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Bridgeline Unbound Product Suite General Overview

Bridgeline Unbound is web-based, internet-connected, with no need to download software.

e All Unbound modules use the same dashboard setup for navigation and general functionality.
Knowing one tool helps you to understand how to use them all. For example, all Unbound
Commerce product pages and information are fully integrated into Unbound Content.

e In most of Bridgeline Unbound, you can find your way easily by using the Filter bar.

Unbound Commerce Overview

Unbound Commerce helps you build eCommerce websites and manage commerce web content. It
provides many efficient functions for maintaining an online business.

Navigating the Commerce Dashboard

e On the Unbound products menu at the top of the screen, select Commerce.
e In the sub-menu under the Unbound banner, you will see you have the option of selecting the
categories Store Manager, Reports, Administration, and For Developers.

(tlﬁbound [J Content Marketing [ Insights [ Social

Store Manager Reports Administration For Developers
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e You will also see graphs and lists of recent activity.

Recent Orders Manage Year to Date (=]
$4,149.09 45 $92.20 T
Total Sales Transactions Average Order Size Abandoned Carts

Transactions
——
—
Total Sales

ilu HIA" 1

—e— Transactions  —=— Total Sales

Top Purchased Products manage Low Inventory SKUS ' manage «»
Title Quantity Total Title Warshouse Quantity
Black Long Sleeve Shit 241 $3371.59 Detault warehouse 0
IAPPS Watch 39 $2,72061 Default warehouse o
Zip Hoode 19 $1,501.00 Detault warehouse o
Duvet 38 $1,178.00 Default warehouse /]
Binocutars X100 39 $975.00 Detault warehouse o

m Retums || Products | Customers

Q

Sot v  Show v 1-5000454 « »
ON:28 613/19, 8:39 AM Shipped QATest0812, Adam adamqatest0812@mailinator.com $216.47
ON:27 61319, 6:21 AM Shipped QATest0612, Adam adamqatest06 12@mailinator.com $502.01
61319, 6:20 AM Canceled QATest0612, Adam adamqatest0812@mailinator.com $45293
61319, 6:12AM Canceled QATest0612, Sally sallyqatest06 12@mailnator.com $28403

Products, Orders, Returns, Coupons & Customers

One of the first things you will probably notice when you click Commerce, along with the page of graphs
and other recent statistics, is a menu of information that you can quickly access.

1421 . 13416 . 311 . 62 . 17893 .

Products Orders Returns Coupons Customers

Click the arrow beside each feature in order to manage it.
e When you click the arrow beside Products, and then Manage Products,

1421

Products

Manage Products

DDanant (\edaven

the Product Catalog page appears.
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Product Catalog

Product Types

-

Best Sellers
On Sale
Accessores

PercyProduct

IAPPS Hoodie
mens/id-FM-E10600APPS-Hoodie

Simple iIAPPS T-Shirt
mens/id-tshir/Simple-IAPPS-T-Shint (£

Product 3
mens/id-Productd/Product-3 (7

Product 4
mens/id-Productd/Product-4

Sort ~ Show

Status: Inactive
Modified: 11/10/16, 9:44 AM by iApps

Status: Active
Modified: 6/17/16, 4:49 PM by |, 1App]

Status: Active
Modified: 6/15/18, 12:28 PM by Lamd

Status: Inactive
Modified: 4/12/16, 4:28 PM by |, 1App|

IAPPS Pillow Status: Active
When you click the arrow beside Orders, and then Manage Orders,
13416 )
Orders
Manage Orders
the Orders page appears.
! Orders & Export to CSV
Keyword
Enter keywords to filter Q
Order Status + Add Order Sort ¥ Show v 1-220f22 « »

When you click the arrow beside Returns, and then Manage Returns,

31

Returns

v

Manage Returns

the Returns page appears.

™ Returns

RMA code

Customer

Unbound Commerce User Guide
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e When you click the arrow beside Coupons, and then Manage Coupons,

62

Coupons

Manage Coupons

the Coupons page appears.

8< Coupons

+ Add New Coupon

Name
Test Adv Coupon

PercyCoupon0223

® When you click the arrow beside Customers, and then Manage Customers,

17893

Customers

Manage Customers

the Customers page appears.

% Customers
Q
LExporttoCSV  Sort v  Show v 1-420f42 «
Name Username Email Last Purchase Total Orders Total Spend

Recent Orders
This section appears in the form of information, and also as graphs, for Total Sales, Transactions, Average
Order Size, and Abandoned Carts.
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Recent Orders  manage Month to Date =)

$42,116.92 781 $53.93 138

Total Sales Transactions Average Order Size Abandoned Carts

Transactions
Total Sales

September 9, 2019
~—e— Transactions  —— Total Sales

e For more functionality, beside Recent Orders, click Manage.

Recent Orders  manage

e Onthe Orders page, manage orders using a filter panel and search menus; or use it to add or edit
orders; or to take advantage of other options using the “More” menu.

'™ Orders & Exporto CSV
Keyword
TP EdtOnder | More -
Clone Order ’
Order # Order Date
Order Status View Customer
Add 1o Pick Ticket
Backordered 1119119, 1:47 PM S Pear, Pamela
Conceled ON:33 1111919, 1:37 PM oK Pear, Pamela ppear@garden com $248.17
Creshod ON32 11119019, 7:54 AM oK Pear, Pamela ppear@garden com $183.64
Exceeded Line of Credit
319, 9:38 AM Canceled QATest0424, Abe abeqatest0424@maiinator.c $80.15
Exceeded Terms Limit
ON:31 9319, 8:57 AM Shipped QATest0424, Abe abeqatest0424@masinator.c $0.05
Manual Hold
P ON:30 19, 757 AM Shipped QATes10424, Abe abeqatest0424@mainator.c $47.08
ON:29 61319, 11:16 AM oK QATest0612, Sally sallyqatestD612@madinator. . $0.00
ON:28 6/13/19, 839 AM Shiy QATest0612, Adam test0612@madinator. $216.47
Ouls ipped adamqat Ll
ON:27 81319, 621 AM Shipped QATest0612, Adam adamqalestos 2@mannator . 50201
Year to Date -]
813119, 6:20AM Canceled QATos10612, Adam adamqatest612@maiinator.. 45293
Customer B13/19, 6:12AM Canceled QATest0612, Sally sallyqatest0S12@madinator... $284.03
.l % ON:26 61319, 6:03AM Partiaty Shipped QATest0612, Adam adamaalestoB 1 2@madinator. $134.03
812119, 12:56 PM Croated QATest0612, Salty sallyqatestO612@madinator $55.89
et u ON:25 812119, 12:52 PM oK QATest0812, Salty sallyqatost0s 12@madinator $3229
ON:24 1219, 12.36 PM Shipped QATest0612, Sally sallyqatest0612@madinator. .. $84.20
812119, 12:31 PM Canceled QATest0612, Sally sallyqatestO6 12@madinator.. $44.65

Top Purchased Products
e Beside Top Purchased Products, click Manage.

Top Purchased Products l Manage |

Title Quantity Total
Black Long Sleeve Shirt 242 $3,385.58

e On the Product Catalog page, manage your Product Types and Products.
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Product Catalog

|- a

Product Types EYDNEERPSE S EdtProduct | @Dolete | More v Sot v  Show v 1-130f13 « »
View SKUs
54 Women's T-Shirt » " e— Status: Active
womens/id-women-tshirt!Womens-T-Shirt (7 lanage Language Varants o qified: 6/17/16, 1:53 PM by I, IAppsSystemUser
Mens
. P P
Women's Seasonal Wear womens/id-pajamas/Pajamas (2 Modified: 3/1/19, 1:55 PM by Espinal, Christian
Yorme Tanktop Status: Active
Bast Soliors womens/id-tanktop/Tankiop (7 Modified: 6/17/16, 2:01 PM by 1, IAppsSystemUser
On Sale
Tote Bag Status: Active
o womens/id-tote-bag/Tote-Bag (2 Modified: 10/24/16, 7-29 AM by iAppsUser, ppsUser
QAAutoProdCat_cdlaes
Downloadable Media Type Charm sun'n: Active
womens/id-10212121/Charm (2 Modified: 11/8/16, 3:51 AM by iAppsUser, iAppsUser
PerrcyProdType1012
Tennis Necklace Status: Active
A Modified: 11/8/16, 10:05 AM Usar, Usor
Soceer Equipment womens/id-0003356/Necklace (7' by WApps! (Apps
W Bk Pictics Necklace Square Status: Active
House and Homo womens/id-7745662/Neckiace-Square (7 Modified: 11/8/16, 10:07 AM by iAppsUser, iAppsUser

Tote Bag Status: Active

Low-Inventory SKUs
e To the right of Top Purchased Products, beside Low Inventory SKUs, click Manage.

Low Inventory SKUs «|»

Title Warehouse Quantity
Default warehouse 0

e Onthe Product Catalog page, using the More dropdown menu, view your SKUs.

# Edit Product @ Delete More «

[ View skus I

Manage Language Variants

O Using the More dropdown menu, you can also manage Language Variants.

More options

Under Top Purchased Products and Low-Inventory SKUs are tabs for

Orders
Returns
Products

Customers
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m Returns Products

Customers

o You can filter your items within each tab.

