ShopFactory &

e-Flash

How to use 3D3’s
ShopFactory e-Flash software to create
websites and e-commerce shops
in one or more languages

Please note:

ShopFactory e-Flash is limited to 10
Products, 3 departments and 3 Pages.

Depending on the version of ShopFac-
tory or the extension programs you
own, some of the functions described in
this manual may not be available to you.
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Maintain your orders securely and cost ef-
fectively — from anywhere.

If you have a shop on the Internet, you need a secure method to authorize payments,
to track your resellers and to deal with orders quickly and easily.

Do you want to accept payments via credit cards such as Visa, Mastercard, Eurocard or AMEX and
approve payments yourself? Or do you want them automatically approved for you? Do you want
to keep track of your resellers, allow them to see how much they have sold, allow your customers
to track their orders or even give them automatic access to soft goods such as electronic books or
software immediately after the payment has been approved?

GlobeCharge was developed as a partner system for ShopFactory g p—

EXPORT!

solutions — with your needs in mind. It is therefore ideally suited to
take on these tasks.

Top 10 Product Sort By Revenue

Of course GlobeCharge also sup-
ports other payments such as
COD, checks, purchase orders or
virtually any other payment method you can think of.

Work with your orders from anywhere in i ———
T the world. Normally you will authorize ... . ===
your payments yourself for the lowest _ . =
S ot s possible rates. But you can of course also

Authorize.Net, Planet Payment or WorldPay to have payments automatically - -~ -
approved and still use your own customized payment methods, which the e
real-time systems do not support.

Create order statistics to find out which products are your bestsellers, where most orders come
from and more. Want to contact all customers who have purchased red wine from you to make
them a special offer? Let GlobeCharge build an e-mail list from your orders to boost your market-
ing efforts. Or offer functions such as order tracking to your customers, to provide them with a
better service. For a small monthly fee GlobeCharge puts you are in full control.

Check it out at

www.GlobeCharge.com
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1) Welcome

Thank you for selecting ShopFactory to create Internet shops and websites in one or more lan-
guages.

You have made a great choice and find yourself in good company.

Today ShopFactory is being used by shop-owners and professional website developers in 55
countries.

ShopFactory was the world’s first do-it-yourself shop builder when it was invented in 1995, and
has since then been published in 13 languages.

We have continuously developed and improved ShopFactory since its inception, and have won
many awards around the world in return.

1.1 The Active Help

Apart from this manual, ShopFactory features an great active help function, which can demon-
strate to you have to perform a specific task.

Whenever you are unsure how to perform a task, simply click on the Help menu of ShopFactory
and launch the help function. Whenever you see a “Click Here” button, ShopFactory can demon-
strate the task to you. Simply click on the button to see how it is done.

You can stop the task preview by clicking on the ESC button.

1.2 Support

If you have purchased ShopFactory, your reseller may be able to provide you with support. Check
with them, if they have a support number.

You will also find answers to many support questions or place new support requests at
http://www.shopfactory.com. Online forums allow you to exchange ideas and concepts with
other ShopFactory users.

Please note:

Depending on the version of ShopFac-
tory you own, some of the functions de-
scribed in this manual may not be avail-
able to you.
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2) Installing ShopFactory e-Flash

Please note:

To install ShopFactory e-Flash you must use
the Seven Digit Code installation code
supplied with the software. Without this code
installation is not possible.

ShopFactory e-Flash is available either as a CD or it can be downloaded from the Internet. De-
pending on the version you have, the installation process is slightly different. However once you
have started the installation program, simply follow instructions to install the program on your
computer.

Please note that on some of the newer MS Windows operating systems, such as Windows 2000
or Windows XP you may have to log on as an Administrator to properly install the software.

2.1 Download Installation
If you have purchased ShopFactory on the Internet, you may have selected to buy it by
download only, as this is a cheaper solution. Once your payment has been authorized, you will
receive an email with a link to download ShopFactory. Click on this link to start downloading the
software. Follow the Download instructions to ensure a successful download.

2.1.1 Download instructions

File Download

=l When you click on a download link at the end of these in-
structions, the "File Download" dialog will open in Win-
dows.

‘You have chosen to download a file from this location

e5hopFactory32. exe from wewe. msky. com

‘what would you like to do with this file?

" Rur this program from its current location Simply C"ck on oK.

& ave this program to_disk

¥ Always ask before apening this bpe of file

oK I Cancel | Molelnlol

4 A Save As file menu opens. Click on the Desktop Icon to
select your desktop.

Make sure to note down the name of the file.

Select Save.

=10ixIl The file will now be downloaded to your Desktop.
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File Download =10Ixll When it is downloaded completely, simply double click on
& the file on your Desktop to start the installation, and fol-
C‘ low instructions.
Saving:
eShoSFacloly32 exe from www. mzky. com R
(I _ : You will then be able to start your ShopFactory program
e e ot e by selecting it in the Start menu of Windows, under Pro-
Transfer rate: 8.07 KB/Sec g rams.
¥ Close this dislog bow when download completes
Dpen | [pen Eolder | Cancel I

Note: If the installation program does not start after double clicking on it, or if you get an error
message, the download may not have been successful and will need to be repeated.

2.2 CD purchase

If you have purchased a CD, simply place the CD in your CD-ROM drive. It will then start with the
CD introduction. Simply start the installation by clicking on the program name.

If your CD does not automatically start, click on My Computer on your desktop and then double
click on the CD-ROM drive to launch the CD introduction.

2.3 Registering ShopFactory

Nome: | I &mt ] After you have installed ShopFactory, you must
register it within 30 days, to be able to continue to
run the software.

Emad I Begster

Paszzword I
During the first 30 days before you have registered the software, this registration screen on the

left comes up when starting ShopFactory. Simply click on the Start button to run ShopFactory be-
fore registration. You will get the password required to unlock once you register online.

To register the software, establish an Internet connection and then click on the Register button.
This will connect you to the Registration page on the Internet.

Note:
The password will be emailed to your email address.

Also enter your email address. Please make sure the address is correct, as your unlock password
will be sent to this email address.

If you have ShopFactory e-Flash you will also be asked for your GlobeCharge Account user name.
Then copy the e-mail address, the code and the password into the registration screen of Shop-
Factory and click on the UNLOCK button, to finalize the registration. Please remember to keep

your registration code, as you will need it if you want to download ShopFactory again or if you
want to download the latest release of your version of the software.
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The Basics

2.4 Starting ShopFactory

@ Adobe Acrobat 4.0

Import Wizard 5

@ Netscape Communicator

@ Morkon Antivirus Corporate Editian

ShapFactary

Ty
I 2 Netscape SmartUpdate :
@ Developer Tutarial

@ SuperBat
New Office Documnent @ WMWarE

]
(ﬂ FTP Explorer
Open Office Document

@ HatDiog Professional &

*+ ~rBEll~ » v ~
)

EE% Windows Update Micrasoft Excel
@ Pickure Mavigator
= WinZip A TestTrack Pra Client

& Glass Eye 2000

¥

After you have installed ShopFactory, you will be able to start the
program by selecting it in the Windows Start menu. Simply click on the
Start button, Programs and then select ShopFactory.

shopFactory |
By default ShopFactory starts with the launch wizard. Simply select the
option you want to begin working while making your way through this
wizard.

: If you are new to ShopFactory, click on the Tutorial button. The inter-
[ Cesesrmmabitsorios active tutorial will show you how to perform the many functions of
e D e ShopFactory or how to create your first shop.

