFoGPA (Google account Merchant Key)

l Save Settings

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

General Payment Options

Issue Order Invoices @ Enabled ¢ Disabled
Issue Order Receipts @ Enabled © Disabled

Issue Order Updates @ Enabled ¢ Disabled
Sandbox Mode On

91 Issue Order Invoicesontrols if a link is added to the Order Update email that informs the customer
there payment has been successiskue Order Updatemust be enabled for this to have effect, by
default this is set to enabled

1 IssueOrder Receiptscontrols if receipts are sent to the customer after an order has been placed, by
default this is set to enabled

1 Issue Order Updatescontrols if the payment successful and order dispatched/ready for pickup emails
are to be sent to the custu, by default this is set to enabled

1 Sandbox Modeginforms 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 transadbn processing within your-shop

PayPal
The PayPal section, shown below, allows you to setup the details required to use PayPal as a checkout option
within your eshop
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T wSTSNI (2 at &t | t“Party Ad8ING ¢l ARG AM2yy (i2KSr idsohaion R 2 Odzy Sy
on how to setup a PayPal account that is compatible with yeshagp

PayPal

Paypal Shopping Cart Enabled @ Disabled
Paypal Account Email [ (Paypal account email address)

1 ThePayPal Shopping Cadggle the state of accepting PayPal as a payment method between
enabled and disabled
o0 Enabling thé?ayPal Shopping Cantithout providing a valid PayPal account email will result
in errors occurring when clicking the PayPal checkout button in ystiop
1 PayPal Account Emaspecifies your PayPal account, it provides tishep with to account
information to allow PayPatansactions 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 yourghop

1 wS T SEdoglexCheatkout y (i § I NI 8 A"GPgirty Adery/y &1k 4 SOGA2Y 2F (KAa Rz20
information on how to setup &oogle Checkowtccount that is compatible with yourghop

Google Checkout
Google Shopping Cart Enabled @ Disabled
Google Merchant ID (Google account Merchant ID)
Google Merchant Key (Google account Merchant Key)

1 TheGoogle Shopping Catbggle the state of accepting Google Checkout as a payment method
between enablednd disabled
o0 Enabling theGoogle Shopping Cawtithout providing valid Google Merchant ID and Google
Merchant Key will result in errors occurring when clicking the Google checkout button in
your eshop
f  Google Merchant IDspecifies your Google Merchant 8cdzy’ i Qa L 5 X -&hop withhd® GA RSa (1 K¢
account information to allow Google Checkout transactions to take place to your Google Checkout
account
f Google MerchanKayz & LISOA FASa @2 dzNJ DRagithfoBdesate bg Wit idp | OO 2 dzy
account infemation 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 typesBfSt A SNE YSGiK2R | @FAfl 06fS GKAOK Ydzald o
5SSt AGSNE hLIiA2ya¢e¢ aSOGA2y 0STF2NB (KSshopo SO2YS | GF At o
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| Admin Panel = Delivery Settings |

Delivery Operations
@) Add new delivery method

Delivery Methods

Method Name Enabled| Edit |Remove
[ ‘ 2 [

Royal Mail + £20 Insure YES @ X
TNT YES | @ X

bity Link YES %) X

1 [/ f A OQAdUrew delivery method gAf t (118 &2dz 2 GKS I RR
0 For&RRAY3I RSt AGSNE Y RddDelivety Mekh@dl 8 S NBFSN
1 The enabled column informs you if the method type is enabled
0 dYE€means the method is enabled and it will appear as a delivery method in yshuope
o MNCEYSlIya GKS YSGK2R Aa RAalofSR lyRgeé2dz Ydzad
5SSt A@SNE hLIiA2yas
f Clicking the edit button indicated by th icon will take you to the editing screen for the delivery
method that is situated in that row
0 ForeditngRSt A SNE Y S K2RidDehiEn®ethods NEFSNI (2 a
|  Clicking the remove button indicated by t#® icon will remove the delivery method that is situated
in that row