Last Purchase
11/19/19
htor.com
.com
r.com 6/13/19
com 6/13/19

Enter ke ) filter Q
Sort ¥ Show v 1-500f454 « »
|5 OrderDate

Customer Emi Grand Total
Order Number

ppear@garden $371.37
Customer Name

ppear@garden $33.13
Customer Email

ppear@garden $248.17
Grand Total

ppear@garden $183.64
Created Date

abeqatest0424 $80.15
Last Modified

abeqatest0424@mamnator.com $0.05

E filter Q

Sort ~ Show » 1-500f360 « »

First Name
s Total Spend

Last Name

4 $836.31
Username

0 $0.00
Last Email

0 $0.00
Last Purchase

4 $1,305.44
Total Orders

8 $622.18
Total Spend

2 fann oo

o You have further control if you click on each item in the list and use the tabs at the top of the

list.

m Retums Products Customers

# EditOrder  View Customer

Order # Order Date

12/24/19, 5:50 PM

Order Status Customer Name

Pear, Pamela

Navigating Commerce

Click Commerce in the Bridgeline Unbound products menu.

Unbound Commerce User Guide

13



[ Commerce

7 =
‘unbound oo S Bemme Ompe 5 [~ APP3 Como 30 .|

StorsMasager  Reports  Adminiswation  For Developers “

1421 S 13418 - 311 o 62 Patch 5 Vie St
Products Ovds fpturna. Coupors APPS Damo 5w
Recent Orders wanoe Mot 12 Date -
$96,604.22 1,904 $50.74 532
Total Sales Transactons Average Order Size Abandoned Carts

Transactons
»

, f\ ,’ \ : ’/‘ \ / /' /:‘ -“‘ N i

o Tramactons - Total Sales

Top Purchased Products - mansge Low Inventory SKUS  manage
Tete Cussaity el Tie Warsheuse Ouantty
Werments Bue T-Snv ®© M8 st Oetaust Wearencune
T By » $116544  Kindle Cower Oeteun Vearehouse

Untound Moo » oM Decxag Oetast Warshouss

Tacke 2 sac Ccasa s 2

Note: Depending on your privileges, you might be able to view the pages but not edit them.

e |nthe sub-menu of sections below the Unbound products menu, select one of the following:
O Store Manager
O Reports
O Administration
o For Developers

Store Manager Reports Administration For Developers

Store Manager

e Under Store Manager, there are two sections. Choose an item from Store or Customer Service.

Unbound Commerce User Guide
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Store Manager Reports Administi

Customer Service

Product Catalog Orders

Import Products Coupons

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews
Price Sets

Bundles

Store Manager — Store
Product Catalog

Your Product Catalog is at the heart of every other function. This is where it all starts.

® Asearch panel helps you to find your products by Keyword or by using the Sort and Show menus.

Enter keywords to filter Q

Sort ¥ Show ¥ 1-500f50 <« *»

Product Types

e Under Store Manager — Store, select Product Catalog.

Store Manager Reports Administrz
Store Customer Service
Product Catalog Orders

Import Products Coupons

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews

Price Sets

Bundles

Unbound Commerce User Guide
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e Onthe Product Catalog page, in the Product Types panel, select a Product Type.

Product Catalog
g -

Product Types u
W
Mens wo
outerwear wo
Umbrellas Ta
Home o]

Add a Product Type

® Inthe Product Types panel, click the Add icon.

e Onthe Add New Product Type page, in the Title field, enter a title.

O This automatically populates the "URL Friendly Name" field.

Add New Product Type

Title Product Attributes
I Jackets 2 items selected =
Descrgtion Selected Items
Womens x
Mens x
SKU Attributes
URL Friendly Name
2 items selected =
I jackets
Product Display Template SSucidi
Mens x
Default Product Detail -
Womens x

Default Tax Category

- Select Category - -

Options

M Downloadable Media
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Optionally, in the Description field, add a description.
In the Product Display Template field, use the arrow to make your selection.

Product Display Template

Default Product Detail

Optionally, in the Default Tax Category field, use the arrow to make your selection.

Default Tax Category

v -seectcategory- |

01 Generic Taxable Product

02 Generic Non-Taxable Product
puors

Downioadable Media

Optionally, select the check box beside Downloadable Media.

Product Attributes
O Optionally, click the folder icon in the Product Attributes field.

Product Attributes

On the Select Attribute page, in the Categories panel, select a category.

In the panel on the right, in the Attributes for that category, make your selection.
In the Selected Items panel on the far right, click Select, or Close to return to the
Add New Product Type page.

Select Attribute

Categories Product Attributes Q Selected Items Reorder

v AlAttributes . 5 Color x

Site Attributes.

Product Size x
Page Attributes Color Type: Enumerated
x

Contact Attributes. Type
Product Size Type: Enumerated
Customer Atributes

Order Attributes Category Type: Enumerated
Order ltom

Type Type: Enumerated
Product Info Tabs
Specification QA0326 Type: String
Social
Site
Product Category
Request a Quote

Leads

Product Attributes.

Close

SKU Attributes
O Optionally, click the folder icon in the SKU Attributes field.

Unbound Commerce User Guide 17



SKU Attributes

v

On the Select Attribute page, in the Categories panel, select a category.

In the panel on the right, in the Attributes for that category, make your selection.

In the Selected Items panel on the far right, click Select, or Close to return to the

Add New Product Type page.

Select Attribute

Categories

Order Attributes.
Order item
Social

Site

Product Category
Leads

Product Attributes

Specification

Size

Color
Specifications
Category

Material

Type: Enumerated

Type: Enumerated

Type: HTML

Type: Enumerated

‘Type: Enumerated

1-50f§

Q

Selected Items
sze

Color

Specifications

Material

(ST Selec

Reorder

Note: In many Selected Items panels, you can click Reorder to rearrange your list. In the Reorder

Selected Items dialog, use the arrows to change the order of the items. Click Update
Sequence, or Close to return to the previous page.

On the Add New Product Type page, click Save Product Type, or Close to return to the Product

Catalog page.

Unbound Commerce User Guide
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Edit a Product Type
e Inthe Product Types panel, select a product type. Click the Edit icon.

On the Edit Product Type page, make your revision.

Click Save, or Close to return to Product Types.

Delete a Product Type

e Inthe Product Types panel, select a product type. Click the Delete icon.

e |[f there have been no products associated with the product type, in the Confirm dialog, click

Confirm; or Close to return to Product Types.

Are you sure you want to delete the ‘Location Tags'?

Canes! m

Note: If there are products associated with the product type, you will not be able to delete it.

Not Allowed

You cannot delete this product type.

There are one or products associated with this product type

Translate a Product Type

e Inthe Product Types panel, select a product type.
_________________________________________________________________________________________________________________________________________________________________________________________________|]
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At the top of the panel, in the row of icons, use the dropdown arrow to select Submit for

Translation or View Translation Status.

+ IR R E

» Submit for Translation

Product Types . view Translation Status

Submit for Translation

If you choose Submit for Translation, in the Submit for Translation dialog, in the Targets field, click

the folder icon.

Submit for Translation

Select target(s) and submit to add to translation queue.

Document status can be tracked from 'Translation Activity' screen.

Targets

Close

v

On the Select Site List page, choose a site or sites.

Unbound Commerce User Guide
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Select Site List

Site Lists Q Selected Items
T CE-German x
All Child Sites Modified: 8/4/17, 11:02 AM
Site 104 Modified: 3/2/20, 2:37 PM
Site 164 Modified: 3/2/20, 3:46 PM

Close [

In the Selected Items panel, click Select.
On the Submit for Translation dialog, click Submit.

View Translation Status

If you select View Translation Status, you'll see at a glance the status of your variant sites.

Translation Status

1-20f2
Site Locale Status Submitted Updated
CE-German de-DE Ready for translation 2/21/20, 9:53 PM
France fr-FR Not translated

The Products panel in the Product Catalog is a kind of huge filing system of all the products in
your inventory, but it’s dynamic — a place where you can add new products, edit them, delete
them, and more.

Add a new product

e Onthe Product Catalog page, in the panel on the left, select a Product Type.
e Inthe list-of-products panel on the right, click Add New Product.
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Product Catalog

a

L 4 MySite
Mens

v Womens

outerwear

Properties
e Onthe New Product page, under Properties, enter a Title and Unique Identifier (often
part of an SKU).

'™ New Product Product Cataiog
Properties ﬂ
Title SEO Friendly URL Promotions
| Bocks W Promote as New item

Promote as Top Seller
Unique Identifier SEO Tite
| 12453 ﬂ Advanced Options

W Avaiabio to Sed

Default Tax Category SEO M1 me e Dl
Exciude from Shipping Promotions
Froight
Tags SEO Description R
s Tax Exeenpt
Shared with chiki stes
SEO Keywords

e Optionally, use the arrow in the Default Tax Category field to select a Default Tax
Category.

Default Tax Category
/- Select Category -
01 Generic Taxable Product :
02 Generic Non-Taxable Product
pors

Downioadable Media

Select Tags

e Optionally, click the folder icon to select Tags.
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Tags

v

Select

e Onthe Select Tags page, select a Tags category. Under Selected Items, click
Select; or Close to return to the New Product page.