2 Shiowy me how 1o bulkd @ webaite or thop wiing the
Infesactive help hutorisl

by chiplay thi dakog Clore

2.6 The ShopFactory desktop

B shov- ShopeScxies g _mix| ShopFactory consists of three main areas: the
= D“ e 4 6 © =~ toolbars, the department and pages tree window as
well as the products list window. These allow you to
o Sl | |Fre Gmeses Jrdsi | see what you are doing as well as to launch various
s e wizards which make creating the shop easy.
& About Us

~a” Privacy Statement
& Shopping Terms . . . .
. “252554:3?;*;2 The displayed image is of the Developer version.
# Thank Vou
- {8 My Webpages

- - The Light version does not support My Webpages.

~[& Department 2
Department 3
{8 List of all Products

- ooy n The buttons Files as Products and Product Link
are only in the Developer version.

For Help, press FL English 4
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2.7 The toolbars

The toolbars allow you to launch a number of actions and wizards.

= =] L] ° &

Open Save  Properties Languages  Preview

| Department Page Product &F File asproduct & Product link

2.7.1 Main.toolbar

1 New Creates a new shop

Z Open Opens an existing shop.

= Save Save the shop you are working on.

0 Properties Launches Wizards to make shop and web site building or defin-
ing product properties easy.

&  Languages Here you can select the language of your website to create dif-
ferent single language websites. With the LanguageLink add-on
you can also enter information in multiple languages for a mul-
tilingual website.

(o Preview Preview your shop or publish it on your computer or on the
Internet.

2.7.2 Add Items.toolbar

Add a department  Adds a department to My Shop or to another department.
E] Add a page Adds a page to My Webpages or to another page. You can not
add pages to special pages.

o Add a product Adds a product to a department - either a single product or a
number of image files you select to add as products

o Add File as product Adds one or more image files as products to a department —
and uses the filename without extension as product name (De-
veloper only).

i&f  Add a product Link  Adds a link to an existing product to a page (Developer only)

3D3’s ShopFactory Handbook
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2.8 The pages and department tree

This tree allows you to control the structure of your web-
site. It contains all your pages, special pages and depart-
[ & i @l | ments of your website.

= My wiebsice
b When you create your website structure, add to it or
change it, this is where it is done.

E

To add pages or departments ‘&l click on the appropriate buttons of the Add Items toolbar.
Note that you can only add pages to My Webpages and departments to My Shop.

To delete a page £l or a department [ select it by clicking on it, then use the Delete key of your
keyboard. Note: You can not delete special pages .

To rearrange your tree structure, click on a page or department icon and keep the mouse button
pressed down — then drag the page into its new location. You can drag the icons up or down or
onto another icon, so they become a sub-page or sup-department. You cannot move special
pages. Pages must remain in My Webpages and departments must stay in My Shop.

2.8.5 The Structure Icons

3] View sub-pages or  Whenever you see this symbol in the tree, there are sub-pages
sub-departments or sub-departments hidden. Click on the icon to see them. This
makes maintenance of your website tree easier.

e My Website Double click on the icon to launch the Website setup Wizard.
You can also click on the Properties button to do this or to ac-
cess different functions of the website setup wizard.

[ Special Pages Contains special pages #" which the website must identify -
such as Homepage, Terms and Conditions — see Special Pages.

@A My WebPages Contains your web pages El.

&= My Shop Contains your shop departments EJ.

(R List of all Products  Contains all products. Products are added in departments. They
are placed here, with an appropriate link in the department.

& Recycle Bin Contains the products deleted from the List of all Products.

3D3’s ShopFactory Handbook Page 12 of 43



|

e e

2.9 The product area

The larger right window contains all the product informa-
tion.

B o QTWW ﬂ”’“‘““‘": Pages can in the developer version contain product in-

oo =mw | formation, which is linked to a department where a
e ** 1 product can be purchased.

Products can only be purchased from departments.

To add products use the appropriate buttons. The edit a
product, simply double click on it to launch the product
wizard.

File Edit [ View Help Tlp'
; H

0O Show item number
Show product ID
Sl iption

To see more information about a product in the product window, click on the
“View” menu. Then select the item you wish to add.

Depa ¥ Show price

T_im Marne: | Item Number ¢ |Dascriptinn | Price
i 1 T ‘orpan Conmputer o ery Fast and power .

To qu_lckly chgnge a price or a product name W|th9ut gl—llgm £on Con 7 vy fas ond pone S

the wizard, click on the name or product once, wait

for a split second, and then click on it again. Now you will be able to change the information di-

rectly in the product area. To jump to the next field use TAB or the Up and Down arrows.

3) Entering and formatting text with Wysiwyg

When you open a ShopFactory Wizard, you can sometimes enter text in Wysiwyg mode — what
you see is what you get. Whenever this mode is supported, a small toolbar opens below the text
window # B 2[R @ ®[B 7 U = E£E[= = = once you have clicked on it. Simply select the text
with your mouse, and then click on the appropriate button to get the required result.

See also Copying information from HTML edjtors, page 44 and Copying text from Microsoft Word,
page 44

4) Getting Started
4.1 The Website Setup Wizard

When your start a new shop with the Launch Wizard, or when you double click on the My Web-
site £4 icon, the Website Wizard is started. You can also start it with the Properties button.

This Wizard combines a number of other wizard windows to allow you to quickly set up a shop.

To get started, filling in the main windows is enough.
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4.2 Main Settings

- " The information on this page is used to create the front
— or Home Page of your website.

B so You can increase the size of this window by clicking on
3 the glxlicons in the upper right corner of the dialog.

See also 4.2.1Home Page, page 14.

“** This dialog allows you to select the look of your website
from up to 250 different website themes provided (De-

L veloper).
I'” £ - See also Select Website Theme, page 31 and Customize

I 8 :._..7 M@LWI page 31

Simply enter the details of your business. At the very
e | least you must enter the country in which your website

o B is located.

e 3 5

— . Note: The location of your site is used for calculating
== taxes — so be sure the select the right country and state!

See also About Us, page 16.

3D3’s ShopFactory Handbook Page 14 of 43



This wizard is designed to help your chances of being
ey found on the Internet. Simply select up to 15 different
- classifications applying to you.

If you are unsure what to use, use the one most similar
or add a main classification rather than a sub classifica-
A tion.

To view the sub classifications, click on the 2

4.3 Optional Settings

These are the advanced Website settings, and you can leave them for later, if you wish.
To find out more about these advanced features, look at Shop wide Advanced Functions.

5) Preview your website

Once you have finished the Website Setup Wizard, you may want to check, what your website
will look like. Simply click on the Preview button ¥ on the main toolbar and select “Preview your
website”.

ShopFactory will then start creating the website for you, and display it to you in a browser win-
dow. Depending on the size of your website and the speed of your computer, time to finalize this
will vary.

6) Special Pages

Special Pages are pages which have been designated by us for specific tasks, and which the
software must be able to identify to use them and place them correctly on your website. You
cannot delete the pages, and you cannot add other Special Pages. However you can adjust their
design or even replace some of these pages with your own - or switch off some pages.

6.1 Replace a special page with your own page — Other URL ...

Some of the Special Pages such as the Home Page can be completely replaced with your own
page. You can identify these pages by the Other URL ... button next to the title field on the first
page of the Wizard.

Simply create your own page with any HTML editor and upload the page and the images on it to
the Internet. Then click on the Other URL ... button and enter the Internet address of this page.

Until you undo this, you will only be able to change the title of the page, by which it is listed in
your website’s index. Any other information entered in this wizard, will be ignored. To undo it,
simply click on the Other URL ... button again and remove the URL.