R
Jidz2z «a

Add DeliveryMethod

The add delivery methodestion, shownbelow, allows quick addition of delivery methods to theheop for
customers to choose from

Admin Panel = Delivery Settings = Add Delivery Method

Add Delivery Method

Method Name Method Type  Fixed Price v Add Method

1 TheMethod Namecan contain up to 100 alphanumeric characters, the field is required to add the
method
1 The same method name cannot be used twice; a warnin@pjéar if you try to do so.
1 TheMethod Typeis a selection between 3 methods
o Fixed Priceis a delivery method that does not change in price no matter what weight or
number of items are placed in the cart
0 Weight Dependantis a delivery method that has aige 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 rememberprovide a weight value for each product in
the product library products with o weight value will be assumed to have a weight of zero
0 Local Pickupis a delivery method where the customer is expected to pick up their ordered
products, this method cannot have a price associated with it

StAQ
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Edit Delivery Method
The edit delivery methodection 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

WARNING: This delivery method is not enabled within " Site Settings”, it will not be avaliable to customers

Edit Delivery Method

Method Name Delivery Fixed Price
Price £ 8.99
Method Type fixed_price

[ Save Settings }

1 TheMethod Namecan contain up to 100 altmumeric characters, the field is required to add the
method

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

1 ThePricefield should contain only numeric characters, do not include currency characters, these are
automatically included in the-shop

1 TheMethod Typefield 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

WARNING: This delivery method is not enabled within " Site Settings”, it will not be avaliable to customers

Edit Delivery Method

Method Name Delivery Weight Based
Price per kg £ 015
Method Type weight_dependant

[ Save Settings }

1 TheMethod Namecan contain ugio 100 alphanumeric characters, the field is required to add the
method

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

1 ThePricefield should contain only numeric characters, do not include currency characters, tteese a
automatically included in the-shop, in this method the price fieldgr Kgplease remember this
when defining a price

1 TheMethod Typefield informs the you of the method type assigned to this delivery method, it is also
used by customer support tdain problem solving
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Local Pickup Delivery Method Editing

WARNING: This delivery method is not enabled within " Site Settings", it will not be avaliable to customers

Edit Delivery Method

Method Name Delivery Local Pickup
Price £0.00
Method Type local_pickup

Map Marker Text
Map Latitude
Map Longitude

[ Save Settings ]

1 TheMethod Namecan contain up to 100 alphanumeric characters, the field is required to add the
method
1 The same method name cannot be used twice; a warning will appear if you try to do so
1 ThePricefield for this deliverynethod is fixed at £0.00, and is shown in the form
1 TheMethod Typefield informs the you of the method type assigned to this delivery method, it is also
used by customer support to aid in problem solving
1 Alllocal 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 locatialhthe map attributes below
correspond to the marker placed on the Google Map
0 To usethe local pickup delivery method type a Google Maps APl Key must be entered in the
G{AGS dpRBEXYSTIEAI L &aSOlA2ys LXSIAS NBFSN (2 (K
1 Map Marker Text specifies the text that will be displayed over the marker point when theg@oo
Map is opened with this delivery method selected as a pickup point
1 Map Latitude specifies the latitude of the pickup point that is to be shown on the Google Map
1 Map Longitude specifies the longitude of the pickup point that is to be shown on the Bddgp

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 occung
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/| £ A O] Erfafe néwBackdp a0 Nila (KS LINE GBap,dhisprcess may lakeyd 3 dzL) @
while as theserveris creating a backup of all the data in youshe®pand compressing it to save space
The time created column provides a tirnede for each backup that you have created, the backup will
be and exact snapshot of what theshop was at the time specified
/| tAO14YAYAaGKS NBaGz2NBE O2fdzyry 2F | ALISOATAO ol O dzL
this process may take a vl as the server is uncompressing your backup data and restoring it into
the eshop
I £ A0R yaAY aiKS NBY2@S O2tdzyy 2F | aLISOAFTAO o6l O dzLJ
storage

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