Select Tags

ﬁ P Selected Items
- News Category x
¥ News Category House and Home x
Category 1
—— Children x
hd Location Tags Blog x
| Wealth Management
Location Tags x
ATM
Lakeside
» QATags
»  Summer

¥ House and Home
Garden
About Us
Seasonal Wear

» Howto

Close

Add a Tag
e Onthe Select Tags page, select a tag category and click the Add icon.

o Inthe Details dialog, add your information.

Name
[ )

Description

Close

o Click Save, or Close to return to Select Tags.
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Edit a Tag
e Onthe Select Tags page, select a tag category and click the Edit icon.

o Inthe Details dialog, make your revision.

Name
[ )

Description

o Click Save, or Close to return to Select Tags.

Delete a Tag
e Onthe Select Tags page, select a tag category and click the Delete icon.

o Inthe Confirm dialog, click Confirm, or Cancel to return to Select Tags.

Are you sure you want to delete the 'Location Tags'?

Cancel [N

SEO fields

e Optionally, fill in the fields for SEO Friendly URL, SEO Title, SEO H1, SEO
Description, SEO Keywords.

Descriptions
e Optionally, fill in a short and/or longer Description of the product.
Attributes

Note: To learn more about Attributes, please see Manage Attributes.

Unbound Commerce User Guide
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e Optionally, assign values for the attribute.

Attributes
Homa
Select-

Bed
Cooking Accessories

e Optionally, click Add Attribute(s).

Add Attribute(s)

e On the Add Attributes page, select a category from the Categories panel.

Add Attributes

Categories

v AlAttibutes
Site Attributes
Page Attributes
Contact Attributes
Customer Attributes
Order Attributes
Order ltem
Product Info Tabs
Specification
Social
site
Product Category
Request a Quote

Leads

Product Attributes

Product Attributes

Color
Product Size

Category

Type

QA0326

Type: Enumerated

Type: Enumerated

Type: Enumerated

Type: Enumerated

Type: String

1-50(5 « »

Q

Selected Items
Product Size
Color

Category

Reorder

Promotions and Advanced Options

e Optionally on the New Product page, select check boxes under "Promotions" or

"Advanced Options".

Unbound Commerce User Guide
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Promotions

Promote as New Item

Promote as Top Seller

Advanced Options

M Available to Sell
Exclude from Discounts
Exclude from Shipping Promotions
Freight
Refundable
Tax Exempt

Shared with child sites

Click Save.
o Toreturn to the Product Catalog page, click Product Catalog in the upper
right.
Product Catalog

Edit a Product
On the Product Catalog page, in the Product Types panel, select a Product Type.

® Inthe panel on the right, select a product.
Click Edit Product.

# Edit Product @ Delete More v

Black Long Sleeve Shirt

mens/id-bl1236589/black-long-sleeve-shirt ('

e On the page for your new product, there are four sections under these tabs:

o

O O O O

General Details

SKUs

Images

Navigation Categories
Related Products
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General Details

e Under the General Details tab, add a Title and a Unique Identifier (usually a SKU).

"™ Black photo frames Product Catalog

SKUs  images  Navigaton Categories  Related Products
Properties u

Tite SEO Frandiy URL Promotions
[ ik ot s M Promolo as Now llem
Promote as Top Seter
Uniqua identfor SE0 THe
| trzse [ Advanced Options
W Avaiable to el
Dafaak e Cotigory o] Exclute from Discounts
Excuo from Shipping Promations
o
Toge SEO Description B s
= Tax Exomt
Shared wi chid s
SEO Keywords

Tags

O Optionally, click the folder icon to select Tags.

(JI\
(0]
)
Q
©

o)
[7;

v

O On the Select Tags page, select a category. Under Selected Items, click Select,
or Close to return to Properties.

Select Tags

a /s @8 Selected Items

- House and Home x
»  News Category Blog x
»  Location Tags
» QATags Tpe S Ty %
»  Summer DIY decorating x

» House and Home
About Us
Seasonal Wear

» Howto

v Blog

Tutorials
AdWords
Google Rankings
Branding

» SEO

v Tips & Tricks

DIY decorating
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Add a Tag
e Toadd a Tag, click the Add icon.

e In the Details dialog, add your information. Click Save, or Close to return
to Select Tags.

Name
[ )

Description

Edit a Tag
e To edit a Tag, click the Edit icon.

Bl

e In the Details dialog, make your revision. Click Save, or Close to return to
Select Tags.

Delete a Tag
e To delete a Tag, click the Delete icon.

In the Confirm dialog, click Confirm, or Close to return to Select Tags.

Are you sure you want to delete the 'Location Tags'?

Cancel [N

SEO fields
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e Optionally, fill in the fields for SEO Friendly URL, SEO Title, SEO H1, SEO
Description, SEO Keywords.

Descriptions
e Optionally, fill in a short and/or longer Description of the product.
Promotions and Advanced Options

e Optionally on the New Product page, select check boxes under "Promotions" or
"Advanced Options".

Promotions

Promote as New Item

Promote as Top Seller

Advanced Options

M Available to Sell
Exclude from Discounts
Exclude from Shipping Promotions
Freight
Refundable
Tax Exempt

Shared with child sites

Attributes

Note: To learn more about Attributes, please see Manage Attributes.

Optionally, assign values for the attribute.

e Optionally, select an Attribute from the dropdown arrow in the Attributes field.

Attributes

e Optionally, click Add Attribute(s).

Add Attribute(s)

e On the Add Attributes page, select a category from the Categories panel.
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Add Attributes

Categories Product Attributes Q
¥ Al Attributes 1-50f5 «
Site Atributes.
Page Attributes Color Type: Enumerated
Contact Attributes

Product Size Type: Enumerated
Customer Attributes.

Order Attrbutes Category Type: Enumerated
Order ltem

Type Type: Enumerated
Product Info Tabs
Specification QA0326 Type: String

Social
site

Product Category
Request a Quote

Leads

Product Attributes

Selected Items
Product Size
Color

Category

Reorder

x

Close | SN

Click Select, or Close to return to the Add Attribute(s) tab.
e On the Properties (General Details tab) assign values for the attributes.

Product Size

M small

W Medium

M Large
X-Large

Color

W Red
Black
White

M Biue
Orange
Brown

W Yelow

Add Attribute(s)

e At the top of the page, click Save.

SKUS  Wmeges  Navigaton Categones  Rilated Producty
Properties
SKUs

Under the SKUS tab, select an item from the list.
® Use theicons to Add a new SKU, Edit, or Delete.
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™ Picture Frames

General Details Images Navigation Categories Related Products

# Edit @ Delete

Picture Frames 2 PF-2

General

If you choose to Add a New SKU, on the SKU Details page, in the General panel,
Click Add New SKU.
Enter a Title and Unique Identifier.

SKU Details

General
Title

Unique Identifier

Tags

W Available to Sell
Viewable by Site Customers
M Unlimited Quantity

Available for Backorder

Tags
o Optionally, click the folder icon to select Tags.

Tags

Select Tags E

(0]

On the Select Tags page, select a category.
Under Selected Items, click Select; or Close to return to SKU Details.
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Select Tags

B -

»  News Category
»  Location Tags
» QATags
»  Summer
» House and Home
About Us
Seasonal Wear
b Howto
v Biog
Tutorials
AdWords
Google Rankings
Branding
» SEO

v Tips & Tricks

DIY decorating

Tomninl inta

Selected Items
House and Home
Biog
Tips & Tricks

DIY decorating

Add a Tag

® To add a Tag, click the Add icon.

e In the Details dialog, add your information. Click Save, or Close to return

to Select Tags.

Name

Description

~ 3

Edita Tag

e To edit a Tag, click the Edit icon.

B[]

e In the Details dialog, make your revision. Click Save, or Close to return to

Select Tags.

Unbound Commerce User Guide

32



Unbound Commerce User Guide

Delete a Tag
e To delete a Tag, click the Delete icon.

e Inthe Confirm dialog, click Confirm; or Cancel to return to Select Tags.

Are you sure you want to delete the 'Location Tags'?

Cancel i

Other options
e Optionally, select the check boxes beside Available to Sell, Viewable by
Site Customers, Unlimited Quantity, or Available for Backorder.

Pricing

In the Pricing section, name the List Price and Unit Cost.

Pricing

List Price

Unit Cost

Measure

each

Order Minimum

1

Order Increment

1

User-defined Price

Optionally, add Measure, Order Minimum, Order Increment, and click the check
box beside Order Increment.
Optionally, select the check box beside User-defined Price.
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Shipping

e Optionally, in the Shipping section, add Handling Charges, Height, Width, Length

and Weight.

Shipping

Handling Charges

Height (inches)
[ 1
Width (inches)
|1
Length (inches)
|

Weight (pounds)

Free Shipping
Self-shippable

e Optionally, select the check boxes beside Free Shipping and Self-shippable.
Attributes — SKU Details

e Optionally, at the bottom of the SKU Details page, click Add Attributes.