ShopFactory will now call your own page from the Internet into your website, instead of creating
its own page. Make sure the page address is correct for this to work.
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6.2 Switch off a special page

Some special pages can be switched off completely. If this is possible, you will find a small
checkbox with the term “Visible” next to it on the first page of the Special Page Wizard. Simple
remove the tick from the check box.

6.3 Home Page

The Home Page is the first page your visitor will see, when arriving at your website. It should
contain some information about what your website is all about, to make sure the customer does
not leave before finding out what your site is all about.

6.4 About Us

On this page your visitor will find background information about your business, address details
and contact information.

6.5 Privacy Statement

Here you should tell your visitor or customer what you are doing with information provided to
you and how you are guarding their privacy.

6.6 Shopping Terms

This page is designed to provide your customers with the terms and conditions applying to buy-
ing from you — such as delivery terms or return of goods. Some countries require this informa-
tion, but providing it will always make your customers feel more secure.

Tip:

You can force your customers to approve your terms and conditions before a purchase by select-
ing this option with the Properties button under Other. In some countries such as Germany this is
a legal requirement. The option is therefore set to on by standard.

6.7 Shopping Basket

The shopping basket page will list the products being purchased by a customer. This dialog al-
lows you to add a different image and some text to this page.

6.8 Customer Details

On the customer page customers enter their details. You can add an image and text to this page.
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6.9 Thank You

This page appears, after a customer has ordered. You can add an image and text to this page.

Note:
The Thank You Page can only be seen after the website has been uploaded to the Internet. Oth-
erwise this page is not accessible.

/) My Webpages
This folder contains all your website information pages. You cannot buy products from these

pages, however you can link from these pages to products located in departments, depending on
the ShopFactory version you have. Pages can only reside in My Webpages.

7.1 Adding Pages

Too add a page to My Webpages, click on My Webpages with your mouse to select it. Then click
on the Add a Page &l button. To add a page to an already existing page, simply select the exist-
ing page instead of My Webpages. A page with the icon * contains other pages. Simply click on

the * icon to see the other pages.

The Add a Page Wizard will start. Just fill in the information required to finalize adding the page.
ShopFactory e-Flash is limited to 3 Pages.

7.2 Adding Product Links

In the Developer version you can add Product Links to pages in the same way as you can add
products to a department. These links will show the product name and description, but do not
have buy buttons. Instead they have a link to the department containing the product. This allows
you to have links to special products referred to on a page. To do this, simply select the page,

and then click on the ‘& Product Link button above the Products Window.

8) My Shop

This folder contains all your departments. Departments are pages, which contain your products
to allow purchasing them. Departments can only reside in My Shop.

8.1 Adding Departments

To add a department to My Shop, click on My Shop with your mouse to select it. Then click on
the Add a Department "=t button. To add a department to an already existing department, simply
select the existing department instead of My Shop. A department with the icon * contains other
departments. Simply click on the # icon to see the other departments.

The Add a Page Wizard will start. Just fill in the information required to finalize adding the page.
ShopFactory e-Flash is limited to 3 departments.
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8.2 Adding Products

Products can only be contained in departments.

To add a product to a department, select a department by clicking on it once. Then click on the
& Add Product button above the products list window. The product wizard will start and allows
you to provide all the product information required. See Basic Product settings on Page 23 for
more details.

ShopFactory e-Flash is limited to 10 products.

This button in the developer version allows you to quickly add a number of images as products.
Simply select the images with the file selector coming up. You can select multiple pictures by
keeping the Ctrl button of the keyboard pressed down while clicking on the file names with your
mouse. The file hames without the extension will become the product names. To edit the other
product properties, double click on a product icon or name in the Products list window to open
the products wizard. See Basic Product settings on Page 23 for more details.

9) Basic Page, Department settings

For advanced functions see Advanced Functions for Pages, departments.

9.1 Title

The title is used not only at the top of a department but also to link to a department. Please en-
ter only text in this field. Do not enter HTML code in the title field, as this may affect the func-
tionalities of the shopping cart. It is far better to adjust the code of the template to do this, as
this will then apply to all products. Please see the Developer Tutorial provided with the Developer
version for more details on this.

9.2 Entering text

The text fields Introduction and Description allow entering formatted text. Please note we do not
recommend copying text directly from Microsoft Word across. See Entering and formatting text
with Wysiwyg on Page 13 for more details.

9.3 Introduction

The Introduction field on the first page of the Pages and Department wizards is used not only on
the top of a page or department, but also if you link to them via the advanced department and
pages function.

For more details see

Link to other pages, departments or products. page 21.
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9.4 Replace a ShopFactory page with your own page — Other URL

This function is only available for pages. Please see Replace a special page with your own page —
Other URL ..., page 15 for more details.

9.5 Switch off a page or department

Double click on a page or department in the department and pages tree, to launch its wizard.
Remove the tick next to *Visible’ by clicking on it. The page or department will no longer be
shown in your website, until it is reactivated by placing the tick in the checkbox again. The icon
representing the item in ShopFactory will change to reflect this.

If a page or department contains sub-pages or sub-departments, they will also not be shown.

9.6 Don't show a page or department title

Double click on a page in the department and pages tree, to launch the Page Wizard. Remove
the tick in the checkbox next to ‘Show title’. Now the title will not be shown as headline in the
page or department created.

9.7 Link to a picture on the Internet

You can easily link to an image file located on another server for your page or department logo.

Click on the Bﬂ “ link button under the Image window on the first page of the
Page/Department Wizard and enter the Internet address of the image, so it can be retrieved by
your website. ShopFactory does not check this address, so make sure it is correct.

9.8 Replace the main page image with your own HTML code

In some situations it can be extremely useful to replace the image with your own HTML code, for

example when using applets for special effects. To do this click on the @A « link button under
the Image window on the first page of the Page or Department Wizard and select the Option In-
sert this HTML code. This code will be placed as is onto your page instead of the HTML code
which would have been used to link to an image.

10) Optional Page, Department settings

10.1 Select a design

With ShopFactory it is possible to apply different designs to your pages and departments.
Double click on a page or department. Click NVext. Click Select a design. Simply Select a design
from the list and click on the OK button, to apply the design to the page or department.

The Refresh button below the list in the Developer version allows you to add your own page and
department styles to the list.
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This function makes it easy to change the design of a complete branch of sub-departments or
sub-pages contained in a department or page. Select the department or page containing the sub-
pages or sub-departments you want to change. Follow the steps described in Select a design but
before clicking on the OK button click on the checkbox Apply to all sub-pages to enable this func-
tion. Click OK, and all pages or departments on the levels below will also be adjusted with the
design selection. See also Shop wide on Page 31 to see how to change the design for all de-
partments and pages contained in your website at the same time

10.2 Customize a design

With ShopFactory it is possible to customize the design
of each department or page with point and click ease.
Double click on a page or department to launch the Wiz-
ard. Click Next. Click Customize Design.

You will now see the ShopFactory window, which allows
= you to control the customizations of departments and
pages.

ﬂ Customine the syl bor page New Page’

See also Shop wide on Page 31 to see how to customize
the design for all departments and pages contained in
w | e | s | your website at the same time

10.2.1 Customize Color

In *Customize Design’ click on the - next to Color. Select the item you want to change. In the

item window you will now see the color button. Click on the color button 54 and select the color
you want. If the item is listed in the preview window, you will now see the color of the item
change in the preview window.

10.2.2 Customize Font

In *Customize Design’ click on the ® next to Font. Select the item you want to change. In the
item window you will now be able to change the font style and size.
The font size change is not currently reflected in the preview window.

T R ‘za When linking to sub-departments, it can look much bet-
e 993 S e e o 0f dBe S ter if you use an image for the link to the sub-
- department, instead of text.