Add Attribute(s)

e Onthe Add Attributes page, select a category from the Categories panel.
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Add Attributes

Categories Product Attributes Q Selected Items Reorder
Contact Attributes 1-2002 Home x
Customer Aributes

Dimensions x
Ordor Atiriutes Category Type: Enumorated
Ordor lam Rano keas %

Type Type: Enumerated

Product indo Tabs b

Yoo x
Spocfcation
Social
So
Product Category
Request a Quote
Loads
QA Test 101
PercyAtiributes 0211
QA Product Level
QA SKU Level
Blog Content
Madin Atebudae

o 9
£ 1]

e Click Select, or Close to return to the Add Attribute(s) tab.

e On the main SKU Details page, select the values for the Attributes you have chosen.
O Optionally, add more Attributes.
e Click Save SKU.

Images
e Under the Images tab, on the Product Images page, select an image from your list.
O Optionally, you can Reorder or Sort your list; or determine how many items to
show.

Reorder ‘ Sort + Show v 1-6

Title

| Last Modified

Reorder Sort ¥ Show ¥ | 1-60f6
10
20
50

100

O To reorder your list, select your images from the list and use the arrows to
change their position on the page. Click Update.
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Reorder Images

Reorder items to change the precedence of rendered images in frontend

Image Name Size #
other-picture-trames-1149414_640,jpg 34,998.00 KB 2
Stil-other-picture-frames-poster-mockup- 5§5,909.00 KB 3
picture-frame-763299_640.png 228,078.00 KB 5
frames-1501815_640.png 99,220.00 KB 6
teapot-frame-1395127_640.png 346,643.00 KB 7

O Inthe Reorder Images dialog, click Close.

Add a new image

e To Add a New Image to your list, click Add New Image.
o You have the option of adding a Single Image or Multiple Images.

'™ Black photo frames Product Catalog

GeneraiDotals | SKUs m Navigaton Categories | Related Products

Reorder

Single Image

Multiple Images No images found!

e If you choose Multiple Images, in the File Uploader dialog, click the
folder icon to Browse for images in your files.

File Uploader

Existing files with same name will be overwritten.

v

Close

e Inthe Upload Summary dialog, click Close.
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Upload Summary

2 files uploaded successfully.

Close

e If you choose Single Image, on the Product Image Details page, click

on the folder icon to browse for an image. The name of the file is

automatically populated as the Title of the photo.

Product Image Details

File Name

Title

Description

Tooltip

Shared with child sites

[ picture-frame-763299_640.png

l picture-frame-763299_640.png

Apply To
B x @ Al SKUs Specific SKUs

[CC Save

SKUs.

e C(Click Save, or Close to return to the product page for the option of

adding more images.

Edit an image

Optionally, give the image a description.
Optionally, provide a Tooltip.

Optionally, select the check box Shared with child sites.
Optionally, under “Apply To”, select All SKUs or Specific

e Optionally, select an image from the list and click Edit.

# Edit

i Delete

e Onthe Product Image Details page, make revisions or additions.

Click Save, or Close to return to the Product page.
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Delete an image

e Optionally, select an image from the list and click Delete.

“+Add New Image ~ P QLI

e Inthe Confirm dialog, click Confirm, or Cancel to return to the Product page.

Are you sure you want to delete this image?

Navigation Categories
Under the Navigation Categories tab, you have the option of viewing or removing
navigation categories.

Remove a category

e C(lick on the Category.
o Click Exclude from Navigation Category

'™ Duvet Product Catalog

General Details ~ SKUs  Images. Sl Related Products

| Exclude from Navigation Category 1-30f3
Accessories Included

Included

Customer Success

Products Included

Related Products
e Under the Related Products tab, select a Relation Type.

Relation Type
r
—— |
Cross Sell

Up Sell

e Inthe Products field, click the folder icon to select Products.

Products
Sel i =

e Onthe Select Product page, from Product Types, make a selection.

38
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e From the panel on the right, select the related products.

In the Selected Items panel on the far right, click Select; or Close to return to the Product

Select Product
Product Types Q Selected Items Reorder
1-100012 < » PO Coes x
Hene Shower Curtain x
»  Womens Pillow(# Modified: 11/7/16, 11:19 AM
Bathmat x
Apron(Z Modified: 4/11/17, 1220 AM
Best Sellers.
On Sale Shower Curtain (7' Modified: 11/7/16, 11:13 AM
Accessories
Bathmat (7' Modified: 11/8/16, 12:31 PM
PercyProduct
Fishing gear Black Mug @ Modified: 11/8/16, 12:48 PM
Duvet# Modified: 11/8/16, 12:57 PM
Pillow Case 7' Modified: 11/8/16, 1:10 PM
Plain Mug (7 Modified: 11/8/16, 1:12 PM
Travel Mug (2 Modified: 11/8/16, 121 PM

Close

e Onthe product page, click Save.

Delete a Product
On the Product Catalog page, in the Product Types panel, select a Product Type.
In the panel on the right, select a product.

e (lick Delete.

# Edit Product @ Delete More ~

e Inthe Confirm dialog, click Confirm.

Are you sure you want to delete the product 'Black Long Sleeve Shirt'?

Cancel

Translate a Product
In the Product panel, select a product.

At the top of the Product panel, In the row of icons, use the “More” dropdown arrow to select
Submit for Translation or View Translation Status.
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¢ Edit Product @ Delete MoreEl

View SKUs

Women's T-Shirt

y . . Manage Language Variants
womens/id-women-tshirt/womens-t-shirt (£

+ Submit for Translation

Pajamas
womens/id-pajamas/pajamas &'

. View Translation Status

Submit for Translation

If you choose Submit for Translation, in the Submit for Translation dialog, in the Targets field, click
the folder icon.

Submit for Translation

Select target(s) and submit to add to translation queue.
Document status can be tracked from 'Translation Activity' screen.

Targets

Close

On the Select Site List page, choose a site or sites.

Select Site List

Site Lists r Q Selected ltems
mr 2 I IR CE-German x
All Child Sites Modified: 8/4/17, 11:02 AM
Site 104 Modified: 3/2/20, 2:37 PM
Site 164 Modified: 3/2/20, 3:46 PM

Close
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e Inthe Selected Items panel, click Select.
e On the Submit for Translation dialog, click Submit.

Submit for Translation

Select target(s) and submit to add to translation queue.

Document status can be tracked from 'Translation Activity' screen.

Targets
1 item selected =
Selected Items
CE-German x

Close

View Translation Status

e Ifyou select View Translation Status, you’ll see at a glance the status of your variant sites.

1-20f2

Site Locale Status Submitted Updated
CE-German de-DE Ready for translation 2/21/20, 9:53 PM
France fr-FR Not translated

Store Manager — Store (continued)
Import Products

Organize your products with their elements and data in your own database.

e Under Store Manager — Store, select Import Products.
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Store Manager Reports Administr

Store Customer Service

Product Catalog Orders

Import Products Coupons

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews
Price Sets

Bundles

e At the top of the Import Products section, click a tab to import particular data in regard to your
products.

Excel Files Load Excel Data Import To Site Export to Excel File Delete Current Products

e Under the Excel Files tab, on the Current Files page, delete or download files from a list, or click
Choose File to upload a file.

Current Files

Delete Download BlankProductimportWithRequiredFieldLengths.xIsx
Delete Download Danielle-Fence-Import-5.16.16-MLv1.7 .xIsx

Delete Download Productimport.xlsx

File location: D:\Projects\BridgelineDemo\fhealy\CMS\\File Library\Productimport\

Choose File No file chosen

e Under the Load Excel Data tab, on the “Select Files and Actions” page, select the relevant check
boxes, and click Load Excel Data.
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Select Files to Process
BlankProductimportWithRequiredFieldLengths.xIsx
Danielle-Fence-Import-5.16.16-MLv1.7 .xIsx

v Productimport.xIsx

Select Actions to Perform
¥ Load Attributes
Load Product Types
Load Products
¥/ Load SKUs
Load Product Attributes
Load Related Products
¥ Load Images
Load Pricesets

Load Priceset SKUs

Load Excel Data

Under the Import to [Site] tab, in the Select Actions to Perform list, select the relevant
checkboxes. Click Import to [Site].

Select Actions to Perform
¢ Import Attributes

Import Product Types
¥ Import Products

Import Related Products

Import Images

Import Pricesets

Under the Export to Excel File, on the Export Products page, you can export your products in an

Excel file to your computer. Click Export Products.

Export Products
File Location: D:\Projects\BridgelineDemo\fhealy\CMS\\File Library\Productimport\

File Name: ProductExport_20190912.xIsx

Export Products

Under the Delete Current Products tab, on the Delete ALL Products page, click Delete ALL
Products.
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Delete ALL Products

Database location: localhost / fhealy

Delete ALL Products

You will be prompted to confirm.

Delete ALL products?

Cance “

Navigation Categories

Determine the primary navigation of your site by adding menus that relate to your site.

If Product View is enabled, a search panel allows you to filter pages under a selected menu node

or product.

@ Product View

Enter keywords to filter

Sort ¥ Show ¥ 1-500f50

4

Manage Navigation Categories

Under Store Manager — Store, click Navigation Categories.
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Store Manager Reports Administr|

Store Customer Service
Product Catalog Orders
Import Products Coupons

I Navigation Categoriesl Returns

Attributes Payments & Refunds
Features Product Reviews
Price Sets

Bundles

On the left side of the page, in the Navigation Categories panel, create your site’s sections.