In the picture each of the phone holster images links to
a different department.
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In ‘Customize Design’ click on the ® next to Image. Select Page Link Image. Select a small im-
age. This will now be used on the department or page which links to this sub page or depart-
ment. If you have multiple links it looks best, if all images have the same size.

10.2.4 Customize Texture

In *Customize Design’ click on the ® next to Texture. Depending on which textures are available
for the website theme you have selected, you will see different choices. Select your choice, and
then select a texture.

This function makes it easy to customize the design of a complete branch of sub-departments or
sub-pages contained in a department or page. Select the department or page containing the sub-
pages or sub-departments you want to customize. Follow the steps described in Customize a de-
sign but before clicking on the OK button click on the checkbox Apply to all sub-pages to enable
this function. Click OK, and all pages or departments on the levels below will also be customized.
See also Shop wide on Page 31 to see how to customize all departments and pages contained in
your website at the same time.

In *Customize Design’ click on the ® next to Products per Page. Enter the number of products
you want to display per page. If you have more products in a department then the preset num-
ber, then the department will automatically be split into multiple pages for faster downloading.

10.3 Link to other pages, departments or products

T . This function allows linking to
e i e products, pages or depart-
' ments anywhere in the shop
Tiepapmend. Pags o Prodc |

Welcome

to show them in a highlighted
2 box on the current page.
te e They will be shown in a highlight box on the page you
I . are working on. In this highlight box you will find the
: -~ name or title of the item you are linking to, and a short

description, which is based on the Introduction of de-
w ] = | w | partments and pages and the Headline of products.

If no Introduction or Headline exists, only the title will be shown.

Select the function Link to other pages, departments or products from the Optional Settings of

the page and department wizards. Click on the * next to My Shop or next to My Pages and lo-
cate the item you want to link. Select the item by clicking on it. Click on the button with the dark
arrows 2| to move the item into the Link window. Now the product title and the product headline
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will be shown in the highlight box of this department. To remove an item from the Link window
select it by clicking on it, then click on the ¥/ putton.

See Linking from a page or department to other pages, spedial pages, departments or products,

Page 21.

10.4 Add Banner Links

Add New Banner Link

|

Select a Banner picture:

mobilecasescomau

= A

Enter a URL to link to

Ihttp'.-’.-’www mabilecases. cam.au

€ Show at bottom of page

Cancel

10.5 Add HTML Code

HTML Code Property x|

Enter a name to identify the code

IPage Counter

Enter the code

<TABLE width="90%" celspacing="0" cellpadding="0" barder="0" &
align="center">

<TR»<TD walign="top">

</TD></TR></TABLE>

<HR width="90%">

<aname="item_3"></a>

<table cellpadding="0" cellspacing="0" border="0" width=""90%""
align="center'> _I

Set Location

£+ Show at bop of page
= Show at bottom of page

Cancel

This function from the Optional Settings of the page and
department wizards allows you to add as many banners
as you like to your page or department. For each banner
you can decide, if it will be shown on top or at the bot-
tom of the page or department.

Click on the @ button to add a new banner, and the
dialog to the left appears. To include a banner, use the
= button to locate the image on your computer.

Enter the URL to which you want this banner to link and
select, if you want the image to appear on top or at the
bottom of a page, then click OK.

This function from the Optional Settings of the page and
department wizards allows you to add instances of HTML
code to the top or bottom of your page, for example
banner links or reseller functions, hit counters or chat
program integrations. For each HTML instance you can
decide, if it will be shown on top or at the bottom of the
page or department.

Click on the B/ button to add a HTML code, and the dia-
log to the left appears. To include HTML code, enter a
name to recognize it by, then enter the code in the main
window. Select, if you want the code to appear on top or
at the bottom of a page, then click OK.

The page or department template used defines the exact location of the code. If a shop stops
working after you have included some code, you should first remove the code again to see if it is
the cause of the problem. This is especially relevant, if you are including JavaScript code.
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10.6 Enter Detailed information for search engines (Meta tags)

Use this wizard to enter keywords and a description to your page or department. They will be
displayed as an invisible Meta tag on your department or HTML page. These Meta tags are read
by many search engines to rate your website for searches.

11) Basic Product settings

When you add a product, the Product Wizard is launched automatically. You can also launch it by
double clicking on a product name. Product descriptions are placed on the department pages.
Depending on the department style selected, not all information you provide will fit on the de-
partment page. In that case extra product files are generated — see also Product files, page 41.
e — ™ The basic product settings are displayed on the first
= i page of the product wizard, which is launched by double

' clicking on an existing product or by adding a new prod-
uct. Simply enter the details as required by you.

Note:

If you link to a product from another department or
page, the Name and Headline will be used to describe
the product in the link. See

[t Cocdl | Hew |

Link to other pages, departments or products, page 21.

11.1 Entering text

The fields Headline and Description allow entering formatted text. Please note we do not recom-
mend copying text directly from Microsoft Word. See Entering and formatting text with Wysiwyg
on Page 13 for more details and to see, how you can copy HTML

11.2 Name

Please enter only text in this field. Do not enter HTML code in name field, as this may affect the

functionalities of the shopping cart. It is far better to adjust the code of the template to do this,

as this will then apply to all products. Please see the Developer Tutorial provided with the Devel-
oper version for more details on this.

11.3 Weight

See also Set up shop currencies and weight units, page 32. If you are selling your product not by
quantity, but by the meter, foot, or by other measures, then you can also adjust the quantity
symbol for any product. See Product Optional Product Settings, Other, page 29.

11.4 Item Number
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This is your product catalog number or item number by which you identify the product.

11.5 Product ID

The Product ID is set by ShopFactory, and is used by to identify the product not only by the edi-
tor, but also in the shop for all links to the product.

11.6 Visible

This function allows you to temporarily disable a product. Simply tick on the check box to change
the setting.

11.7 Product image

Image

To select a product image, click on the &2 button to browse for the image on
your computer.

% If the image is already on the Internet, click on the £ button, select the top radio
N\ button and enter the Internet address at which the image is located. You can also

-

' replace the image with your own HTML code, for example an applet or a special
I code required for your image.

s This button allows you to edit a selected image with the default picture editor on your
computer. With the 2 button you can remove the image or code selected.

To link your small image to a larger image or website, see Link product to another file or web
page, page 25.

12) Optional Product Settings

Optional Product settings are found as part of the product wizard, which is launched by double
clicking on an existing product or by adding a new product.

12.1 Edit product options, choices and optional extras

«  ShopFactory allows you to add product options such as
T ot o hios i sizes or extras, such as air conditioning for a car.
Dptions Cholices of Size.
i |§ho-oe T Pice S | Dides Nurkt | wasghita| & . L ] ]
b 3 There is no limit as to how many options or choices you
26 i can add to a product.
i a6 50

You can also define how an option is displayed, and how
the customer is to react to it. Does he have to select the
@ 06, option before being allowed to purchase? Does he have

to enter text? The options and choices wizard makes it
Lo ] e | = | easy.
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ShopFactory has four options preset — however they are provided as suggestions. To activate an
option put a tick into the little checkbox next to the option name by clicking on it with your
mouse.

To add a new option, simply click on the B button underneath the Options window. This will
launch the Add options wizard. Enter the name of the option, define what your customer should
do and set if the option must be selected by the customer before he can purchase the product.

By default options do not have to be selected.

Then simply make your selections and define what you want the option to look like, until you get
the Add a choice window. Choices are the selections contained in an option. For example if the
Option is Size, then the choices could be Small, Medium and Large.

Each choice can have its own item number. An option can also affect the price of a product, mak-
ing it more or less expensive; simply add a minus - in front of the choice price if selecting this
choice reduces the price. Choices can also change the weight of a product for shipping cost cal-
culations.