«5 Navigation Categories

g .-

Expand All»

¥ Demo Site
Unassigned
¥ Primary Navigation

A4 Our Company

Mission

Add a Navigation Category

To add a section or menu item, click the Add icon.

On the Add New Menu page, enter a Menu Name. The Menu Name automatically populates URL

Friendly Name.
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Add New Menu

Menu Name Target
URL Friendly Name Template
CSS Class Security levels
=
Description Propagate Security Level to all sub-menu items.
Workflows
=
Sak Manis i ok Propagate Workflow to ali sub-menu items.
Menu is live Distribution Targets
1 item selected =
Menu is hidden from navigation and can only be accessed directly by URL ;
Exclude from search engines, robots.txt and sitemap.xmi
v Selected ltems.
W Allow access in children sites All Chid Sites x
Close &

e Optionally, fill in the CSS Class field.
Optionally, fill in the Description field.
Optionally, select check boxes for
Set Menu as home
Menu is live
Menu is hidden from navigation and can only be accessed directly by URL
Exclude from search engines, robots.txt and sitemap.xml
Allow access in children sites

Propagate Workflow to all sub-menu items

Target
e Optionally, in the Target field, using the dropdown arrow, select a Target.

o Ifyou choose Page, File, Other Menu Item, External URL, Internal URL, or Mail to
in the Target URL field, click the folder icon to select a page.

Target

’ Page B

E];

Target Url

o If you choose Product List in the Target field, in the Template field, use the arrow
to select a Template from the list.
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Target

Product List -

Template

[ - Select Template - B]

Security Levels

e Optionally, in the Security Levels field, click the folder icon.

Security levels

=]

e On the Security Levels page, under Security Levels, select a Security Level from the

list.
Select Security Level
Security Levels Q Selected Items Reorder
e P B Commerce Customer x
Press x
Commerce Customer Modified: 2/9/16, 9:13 PM
Preferred Customer Modified: 2/9/16, 9:13 PM
Employee Modified: 2/9/16, 9:13 PM
wvimMB Modified: 8/10/16, 2:19 PM

Add, Edit, Delete Security Levels

e Optionally, on the Select Security Level page, under Security Levels, click Add
Security Level.

Select Security Level

Security Levels

# Edit Security level @ Delete 1-6016

47
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In the Security Level Details dialog, create a Title for the Security Level. Optionally,

create a Description.

Security Level Details

Title

ﬁ WVIMB

Description

Close

Click Save; or Close to return to Security Levels.

Optionally, on the Select Security Level page, under Security Levels, select a Security

Level and click Edit Security Level.

Select Security Level

Security Levels

# Edit Security level | @ Delete

In the Security Level Details dialog, make your addition or revision. Click Save; or

Close to return to Security Levels.

Security Level Details

Title

ﬂ WviMB

Description

Close

Optionally, on the Select Security Level page, under Security Levels, click Delete to

remove a Security Level.
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Select Security Level

Security Levels

Sy vt 1-sote

e In the Confirm dialog, click Confirm; or Cancel to return to Security Levels.

Are you sure you want to delete Tourists'?

Cancel

e When you have chosen your Security Levels, in the Selected Items panel, click Select,
or Close to return to Add New Menu.

Workflows

e Optionally, in the Workflows field, click the folder icon.

=]

Workflows

e On the Select Workflow page, select a Workflow from your list.

Select Workflow

Workflows Q Selected ltems

CE Tost Workfiow A x
CE Test Workflow A Modifled: 8/11/18, 11:37 PM

QAWorkflow0326 Modified: ¥27/19, 1205 AM

e Inthe Selected Items panel, click Select, or Close to return to Add New Menu.
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Workflow options

e Optionally, select the check box to Propagate Security Level to all sub-menu items.
e Optionally, select the check box to Propagate Workflow to all sub-menu items.
e In the Distribution Targets field, click the folder icon.

Distribution Targets

[=]

On the Select Site List, select a site or sites.

e Inthe Selected Items panel, click Select, or Close to return to the Add New Menu page.

Edit a Navigation category

e On the Navigation Categories page, in the categories panel, select a category.

o C(lick the Edit icon.

| 4 i v

e On the Edit Menu Details page, make revisions or additions.
Click Save Menu, or Close to return to Navigation Categories.

Edit Menu Details

Menu Name Target

I Our Company Product List -
URL Friendly Name Template
[— .
css Class Security levels

1 item selected =

Description Propagate Security Level 10 all sub-menu items.

Our Company Workflows

Set Menu as home Propagate Workflow to all sub-menu items.
M Menu is live
Menu is hidden from navigation and can only be accessed directly by URL

Exclude from search engines, robots.txt and sitemap.xm|

Delete a Navigation Category

e Optionally, to delete a menu item, click the delete icon.
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Determine visibility

e Optionally, to make the status of a menu visible or invisible, click the dropdown
arrow to select Make Invisible/Make Visible.

* Make Invisible

View Translation Status

View Translation Status

Use the small arrow to select View Translation Status.

B[

Make Invisible

« View Translation Status

Add a page to a Navigation Category

On the Navigation Categories page, from the panel on the left, select a category.
In the panel on the right, click Add New Page.

|r!1 Navigation Categories O P
n 72| e~ Our Company & & = Q
Expand All» 4 Add New Page Status *+ Sot v+ Show v 1-20f2 « »
~  Primary Navigation Our strengths % Template: Home | Status: Draft
2 our-companylour-strengths Modified: 10/11/19, 2:39 PM by Healy, Francie
Wession International features Template: Home | Status: Draft
Innovation Blog our-company/international-features Modified: 10/11/13, 2:47 PM by Healy, Francie

e Onthe New Page, enter a Page Name.
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Add New Page

Page Name

Search

Attributes.

BN  Securty & Setings.

[ wrtor woae
URL Friendty Name
o

Description
Title Tag
H1 Tag

Template

Product Lising
Keywords
A Descriptive Metadata

Other Metadata

Tags

Insert Dynamic Token

Insort Dynamic Toren

O Optionally, add a Description.

In the Template field, in the dropdown menu, select a Template.

Template

v - Select Template -

Account - Address Book
Account - Orders Listing
Account - Payment Methods
Account - Profile

Account - Wishlists

Blog Listing

Blog Post

Checkout - Order Confirmation
Checkout - Payment
Checkout - Review Order
Checkout - Shipping
Checkout - Shopping Cart
Customer Registration
Home

Interior

Landing

Lead Form Landing Page
Login

Order Detail

Payment Method List
Product Detail

Product Listing

Product Search
SearchTemplate

Tags

Optionally, in the Tags field, click the folder icon.

Tags

Select Tags

v

O Onthe Select Tags page, select a category. Under Selected Items, click Select; or

Close to return to Add New Page.
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Select Tags

n /s 8 Selected Items
Winter x
»  News Category Kids x
» Blog
> LocatonTags Nature x
v QATags Back to School x
QA File Tag
Outside gear
v Kids . d
Back to School
- =
v Winler
Nature
-

O Toadd a Tag to a category, click the Add icon.

O Inthe Details dialog, add your information. Click Save, or Close to return to Select

Tags.
[ B
Close su
Edit a Tag

O To edita Tagin a category, click the Edit icon.

Bl
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O Inthe Details dialog, make your revision. Click Save, or Close to return to Select

Tags.
[ %
Delete a Tag

O To delete a Tag, click the Delete icon.

0 Inthe Confirm dialog, click Confirm; or Cancel to return to Select Tags.

Are you sure you want to delete the 'Location Tags'?

Cancel

Page Sections

® There are four sections to Add New Page under the tabs SEO Properties; Security
& Settings; Search; and Attributes.

Add New Page

Page Name CIoR TNl Security & Settings =~ Search  Attributes

SEO Properties

= Under the SEO Properties tag, the Page Name you have chosen automatically
populates the URL Friendly Name field. There are more options, however.
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Add New Page

Fage Nare ROl Security & Settings | Search  Attributes
URL Friendly Name
Connect this Page to Menu I R
Description
{ Title Tag
Part of our Back to School promotions
: 4 H1 Tag
Template
l Product Listing -
Keywords Insert Dynamic Token
Descriptive Metadata Insert Dynamic Token
Other Metadata
Tags
2 items selected =
O Optionally, fill in the tag fields.
O Optionally, enter Keywords.
O Optionally, enter descriptive Metadata and Other Metadata.
O Click Save Page & View in Editor, or Save Page.
O Alternately, click Close to return to Navigation Categories.

Security & Settings
Security Levels

e Inthe Security Levels field, click the folder icon.

Security levels

[=]

e Onthe Security Levels page, select a Security Level or levels.
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Select Security Level

Security Levels Q Selected Items Reorder

eus Preferred Customer x

Commerce Customer Modified: 2/9/16, 9:13 PM
Preferred Customer Modified: 2/9/16, 9:13 PM
Press Modified: 2/9/16, 9:13 PM
WVIMB Modified: 8/10/16, 2:19 PM

L seiect

e Inthe Selected Items panel, click Select, or Close to return to Add New Page.
o Tore-arrange the order of Selected Security Levels in the Selected ltems
panel, click Reorder.