To delete an option or a choice, click on the appropriate | button.

Tip:
If the base price of a product is 0, then only the prices of the options will be displayed.

To quickly change a price or a choice name in the Choices of ... window, click on the name or
price once, wait for a split second, and then click on it again. Now you will be able to change the
information. To jump to the next field use TAB or the Up and Down arrows. The same applies to
the option names.

To rearrange options or choices, select the option or choice by clicking on it. Then use the ap-
propriate + button to change the position.

To edit options or choices, select them in the Options Wizard, then click on the appropriate ﬁ
button. You can also double click on the name to launch the appropriate wizard.

See Create a product template, page 30.

12.2 Link product to another file or web page

This function allows you to link a product image to a larger product image, sound, video or other
media file, or to link a product or product image to another HTML page.

In the department in your shop a link will appear with the product description, allowing custom-

ers to experience the linked file. Simply enter a URL for a file or page already on the Internet, or
click on the 2 button to select a file on your computer.
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File formats available are for example jpg, gif, png, html, mp3, rm, mov, avi, wav and mid. This
can be extended further to include several file formats which allow interactively looking at the
products, such as Flash, Director, Cult 3D and others. For more details see
http://www.shopfactory.com./ and enter the Shop.

12.3 Cross Promotion: list

related products

x
Daoes prometion: i pelatid peodcts

Fiodiet | Seleeled

= B My Shop =1
B Emmm

B Orpaiment 3 J
B Depuimen =l

[3 Corcel | Hep |

This function allows you to link a product to other prod-
ucts, which a customer may also be interested in — for
example if a customer buys a hammer, nails could also
be of interest. This cross promotion can be a very pow-
erful tool to increase your sales.

Simply locate a department in the upper left window
which contains the product, click on the product in the
lower left window and then move it to the selected win-
dow by clicking on the i' button. To delete a link to a
product, select the product name in the “Selected” win-
dow and click on the ¥/ button.

12.4 Add a longer description

e a bomsgr deswcription = ol x|
<55kt o dercapsion

Vighighis
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I

12.5 Add a list of features
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TE Add ekt o festuses
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Here you can provide additional information on a prod-
uct, which extends beyond the basic description.

Highlights end up in a special highlight box, although
this depend on the department style selected.

The longer description simply is an extended description.

In most styles providing this information will create a
special product file — see also Product files, page 41.

This is a great function if many of your products have
similar features. For example if you sell cars, similar fea-
tures could be make, model, color, year, body style.

Feature Templates for different functions are already
provided — simply select a feature template from the list
provided. Then click on the feature in the window below,

click on the &4 edit button and enter your information.

To quickly enter the information you can also click on
the description field, wait a split second and click on it

again, and then directly enter your feature description. To go to the next field, use the up and
down arrows on your keyboard or the Tab key.
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Of course you can also create your own feature templates or change the existing ones. Simply
=
edit an existing list to suit your needs, and then click on the =l button to save it by giving it a

name. Now you can use this list for all products.

The display style button allows you to select how the feature list is presented in your shop.

In most styles providing this information will create a special product file — see also Product files,
page 41.

12.6 Add more images

T = If you have to display more images for your product, this
oy Mo function allows you to provide additional images with de-

scriptive captions.
ShopFactory o]
ciommens | Ll l Click on the B! to add an image, then click on the & to
T browse for an image or use the #* button to link to a

product already on the Internet or to enter your own

" 121 HTML code instead of an image.
Od.

Enter your caption and select the display style to define,
x| e | ¥ | how extra images will be shown.

In most styles providing this information will create a special product file — see also Product files,
page 41.

12.7 Set product discount

You can apply two types of discounts directly to a product: discount price and quantity discounts.

Only one of the two can apply at the same time.

Note:
Product discounts are not applied to options.

See also

3D3’s ShopFactory Handbook Page 27 of 43




Set up shop wide discounts, page 33 for shop wide discounts.

This field allows you to enter a special message to highlight a discounted product, such as “On
special this week”.

Of course you can also use this field without any discounts applying, but simply as a message to
highlight the product.

12.7.2 Discount Price

Simply enter a lower price, and ShopFactory will use this price in the shop. The original price will
also be shown to indicate the price reduction.

5t product disceunts = |

Here you define the discount customers will get, if they
Y/ e order larger numbers of a product.

ot Dacout Mesiage

|
T~ Dhscount Prcs ,—
@ 1 Normally the first range of 0-10 for example would have 0

Dal, % discount applying for example. The second range could
be 10-50 and have a 10% discount applied to it.

The more they order, the cheaper it gets. Simply define
the product quantity range and the discount applying to
the range.

[3 Corcel | Hep |

In this case a customer buying 9 products would get no discount, a customer buying 10 products
would get 10% discount. Any customer ordering more than 50 products would also get a 10%
discount, unless you have defined quantity ranges larger than 50.

Note:

Quantity discounts only apply to the main product price. The prices of options are not affected by
the quantity discount.

The quantity discount will also apply, if you sell for example T-shirts in 10 different colors, and
the customer selects 10 different colored T-shirts.

12.8 Define shipping costs for this product

This function allows you to enter shipping costs on a per product ba-

C— o wm | Sis for your main shipping methods. You must enter the shipping
i a zw | costs for each shipping method you are offering. The default names
Fee “ “* | of the shipping methods are Economy, Air and Express and can be
Cance changed. See Set up shipping costs, page 33.
Note:

Charges entered here will always be added to the shipping costs, even if you define shipping by

weight or shipping by price in the Shipping wizard. This allows you to use these fields to define
handling or packaging costs.
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For more information, see Set up shipping costs, page 33. If the product costs need to vary for
different regions you ship to, see Enter Interstate or International Shipping costs, page 35. The
multiplications factor defined here also applies to shipping costs per product.

12.9 Set up local taxes

See Setting up local taxes, page 37

12.10 Other

The “Other” Wizard allows you to set a number of parameters to further define a product.

12.10.1 Product codes

These codes are designed to allow you to specify a product to identify product groupings. This

will in the future allow you to automatically reorder products or change prices for specific product
types or suppliers.

12.10.2 Stack control
This function allows you to manually control your stock and to set minimum and maximum order
quantities. Simply enter the appropriate numbers, and your shop will make sure that a customer
can not buy more or less products than you require. When you receive and approve an order,
you can adjust the stock level, and publish the changes, to keep your stock level up to date.

12.10.3 Dant.show.add to.basket.button
This function stops the Add to basket button from being shown for this product. You can use it to
display a product which is not currently for sale.

13) Copying and pasting products

Copying and pasting of products works in different ways, depending on how you copy and paste.

But first some basics: Products are not actually stored in departments - they are stored in the List
of all Products, although you add products to departments and edit them from within depart-
ments.

In reality however the departments only contain links to the product. Therefore copying a prod-
uct from one department to another actually copies only the link to the actual product into the
second department.

Both departments then link to the same product in the List of All Products, and a change from ei-
ther department will change the product properties of the product in the List of All Products. This
change will be reflected in all departments, which link to this product. This is useful if you are list-
ing the same product in several departments.
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13.1 Create a product template

If you copy a product and then paste it into the same department, the product will be copied and
a new product will be created with the same properties. This product can then be moved into a
different department, by dropping and dragging it across, for example. This is useful if you want
to create templates of products. Such product templates are useful for example if many products
contain the same options and choices or features.