Selected Items Reorder
Commerce Customer x
Preferred Customer x
Employee x
Tourists x

Close

o Inthe Reorder Selected Items dialog, use the arrows to change the order
of the items.
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Reorder Selected Items

Title

Preferred Customer

Commerce Customer

[ - =

P

Employee

Close

o Click Update Sequence, or Close to return to the previous page.
Add a Security Level

e To add a new Security Level, on the Select Security Level page, click

Add Security Level.

Select Security Level

Security Levels

e |nthe Security Level Details dialog, give the new Security Level a
Title, and, optionally, a Description.

Security Level Details

Title

u International Visitors

Description

Close

e C(lick Save.
Custom Styles

e Inthe Custom Styles field, click the folder icon.
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Custom Styles

[]

On the Select Style page, in the Styles panel, select a Style category.

In the panel to the right, select a Style.

In the Selected Items panel on the far right, click Select, or Close to return to
Add New Page.

Custom Scripts

In the Custom Scripts field, click the folder icon.

Custom Scripts

[=]

On the Select Script page, in the Scripts panel, select a Script category.

In the panel to the right, select a Script.

In the Selected Items panel on the far right, click Select, or Close to return to
Add New Page.

Search

Under the Search tab, select a check box beside “Exclude from search
engines, robots.txt and sitemap.xml” or “Exclude from [Site] search”.

SEO Properties  Securty & Settings [ICEUSM  Attributes

Exclude from search engines, robots.tx! and sitemap.xmi

Exclude from IAPPS search

Attributes

Under the Attributes tab, click Add Attribute(s).

SEO Properties Security & Settings Search n:ﬁ!a
Add Attribute(s)
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o Onthe Add Attributes page, select a category from the Categories

panel.
Categories Product Category Q Selected Items Reorder
v AlAttibutes (-20i8 | 4 Womens. x
Site Attibutes v n
Contact Atirbutes Glomens T,
Customer Atributes
Order Atributes Home Type: Enumerated
Order Item
Product Info Tabs
Specificaton
Social
Site
Request a Quot

o Inthe Selected Items panel, click Select, or Close to return to the Add
Attribute(s) tab.
o Onthe new page, in the Attributes fields you have chosen, click the
arrow for a dropdown menu of attributes.

SEO Properties Security & Settings Search Attributes

Mens

q
v -Select-
Shirts
Pants
Accessories

-Select- 4

Add Attribute(s)

Close

o Optionally, click Add Attributes again to select from Categories and
repeat the process.

o Click Save Page & View in Editor, Save Page, or Close to return to
Navigation Categories.

Page options
Edit a page
To edit a page, select a Navigation Category.

Select the page.
_________________________________________________________________________________________________________________________________________________________________________________________________|]
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e Click Edit Page. Use the dropdown arrow to choose to open the page in the Site Editor, or

to Edit Properties.

¢ Edit Page ~ 1 Delete More ~

Open in Site Editor

What we believe ¢ Edit Properties
our-company/mission/\

Delete a page

To delete a page, select a Navigation Category.
Select the page.

Click Delete.

ahead, click Confirm.

Are you sure you want to delete the page - 'What we believe'?

The page is connected to the menu, deleting this page may result in broken navigation links.

Cancel

The More menu
Use the “More” dropdown arrow to:

Connect to/Disconnect from Menu
Publish

Archive

Duplicate Page

Move Page

Assign Tags

View Translation Status

Manage Tracking Codes

Unbound Commerce User Guide
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e Manage Language variants

# EditPage ~ @ Delete More,

L

Disconnect from Menu
Latest News % Publish
resource-center/latest-news/latest-news (2!

Archive

Duplicate Page

Move Page

Assign Tags

Submit for Translation

Connect to Menu

= To connect or disconnect a page from a menu, select Connect to
Menu/Disconnect from Menu. A dialog confirms this.

Connected

The page ‘About Us' connected to menu "Our Company’ successfully.

Close

Publish

= To Publish your page, select Publish. A dialog confirms this.

Published

Page "About Us' published successfully.

Close

Archive

» To archive a page, select Archive. A dialog confirms this.

Are you sure you want to archive the page - ‘Mission'?

Cancel

Duplicate Page

*» Toduplicate the page, select Duplicate Page.
* On Duplicate Page, in the Page Name field, enter a name.
= QOptionally, select:
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Layout Only — Duplicate layout of original page, no content
Shared Content — Duplicate layout of original page, share published
content from original page

o Layout & Content — Duplicate layout and published contents of original
page

o Duplicate SEO details of original page

o Publish the duplicated page

° Click Duplicate.

Duplicate Page

Page Name

Select a Menu l What we do

Description
Unassigned

¥ Primary Navigation
¥ Our Company (1)

URL Friendly Name
Innovation Blog

what-we-do
Locations (1)
Contact Us (2) .
Options

More (1)
»  Solutions (1) @ Layout Only - Duplicate layout of original page, no content
» Resource Center Shared Content - Duplicate layout of original page, share published content from original

page

»  Customer Success
- Dupl i I

»  Products (1) Layout & Content - Duplicate layout and published contents of original page

> QATestviP2

W Ouplicate SEO details of original page

» Blogs (1)

I Pubiish the duplicated pay
» Commerce Navigation v i

Move Page

®= To move a page, select Move Page.
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Move Page: Select Target

Unassigned
» Primary Navigation
-
View Cart (1)
» Checkout
Payment (2)
Order (4)
» My Account (4)
»  Marketier
» Home & Global Pages
» Footer Navigation
»  Footer Utility Navigation
»  Top Utility Navigation

» Search

Close

= |nthe Move Page: Select Target dialog, select a category.
= (Click Move Page.
= Adialog confirms this.

Page Moved

Page 'Mission' moved to 'Our Company' successfully.

Close

O Alternately, click the Add icon to add a targeted category.

Move Page: Select Target

O Inthe Details dialog, enter the new information. Click Save.
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Name

Company Info|

Description

Close

Assign Tags

= To assign tags to the page, select Assign Tags.
= Onthe Assign Tags page, click the Add icon to add a tag, or select one from the

list.
]
Assign Tags
IIE* /s 8 Selected Items
w |APPS Demo Site About Us x

»  News Category
» Blog

»  Location Tags
»  QATags

»  Summer

House and Home

= |nthe Selected Items panel, click Assign Tags.
= QOptionally, use the edit or delete icons to edit or delete tags in the list.

Translation options
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To access Translation options, select Submit for Translation or View Translation
Status.

Note: A page must be published in the parent site before it can be transmitted
for translation. A page with a status of Draft, Archived or In Workflow can’t be
submitted.

If a page submitted for translation doesn’t exist in the variant site, a new page
will be created in the same Menu as in the master/parent site.

If the page does exist in the variant site, the page, along with its properties and
content, will be updated accordingly.

Submit for Translation

= |f you choose Submit for Translation, in the Submit for Translation dialog, in the
Targets field, click the folder icon.

Submit for Translation

Select target(s) and submit to add to translation queue.
Document status can be tracked from 'Translation Activity' screen.

Targets

Close

= Onthe Select Site List page, choose a site or sites.

Select Site List

Site Lists a Selected Items
CEGarman

Al Chid Stes Moditd: 84117 1102 A0

CE-German

St 104

Sie 164

<<<<<

= |nthe Selected Items panel, click Select.

= On the Submit for Translation dialog, click Submit.
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View Translation Status
When you select View Translation Status, you'll see at a glance the status of your
variant sites.

Translation Status

1-20f2

Site Locale Status Submitted Updated
CE-German de-DE Ready for translation 2/21/20, 9:53 PM

France fr-FR Not translated

Manage Tracking Codes

To view or update the sequence of tracking codes, in the More dropdown menu,
select Manage Tracking Codes.

On the Tracking Codes page, click Add New Code.

In the Tracking Code dialog, enter a Title, Code, and Location.

Click Save.

Alternately, select a code from the list.

Click Update Sequence.

Optionally, reorder codes. In the Tracking Code Sequence dialog, select a code.
Use the arrows at the right to move it up or down in the list.

Click Update Sequence, or Close.

Tracking Code Sequence

Reorder items 1o change the order of codes.

Title Location L
Women's summer wear Head End 1
Winter boots Head End 2

Black photo frames Hoad End 3

On the Tracking Codes page, click Save.
Optionally, to make revisions to a code, click Edit Code.
Optionally, to remove a code, click Delete.

Manage Language Variants
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e Toview or update Language Variants, in the More dropdown menu, select
Language Variants.
e Optionally, on the Language Variants page, click Add New Variant.

Language Variants

1-20f2 «

URL Type Culture
hitps://master.stage.demo.iapps.com/solutions Automatic en-US
hitps:/imaster.stage.demo.iapps.com/v7p2/solutions Automatic es-CO

e Inthe Language Variant dialog, enter Variant Type, URL, and Culture.

Language Variant

Variant Type

(
I Manual -

URL

Culture

Close

Click Save.
On the Language Variants page, click Close.

Filters, Facets and Related Products

Note: In order to Manage Filters, Facets and Related Products, make sure Product View, on the upper
right hand side of the Navigation Categories page, is enabled.

@ Product View

e Onthe Navigation Categories page, in the panel on the left, select a main category.

e Inthe panel on the right, click Manage and the arrow for options.