To do this, follow these steps:

1. Create the base product.

2. Select the base product by clicking on it with your mouse.

3. On you keyboard press the keys CTRL and C at the same time or right click on the prod-
uct and select Copy.

4. Now on your keyboard press the key combination CTRL and V once for every product
copy you want to create or click on the department name with the right mouse button
and select paste for every product copy you want to create.

Simply create a base product with all the appropriate settings. Then copy the product by right
clicking on the product and selecting copy. and paste the product in the same department as of-
ten as required. from which for example use the same options and choices, without having to en-
ter options and choices again.

13.2 Copy Product options and choices

In some cases you may want to copy the options and choices of another product, so you do not
have to add them to another product. The best way to do this is to create a product template —
see (reate a product template, page 30

14) List of all Products

The List of all Products contains all the products in your shop. While you add and edit your prod-
ucts seemingly in departments, the actual products end up in this list, and the department simply
links to it.

Tip:

If you delete a product in a department, only the link will be deleted from the department. To
completely delete a product and move it into the Recycle Bin, it must be deleted in the List of all
Products. A product deleted here will be immediately removed from all departments listing it and
is moved into the Recycle Bin.

15) Recycle Bin

The Recycle Bin contains all products deleted from the List of all Products. To permanently re-
move a product from your 3DC database, you must delete it from the Recycle Bin.
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To restore a product from the Recycle Bin, click on the product with the right mouse button and
select “Restore”.

16) Shop wide Settings

These settings apply to you whole website or shop.

16.1 Website Setup Wizard

This launches the main website setup wizard, which runs through the most important dialogs to
create a new website.

16.2 Select Website Theme

Use this function to change the theme you have se-
lected for your website. In the themes window you se-
lect the main style, in the Display Style window you se-
lect variations of that style.

16.2.1 Refresh

The Developer version allows you to add your own Web-
site themes for selection with ShopFactory. Click on the
Refresh button, if you have added a new theme, to

w ] =] % | make sure it is listed in this window.

16.3 Customize Website Theme

o eI i = You can easily customize the website design. Please note
[ i that the website is divided into the design and page
St i area. The pages, such as departments or information

oo 3 pages — can be customized either one by one or by using
lmiasecen o the Customize page and department Styles function de-
- * scribed on page 32.

To customize the website design click on the 0 button.

5 etos Dol * Select Customize Website Design. Then select the item
A you want to change in the Select an item window and
5] o | we | adjust the settings in the Item window.

To restore the defaults, click on the appropriate <L button. There are some special settings.

This function of customize website design lets you set how wide the side index should be. This is
useful if you are using longer words for example, to stop the scroll bar appearing at the bottom
of the index.
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This function of customize website design lets you set how many sub-department links are shown
next to each other, and if they should be shown above or below the department headline and
description. See also Use an image to link to a sub-department or page on page 20, to find out
how you can link to sub-departments with images instead of with text.

This function of customize website design lets you change some preset images or add images to
your website, such as a company logo. Click on the + next to Images to see, if there are any se-
lections available.

16.4 Customize page and department Styles

If you want to change the style or design of all pages and departments in your website in one in-
stance. You can also change the default setting for new pages and departments you create.
Simply put a tick in the checkbox “Also apply to ..." to apply your new settings to all existing
pages.

It works just like Customize a design on page 20, but will apply to all pages and departments in
your shop, if you make this selection. Apart from customizing the styles, you can also change the
style for all pages at the same time.

16.5 Entering your GlobeCharge User Name

Simple click on the Properties button of ShopFactory, then click on GlobeCharge and enter your
user name in the appropriate field. To sign up with GlobeCharge, click on the GlobeCharge Sign
Up button on the toolbar.

16.6 Set up shop currencies and weight units

This option allows you to set the default currency of your shop and a second one if you have in-
ternational customers to make it easier for them.

You can also set the weight unit in this wizard for shipping cost calculations.

On the second page of this wizard you set the currencies for your international customers. Any
currency in the right window can be selected by your customer to view prices in — much like tak-
ing a calculator into a shop when on holidays in a different country. If you do not want to sup-
port this function, simply remove all the currencies from the right window with the appropriate
button.

Note:
If you are using a real-time payment gateway, which supports multiple currencies, make sure
that only the supported currencies are listed in the right window.
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16.7 Set up shop wide discounts

Enter a percentage and select this option with the appropriate button, and all products purchased
by a customer will be reduced by the percentage amount you have entered. The shop will high-
light the price reduction.

If you select this option you can set a discount being give to customers depending on how much
they spend in your shop. The more they spend, the more discount you can offer to them.

16.7.3 Product discounts

See Set product discount, page 28.

16.8 Enter detailed information for search engines

Here you can enter a description as well as keywords, which will be added to your Website as
Meta tags. Meta tags are special tags which are read by some search-engines to help them index
your website. They are not normally visible to your customers.

Note:
Your description and keywords should reflect the contents of your website, as some search en-
gines may otherwise strike you from their index.

16.9 Set up shipping costs

ShopFactory supports many ways to charge shipping costs to ensure there is a method that
serves your needs.

To charge the same shipping price to all customers, do as follows:

Select shipping by price.

Add a range with the Add button: 1-9999999

Click on the range created in the left window.

Enter a price for it in Economy in the now active price win-
dows to the right.

N

To change the name of a shipping method, click on the name.
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There are two ways you can achieve this.
A: Best if you only have two or three regions to ship to.

Click on the Properties Button.

Select Set up shipping costs

Select shipping by price.

Add a single range with the Add button: 1-9999999

Click on the range created in the left window.

Click on Economy and rename it to your main region — for example United States
Click on Air and rename it — for example to Rest of the world

Click on each of the price fields and enter appropriate prices.

NV AWM

B: Allows setting up a flat shipping fee for up to three shipping methods and unlimited shipping
regions

1. Click on the Properties Button.

2. Select Set up shipping costs

3. Select shipping by price.

4. Add a single range with the Add button: 1-9999999

5. Enter the fees you want to charge in your local area for each of the shipping methods
you want to use

6. Click on the Interstate button (not need to use the international button)

7. Add as many regions as you need to set up

8. Click on the name of a region

9. Double click on the Shipping method —Ax B x or Cx to launch the Properties dialog

Enter a multiplication factor applying to this region. For example if shipping in your main area
costs $10 and you want to charge $15 for the region you are working on, enter the multiplica-
tions factor 1.5

This applies only to Shipping by Price or Shipping by Weight.

In the shipping wizard click on the Add Button to add price or weight ranges, such as 0-100, 100-
200, 200-300 (note the overlap!). The last range should end with 99999999 (click on the small
+ button).

Click on a range you have created with the mouse.

Now you can enter the shipping rates applying to that range for each shipping method used.

If you do not want to use a shipping method, don't enter prices for it, and it will not be used.
These price rates will be the lowest shipping rates you charge, for example for local delivery. See
further down for international or Interstate charges.

To rename a shipping method click on its name and change it.

To charge one basic or a minimum-shipping fee to all customers, create a range of 0-
99999999999 and enter the costs for it.
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To charge shipping costs by price click on the By Price button.

Use the add button to enter price ranges. price ranges must overlaup, ie 0-100,100-200 and so
on.

The last range must end with 99999999 (use + button)

Click on a range to enter shipping costs for it for the shipping methods you want to use.

To charge shipping costs by weight click on the By Weight button.

Use the add button to enter weight ranges. Weight ranges must overlap, ie 0-10,10-20 and so
on.

The last range must end with 99999999 (use + button)

Click on a range to enter shipping costs for it for the shipping methods you want to use.

You can set the weight unit used in the Shop Properties Wizard.

Only products, which have a weight assigned to them, will incur shipping costs. You can also as-
sign a weight to options.

First you must enter shipping costs (see Enter Shipping Costs, page 34)

Then click on the Interstate or International button of the Shipping Wizard.

Add regions with the Add button.

Click on a region to select it.

Enter a multiplication factor for each shipping method you are using, to calculate the shipping
costs for that region by clicking on the multiplication factor and then on the properties button.
A, B and C represent the main 3 shipping methods in order.

Example:

Shipping in your state costs $10, as entered on the main page of the Wizard.

Shipping to another states costs $20

Therefore the multiplication factor is 2 (20:10=2).

Your shipping costs entered will now be multiplied with 2, to calculate the shipping costs to this
region.

Tip:
To charge all customers outside your state the same rates, create a region called "A// other ar-
eas'.

If the multiplication method is not exact enough for your requirements, use Shipping by Provider,
page 35, and create your own Shipping Tables.

This method allows you to simply select a shipping provider included in the list, such as UPS to
have shipping cost calculations based on the UPS rates — see
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UPS, page 37, on how to set up UPS.

But ShopFactory goes much further and allows you to easily create your own shipping tables to
reflect any shipping charges you want for unlimited shipping regions and unlimited shipping
methods with any spreadsheet software program that can export comma-delimited files or with a
text editor such as Notepad.

Shipping costs will be based on weight — so each product must have a weight defined.

First create a new folder in the ...\ShopFactory\Provider\ folder with the name of your provider,
such as My own tables. Inside this folder you must create a second folder called parseLang
(make sure only the L is capitalized!).

For each Shipping Method add a file with the pricing information to the parseLang folder. This
file must have the name of the shipping method and the extension shp, for example Same Day
Delivery.shp

Then, inside the file, simply list the costs as follows,

Region1,0-10=4,10-200=5,...
Region2,0-10=5,10-200=6,...

whereby Region is the region the products are shipped to,
0-10is the weight range and
=4 is the shipping cost in the shop currency for the weight range.

The example in ShopFactory in the provider folder makes it clear - you can import it into Excel as
a comma delimited file.

If you create the file for example in MS Excel, make sure to save it as comma delimited file (csv)
and change its extension to shp to make things work after saving the file (click on the filename
with the right mouse button , then click on rename).

To define overall handling costs, you can enter a price for handling costs in the Rates field in the
shipping wizard - it will then be added to the shipping costs during calculation.

If a product requires special handling or packaging costs when combined with shipping by pro-
vider, then you can add these costs in the A shipping field in each product:

Double click on the product in Advanced Mode, click Next, Next and enter the handling costs for
that product. Make sure the fields B and C have a value of 0 This function will only work, if the
names of the shipping methods defined in the shipping/tax wizard are DIFFERENT from the ones
you have used in your .shp shipping table if you have generated one. Just open the shipping/ tax
wizard to change these names, if necessary.

Note:

If you open the example provided with ShopFactory in a spreadsheet tool such as Excel, make
sure to import it as comma delimited file. Once imported, it must be listed in separate columns,
or your file will not work.
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16.9.9 JPS

You can now select shipping by provider - and in the USA and Puerto Rico this means you can se-
lect UPS to have shipping costs calculated by weight, based on the UPS shipping calculator.

Click on the Shipping/Tax button.

Select By Provider

Select UPS

Now you may change some of the settings in the definitions.txt file in C:\Program
Files\ShopFactory\Common Files

Just open the file with Notepad or WordPad to make the changes and save it again.

You will find information on what needs to be changed in that file.

16.10 Setting up local taxes

Local taxes are the taxes applying in your state — or if your state does not charge taxes, in your
country.

16.10.1 Create a new tax

_ To create a new tax, click on the button. You must
i e then first verify where your shop is located, to allow cor-
P [ rect tax calculation.

e  — —
o Make sure you get this right, as changing it later will af-
L 3 fect all your tax settings of all products.

— — Then enter a name for the tax and the appropriate per
e el ey centage. If you have the checkbox “All subsequent set-
tings” set to on, then all products you add now will
automatically have this tax added to them.

[3 Corecl | Hep |

Only one tax will apply to a product, however different products can have different taxes being
applied to them.

To activate a tax, it must be moved into the right window in the product wizard, unless ShopFac-
tory is automatically adding it. To deactivate a tax, double click on a product, then select the tax
wizard under optional settings and move the tax from the right to the left window with the <<
button.

Note:
If you create the local tax before adding products, then ShopFactory can automatically assign this
tax to all new products.

16.10.2 Prices.include. Tax

This setting defines that your prices already include the tax, and that the tax will not be added to
the prices. When set to off, the tax will be calculated and added on top of the product prices.
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This will bring up a field which allows customers to enter a tax exemption number so they do not
have to pay tax.

16.10.4 Show Prices.also.Tax. inc

This defines the tax being applied to the shipping costs. It is set in the Properties — Other dialog.

16.11 Interstate or international taxes

These taxes apply, when a product leaves the country or state the shop is located in. When set-
ting up a tax, you must also assign the tax to a region, to which it applies. You can have unlim-
ited international tax regions.

16.12 Other

16.12.1 Customer must tick terms

If this is selected, customers must agree to the terms and conditions of buying in your shop, be-
fore being able to finalize their purchase. This is a legal requirement in many countries and is set
to on by default.

This function allows customers to add products to a favorites department for quick selection
when returning to the shop at a later stage.

This is the standard setting in Europe, and if set to on will apply the same tax to the shipping
costs, that are applied to the products purchased.

In some countries a specific tax applies to services such as shipping. Use this setting in this case.
If no tax applies, set the tax to 0.

Enter an amount to define the minimum amount customers must spend in your shop, before they
can finalize a purchase.
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Enter an amount to define the maximum amount customers may spend in your shop with any or-
der.

ShopFactory automatically remembers the shopping basket for return customers. Depending on
how often your prices change, you can set this to 0 to stop the basket from being remembered at
all or increase the default setting of 7 days.

16.12.8 QOrder format

Here you can define how the order email looks, when being sent to you. The default setting is
HTML. You can also select Text only and formatted text. Place test orders with the different set-
tings to see, what suits you best.

Click on the button to sign up with ShopFactory as an affiliated reseller. You will then be entitled
to a commission, whenever a customer comes to the ShopFactory website from your shop and
purchases a product.

17) Change Language

ShopFactory allows you to create shops in any language. Simply click on the Language button,
and then on Select a language. Now ShopFactory changes the main language of your shop, by
replacing all the words it uses with the new language selected by you.

Of course it is up to you to provide the text you enter in the new language.

18) Allow navigation of a site in multiple lan-
guages

With the ShopFactory LanguageLink extension you can create a shop in multiple languages at the
same time.

Click on Languages, then click on "Allow navigation of your site in multiple languages". This menu
item is only available, if you have LanguagelLink installed. Add the languages you require to the
right window of the wizard, which comes up, with the >> button.

To disable a complete language temporarily, for example while waiting for translations, simply
remove the tick next to the language. Click on OK. Click on the "Languages" button again, and
you will now be able to select the language you want to work in.

The active language is shown in the lower right corner of ShopFactory.
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18.1 Enter information in a different lanquage

Before you can enter information in different languages, you must first Add Languages to your
web site (see above).

Once this is done, click on the "Languages" button.
You will now see all the languages you have selected with a color code next to them.

Select the language you want to work with in the menu. Open the product, pages or departments
wizard and enter the translations in all the colored fields. Every colored field can have a transla-
tion entered. This includes using different product images in different languages, if required.

18.1.1 Set.items. to transiated
Products, departments and pages must be marked as translated by you, to be visible when you
preview your web site. Simply tick on the appropriate box in each wizard, to make items visible in
the appropriate language.