Unbound Commerce User Guide



«5a Navigation Categories

I o >
Expand All»
»  Solutions Filters
» Resource Center Facets
joto-frames ('
»  Customer Success Related Products

v Photo frames

homel/id-ph123456/Photo-frames ('

Best Sellers
On Sale Women's Grey Hoodie

g womens/id-womensgrey1/Womens-Grey-Hoodie ('
Accessories

Filters

From the Manage dropdown menu, select Filters.
On the Navigation Category Filter page, using the “Select” dropdown
menu, choose Attributes, Product Information or Product Type.

- Select - v

Attributes
Product Information
Product Type

To add more filters, click the plus sign.

Navigation Category Filter

o

Click Or or And for each.

Navigation Category Filter

I ®ln s n

[ st you ey . e ja

MO

[oacsimimt ¢

Unbound Commerce User Guide

68



In the Determine your operator field, select Equals or Not Equal to.

a-
, ‘

+ 8.
Equais v
e

Alternately, where relevant, in the Determine your operator field, select: Contains; Does not
Contain; Equals; Does Not Equal.

’
J
Contains
Does Not Contain
Equals
Not Equal to

In the Select Producttype field, click the folder icon.

Determine your operator

Equals -
v Not Equal to I t E x
.

In the Select Target dialog, choose a target. Click Select.

Select Target

Mens
‘=

outerwear
Umbrellas
Jackets

Home

Best Sellers

On Sale

Accessories

PercyProduct

Fishing gear

Optionally, Sort filters by Created Date, Price, or Top Seller.
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Sort By

q

v Created Date

Price
Top Seller

Optionally, Sort the order of filters by Ascending or Descending.

Sort Order
Ascending

A

Click Save.

Optionally, click Preview Products to see a full list.

Navigation Category Preview

1-100f10 « »
Title Unique Identifier Status Last Modified
Women's Grey Hoodie womensgrey1 Active 11/08/2016
Women's Blue T-shirt womenbluetshirt1 Active 11/08/2016
Tote Bag totebag Active 11/08/2016
Necklace Square 7745662 Active 11/08/2016
Necklace 0003356 Active 11/08/2016
Charm 10212121 Active 11/08/2016
Tote Bag tote-bag Active 10/24/2016
Tanktop tanktop Active 06/17/2016
Pajamas pajamas Inactive 06/17/2016
Women's T-Shirt 'women-tshirt Active 06/17/2016
Close
Facets

From the Manage dropdown menu, select Facets.
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«a Navigation Categories

Expand All»

# Edit WDelete  More v

Filters

» Resource Center
Facets

- v
»  Customer Success S08pLS

Related Products
v Froducts Lavender Oatmeal Soap
Best Sellers mens/id-lvs002/Lavender-Oatmeal-Soap ('
On Sale . .
- Zip Hoodie

Accessories mens/id-ziphoodie1/Zip-Hoodie ('

e |nthe Facets dialog, use the arrows at the right to reorder items, or click the x to remove an item.

Attribute Name Facet Name

Category Categories:

Color Color x
Size Size x

Close

e To add a Facet, click the Add icon.
e |nthe Select Attribute field, select an Attribute from the dropdown list.

Select Facet

Attribute Name Facet Name

Product Size Available Sizes:

e Select the Attribute. In the Select Facet dialog, select the Attribute. Click Select.

Select Facet

Color -

Attribute Name Facet Name

Color Available Colors

Close

e Keep adding Attributes as required. Click Save.
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Attribute Name Facet Name Action
Type For; x
Material Material x
Size Size x
Home Category x

e \When you click Save, a Success dialog appears.

Facets updated successfully

Close

Related Products

e From the Manage dropdown list, select Related Products.

«ts Navigation Categories

4 i} -
Expand All» #Edit  @Delete  More ~
e |
Contact Us Filters
Facets
_Cufflinks- (7
»  Solutions Related Products Rors-Cikinks-+

» Resource Center Laptop Case
» Customer Success mens/id-121212148/Laptop-Case '

¥ Products

iPhone Case
Best Sellers mens/id-0088787814/iPhone-Case (7'
(=] —

Accessories

mens/id-98887756/Cufflinks- ('

e Inthe Relation Type field, click the arrow to choose Cross Sell or Up Sell.

Related Products

Relation Type

v
Cross Sell
Up Sell

Close
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On the Related Products page (Cross Sell or Up Sell), in the field at the top, use the dropdown
arrow to choose Attributes, Product Information, or Product Type.

f
v - Select -
Attributes

Product Information
Product Type

Attributes

o If you choose Attributes, click the folder icon to select an attribute.

Related Products - Cross Sell

On the Select Attribute page, in the Categories panel, select a Category.
o Inthe Product Category panel, select a product category.

Select Attribute

Categories Product Category Q

v AllAtiibutes T
Site Attributes
Page Altributes Mens Type: Enumerated

Contact Attribut
tact Attributes o Type: Enumerated

Customer Attributes
Order Attributes Home Type: Enumerated
Order ltem

Product Info Tabs

Specification

Social

Site

Request a Quote

Leads

Product Attributes

Close [

Click Select.
o To add more Attributes, click the plus sign.
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Navigation Category Filter

o

o Click Or or And for each.

Navigation Category Filter

o m

[ seot o s

B~

rr——

e "

o Inthe Determine your operator field, select Equals or Not Equal to.

a-

Equais
Not Equal to

o Alternately, where relevant, in the Determine your operator field, select: Contains; Does

not Contain; Equals; Does Not Equal.

f
J
Contains
Does Not Contain
Equals
Not Equal to

o To add more Attributes, click the Add icon.

+ i

o Alternately, click the Delete icon to remove an Attribute.

+ i
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o Optionally, Sort filters by Created Date, Price, or Top Seller.

Sort By

q
Creeane ]

Price
Top Seller

o Optionally, Sort the order of filters by Ascending or Descending.

Sort Order
Ascending 1

q

o Click Save.

e Optionally, click Preview Products to see a full list.

Navigation Category Preview

1-100f10 « »

Title Unique Identifier Status Last Modified
Women's Grey Hoodie womensgrey1 Active 11/08/2016
Women's Blue T-shirt womenbluetshirt1 Active 11/08/2016
Tote Bag totebag Active 11/08/2016
Necklace Square 7745662 Active 11/08/2016
Necklace 0003356 Active 11/08/2016
Charm 10212121 Active 11/08/2016
Tote Bag tote-bag Active 10/24/2016
Tanktop tanktop Active 06/17/2016
Pajamas pajamas Inactive 06/17/2016
Women's T-Shirt women-tshirt Active 06/17/2016

Close

e  Optionally, click Close to return to Navigation Categories, or Preview Products to
see all the items in this category.

Product Information

o If you choose Product Information, in the Select your property field, use the arrow to
select a property from the dropdown menu.
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Related Products - Cross Sell

v Select your property +/l8im
Title
Unique Identifier
Is Active
Promote as New ftem
Promote as Top Seller
Exclude from Discounts
Exclude from Shipping Promotions
Freight
Refundable
Tax Exempt
is Bundle
Long Description

Sonay Sort Order Maximum Items
Created Date v | Descending
Close

o Onthe Related Products page, in the Determine your operator field, use the dropdown
arrow to make a selection in relation to the property you have chosen.

Related Products - Cross Sell

f
W Promote as Top Seller v v Determine your operator
lated Products - Cross Sell

{
Long Description v v Determine your operator —]

Contains

Does Not Contain
Equals

Not Equal to

o Inthe next field, select or add as appropriate.

Related Products - Cross Sell

«
Promote as Top Seller . Equals v v - Select - J
Yes
No

o To add more properties in Product Information, click the Add icon.

+ i

o Alternately, to remove a Property, click the Delete icon.
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o With each property, select Or or And.

Related Products - Up Sell

I Promote as New Item - [ Equals - I Yes - e M

ITaxExﬁmm - [Equals - INo - + | & )82

Filter Expression

|1ANDZ

Q

Sort By Sort Order Maximum Items.

| Created Date - Descending

o p—y .. |

o Optionally, Sort filters by Created Date, Price, or Top Seller.

Sort By
a
_ Created Date J
Price
Top Seller

o Optionally, Sort the order of filters by Ascending or Descending.

Sort Order
Ascending
]
R —

o Optionally, in the Maximum Items field, use the arrows to determine the number of
items.

Maximum Iltems

12 B’
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o Click Save.

e Optionally, click Preview Products to see a full list.

Navigation Category Preview

Title Unique Identifier
‘Women's Grey Hoodie womensgrey1
Women's Blue T-shirt womenbluetshirt1
Tote Bag totebag

Necklace Square 7745662
Necklace 0003356

Charm 10212121

Tote Bag tote-bag

Tanktop tanktop

Pajamas pajamas
Women's T-Shirt women-tshirt

Status
Active
Active
Active
Active
Active
Active
Active
Active
Inactive

Active

1-100f 10

Last Modified
11/08/2016
11/08/2016
11/08/2016
11/08/2016
11/08/2016
11/08/2016
10/24/2016
06/17/2016
06/17/2016

06/17/2016

Close

e Optionally, click Close to return to Navigation Categories, or Preview Products to

see all the items in this category.