This great function also allows you to have different amounts of information in different lan-
guages available. Your main language defines how many products, pages and departments are
contained in your web site. All other languages can contain less - but not more.

Please note: Making if a department or page is invisible, the same applies to all departments and
pages it contains. If you can not see a page, check that its parent page or department are visible.

Note:

Many functions are only available in the main language of the shop. Switching to another lan-
guage is only designed to allow you to add translations in that language. Therefore you can in
other languages for example not add products or change prices. But you do not have to provide
translations for all products or pages.

All fields you can change are marked in the color of the language you have selected. Functions
not available are either not visible or grayed out.

Tip:

Please note that LanguageLink does NOT translate your product or text information automati-
cally. It is designed to allow you to maintain a web site in multiple languages and to allow you to
enter your own translations. However all words placed by ShopFactory to create the web site will
automatically be replaced with the appropriate languages.
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19) Additional Functions

19.1 The View menu

In the View menu you can define which product information is shown in the right product win-
dow. Simply click on the information field you want to have displayed to enable it.

19.2 Rebuild All

This function allows you to have your complete shop rebuild. By default ShopFactory only re-
builds changes to a shop, and also only publishes the changes to your website. You can override
this by temporarily setting Rebuild All to on.

Do not forget to switch it off again — otherwise ShopFactory will publish your complete shop
every time you publish — regardless of how few changes you have made. This also affects the
speed at which previews are created.

Tip:
If you have the Developer version make sure to read the information on Rebuild all in it, as this
function is even more important for Developers when making changes to templates.

19.3 Product files

ShopFactory may at times create special product files for some products.

These files are only created if you enter product information in the Product Wizard, which is not
displayed on the department page.

These files allow you more design freedom, but also increase the size of your shop when publish-
ing to the Internet.

For customers this has the advantage that they can quickly get the basic information on the
products offered, and get more details, if they want to.

The department style influences how likely it is, that product files are being created.

19.4 Reseller tracking

The best way to keep track of Resellers is by using the GlobeCharge Reseller automatic reseller
tracking service, which also allows Resellers to see online how successful they are. Check out
www.GlobeCharge.com for more details.

However ShopFactory shops also allow you to manually keep track of resellers linking to your
shop, so you can pay them commissions.

Anyone linking to your shop, can add a USER ID to the end of the shop address, starting with
?mid=

Example: To link to the ShopFactory Registration Shop, the URL would be
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http://www.globecharge.com/

http://www.shopfactory.com/index.html|?mid=USER_ID

The USER_ID will become part of the Shop Order when it is sent to you, allowing you to keep
track of resellers and paying them commissions for all products ordered.

If you place a link on your site to us with the User Id, we will pay you a 10% commission from
the second sale from your site onwards. See Sign up as Affiliate Reseller, page 39.

19.5 Electronic soft goods delivery
If you are selling soft goods such as software, electronic books or other data files, you may want
to give your customers automatic access to the software, as soon as the payment of the order
has been approved. This will be supported by ShopFactory e-Flash when combined with Globe-
Charge. See http://www.globecharge.com/ for more details.

20) Backing up your shop data

All data you enter into ShopFactory will be saved in a database file with the extension .3DC. This
is the file you need to make safety copies of to ensure the safety of your work.

If your computer crashes or gets stolen for example, having a copy of this file will make rebuild-
ing your complete website easy.

The best way to safeguard your file is to create a zip file of it (see http://www.winzip.com) and
to store it on a different computer or on a different medium such as a CD or a large floppy.

21) Publishing a website

21.1 Publish your website on the Net

Publishing is the process of transferring your shop from your local computer to your website. Of
course you must have some space on an Internet Server where you can place your shop.

Once you have created your shop and are ready for publishing, click on the Preview button and
select Publish your website on the Web.

You will then at first be asked for the publishing settings. Basically ShopFactory needs to know
where your space on the Internet is, and how to connect to it.

21.2 Publishing Settings

21.2.1 Remote Host .

The name of your server or website, such as www.yourserver.com.

Note:
Do NOT use http:// at the beginning of the remote host location.
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This is the destination directory on your server or web site, to which you want to publish the
shop. Since you are publishing via the FTP protocol, your Internet address will not help you here.
Instead you need to know the correct FTP directory path leading to your Internet directory on
your server or website. You service provider will be able to help you with this FTP path, if you are
unsure.

You can also look for it with the help of the Browse button next to the Base Directory field.
You must upload into a directory, which can be visited with HTML browsers - normally the one
containing your index.html file.

Even better is to create a subdirectory in that directory, called for example shop, to keep the
shop files separated from the rest of the site. This can easily be done with the Create Directory
button, which comes up, when you use the Browse button to locate your directory on the server.

21.2.3 User.Name
The name you use to log on to your server.
Unless you have changed it, it the one your service provider has given you.

The password to gain access your server.

21.3 Publishing

Once you have entered the correct publishing settings, simply continue with the publishing proc-
ess. ShopFactory will ask you, if you want to overwrite your Internet files. These are the file cre-
ated when previewing your shop. If you have just previewed your shop, you can select “No”, and
ShopFactory will not rebuild the shop before publishing. Otherwise select “Yes”, to have your
shop files updated.

ShopFactory will publish only the files, which have changed since the last time you have pub-
lished. However if you have Rebuild All set to on — see Rebuild All, page 41, then all files are cre-
ated again and the complete shop is published every time — which of course takes much longer
and is not necessary.

Note:

If you make changes to a shop which has already been published, you may, after publishing
again, still see the old website pages when going to your website. This is because your Internet
Access Provider or your own Browser may have cached the old pages. To overcome this problem,
add a ? and a random number at the end of the website URL when viewing your website after
publishing.

Example: http://www.shopfactory.com?654654

This tricks your browser or Provider into thinking you are looking at a different website, and you
get to see the latest pages.
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21.4 Publish your website on your local computer

Click on Preview and select Publish on your local computer. Then simply select a folder to publish
to, and ShopFactory does the rest.

22) Copying information from HTML editors

To copy information from another HTML editor, you must copy it from the Wysiwyg editor win-
dow or when previewing it in MS Internet Explorer (IE). The best solution is to go into HTML cod-
ing and to remove the HTML header and footer tags such as Title tag, Meta tags Body tag and
the <HTML> </HTML> tags. Then preview the page with IE, as IE will preview even without this
information.

Select the material to be copied with your mouse, right click on it and select copy, then paste the
information into the ShopFactory dialog, for example the description area. If you do note remove
the header and footer tags, the HTML code generated by ShopFactory will be incorrect.

Please note, that some Programs such as MS FrontPage 2000 have the nasty habit of adding
some code to links to images and URL links embedded in your page. Please make sure in Front-
Page HTML code and by looking at the source code in IE during preview, that your links have not
been changed by FrontPage.

You must publish images either separately or add them to the copy folder of the Website Theme

you are using (ShopFactory/Templates/Shop/Design Used/Copy) and link to them in your code
using ../media/image.gif, for example.

23) Copying text from Microsoft Word

We do not recommend copying and pasting from Microsoft Word, as Word adds a large amount
of code to the text, which will affect performance of your website.

24) Website maintenance on and offline

24.1 Clean up your website

As you continue to build your shop, and add and remove products and images to and from it, a
large number of files no longer needed by the website can build up in your ShopFactory runtime
folder. To clean this up simple turn on Rebuild A/l temporarily, see page 41, and rebuild the com-
plete shop. This will remove all files no longer used.

In the same way files will build up on your Server, taking up more space than required. Simply
log on to your server with any ftp program, remove the files and publish again to have only the
latest files on your server.
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