Product Type

o If you choose Product Type, in the Determine your operator field, use the arrow to make

your selection.

Determine your operator
v Equals
Not Equal to

o Inthe Select Producttype field, click the folder icon.

Select Productty = X

o Inthe Select Target dialog, choose a product type. Click Select.
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Select Target

Mens

» Womens
Best Sellers
On Sale
Accessories
PercyProduct

Fishing gear

Close

On the Related Products page, click Save.

o

o

Alternately, to add more Product Types, click the Add icon.

+ i

o Alternately, click the Delete icon to remove a Product Type.

+ i

o With each Product Type, select Or or And.
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Related Products - Up Sell

I Equals - I Home s x .

a-

IEquals - [Acoessones s x * J| & jis2

Filter Expression

Q

||0R2

Sort By Sort Order Maximum Items

| Created Date - Descending

Rl ..

o Optionally, Sort filters by Created Date, Price, or Top Seller.

Sort By

q
v Created Date J

Price
Top Seller

o Optionally, Sort the order of filters by Ascending or Descending.

Sort Order
Ascending
]
= —

o Click Save.

e Optionally, click Preview Products to see a full list.
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Navigation Category Preview

1-100f 10
Title Unique Identifier Status Last Modified
Women's Grey Hoodie womensgrey1 Active 11/08/2016
Women's Blue T-shirt womenbluetshirt1 Active 1110812016
Tote Bag totebag Active 11/08/2016
Necklace Square 7745662 Active 11/08/2016
Necklace 0003356 Active 11/08/2016
Charm 10212121 Active 11/08/2016
Tote Bag tote-bag Active 10/242016
Tanktop tanktop Active 06/17/2016
Pajamas pajamas Inactive 06/17/2016
Women's T-Shirt women-tshirt Active 06/17/2016

Close

e Optionally, click Close to return to Navigation Categories, or Preview Products to
see all the items in this category.

Attributes

e Manage all the Attributes you want on your site.
A search panel helps you to find your Attributes by Keyword or by using the Sort or Show menus.

Sort ¥ Show ¥ 1-500f50

® You can manage them according to Categories — for example: Site, Page, Customer, Product and
Order Attributes and so on. You can also create Attributes by size, color, social media and others.

Manage Attributes

e Under Store Manager — Store, select Attributes.

Unbound Commerce User Guide 81



Store Manager Reports Administra
Store Customer Service
Product Catalog Orders

Import Products Coupons

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews

Price Sets

Bundles

e Inthe Categories panel, select a category.
e Optionally, use the add, edit and delete icons to add, edit or delete a category.

& Manage Attributes

B -

Categories

Add a New Attribute
e Onthe panel to the right, click Add New Attribute.

¢ Manage Attributes
B - All Attributes ST 8
Categories Sort v  Show v 1-480f48 « »

Al Attributes Others

Site Attributes

Type: Enumerated
Modified: 2/9/16, 9:14 PM by |, IAppsSystemUser
Page Attributes Size Type: Enumerated

Modified: 2/19/16, 2:18 PM by |, IAppsSystemUser
Contact Attributes

Customer Attributes Color Type: Enumerated

Modified: 2/19/16, 2:19 PM by |, IAppsSystemUser
Order Attributes
Order ltem Facebook URL Type: String

Modified: 3/3/16, 6:24 PM by |, IAppsSystemUser
Product Info Tabs
Specification Twitter URL Type: String
5 Modified: 3/3/16, 6:27 PM by I, IAppsSystemUser
Social
e LinkedIn URL Type: String
Modified: 3/3/16, 6:27 PM by |, IAppsSystemUser

e On the Attribute Details page, enter a Title.
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Attribute Details

» .|
Type
Description ' Suing P
Validation
- Select - > 4
Code
Allow multiple values
Categories
1 item selocted =
Options
Faceted
Searchable
Personaiizable
Close

O Optionally, provide a description and code.
O Optionally, in the Categories field, click the folder icon.
m  Onthe Select Categories page, under Attribute Categories, make your selection.

Select Categories

Attribute Categories Q Selected Items Reorder
(o Outof Stock x
Customer Attibutes x
Site Attributes Modified: 2123/19, 6:29 PM
Page Atributes x
Page Attributes Modified: 2/23/19, 6:29 PM
Social x
Contact Attributes Modified: 2123119, 6:29 PM
Customer Attributes Modified: 2/9/16, 9:14 PM
Order Attributes Modified: 2/9/16, 9:14 PM
Order Item Modified: 2/23/19, 6:29 PM
Product Info Tabs Modified: 2/19/16, 2:11 PM
Specification Modified: 2/19/16, 2:14 PM
Social Modified: 313/16, 6:24 PM
Close [, et |
]

m Inthe panel on the right, under Selected Items, click Select, or Close to return to
the Manage Attributes page.

Attribute Options

Optionally, select the check boxes beside Faceted, Searchable, Personalizable.
m  Under the Details tab on the Attribute Details page, in the Type field, use the

dropdown arrow to make your selection.
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Type

£

v String
Integer
Decimal
Boolean
Date
HTML
File Upload
Page Library
Content Library
Asset Library File
Image Library
Enumerated

m Inthe Validation field, use the dropdown arrow to make your selection.

Validation

.
v Email [
US Phone Number b
URL
US Social Security number
- Select -

m  Optionally, select the check box beside Allow multiple values.
Optionally, on the Attributes Details page, under the Facets tab, enter the
information.
Click Save, or Close to return to the Manage Attributes page.
Optionally, on the Attributes Details page, under the Facets tab, enter the
information.

Edit an Attribute
e Onthe Manage Attributes page, in the panel on the left, select a category.
e Inthe panel on the right, click Edit.

Site Attributes

+ Add New Attribute # Edit @ Delete

e On the Attribute Details page, make any revisions.
e (lick Save.

Delete an Attribute
e Onthe Manage Attributes page, in the panel on the left, select a category.
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In the panel on the right, click Delete.

All Attributes

@ Delete

In the Confirm dialog, click Confirm.

More Attribute options

On the Manage Attributes page, in the panel on the left, select a category.

In the panel on the right, click the More dropdown menu to select Submit for Translation or View
Translation Status.

& Edit 1 Delete More E

Submit for Translation

View Translation Status

Submit for Translation
In the Submit for Translation dialog, in the Targets field, click the folder icon.

Submit for Translation

Select target(s) and submit to add to translation queue.
Document status can be tracked from 'Translation Activity' screen.

Targets

[~]

Close

On the Select Site List page, select a site.
In the Selected items panel on the right, click Select.

Select Site List

Site Lists Q Selected Items
CE-German x

1-20f2

All Child Sites Modified: 8/4/17, 11:02 AM

CE-German Modified: 2/5/20, 9:20 AM
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e |nthe Submit for Translation dialog, click Submit.

Submit for Translation

Select target(s) and submit to add to translation queue.
Document status can be tracked from 'Translation Activity' screen.

Targets

v

1 item selected

Selected Items

CE-German x

Close

View Translation Status
e To see the status of your translation(s), using the More dropdown menu, select View Translation

Status.
Translation Status
1-20f2
Site Locale Status Submitted Updated
CE-German de-DE Ready for translation 2/21/20, 9:53 PM
France fr-FR Not translated
Features

Features are a way to sell more products by highlighting categories of products. A set of Features
highlighted on the main store page might include, for example:

Manager’s Special
Top Sellers
Bargain Basement

Hot New Products
Manage features using items in your Product Catalog.

e Asearch panel helps you to find your orders by Keyword or by using the Status, Sort and Show
menus.
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Enter keywords to filter

Status ¥ Sort ¥ Show ~

1-90f9

4

»

Create a new Feature

Under Store Manager — Store, select Features.

Store Manager

Store

Product Catalog

Import Products

Attributes

Features

Price Sets

Bundles

Reports Administr]
Customer Service
Orders
Coupons

Navigation Categories  Returns

Payments & Refunds

Product Reviews

On the Manage Features page, click Add Feature.

% Manage Features

Features

Name.
Top Sellers

New Products
Moving Brand
Stock Clearance
Home Features
Featured Products
Home specials
Women's wear

Winter specials

Description
Top Sellers Auto

New Products Auto
Moving Brand Manual
Stock Clearance Manual
Top Products

Testing Featured

Home decor

Seasonal clothing

Clothing and home decor with a winter theme

Status v Sort v Show » 1-90f9 « »

Type Status
Auto Top Seller Active
Auto New Products Active
Manual Active
Manual Active
Manual Active
Manual Active
Manual Active
Manual Active
Manual Active

O Alternately, to edit a Feature, click Edit Feature.

On the Feature Details page, enter a Name and Description.
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Feature Details

Name

New for kids

Description

| The latest in children's fashions

W Active

Products

Close

Under Products, in the Select Products field, click the folder icon.
On the Select Product page, from the Product Types panel, select a category.
In the product list, select an item or items.

In the Selected Items panel, click Select.

Select Product

Product Types a Selected Items Reorder
¥ 1-30f3 o x
Ve Beach toys x
v Womens Hats(Z' Modifled: 12/13/19, 1:09 PM
Women's Seasonal Woa = Boots x
Beach toys (7' Modified: 12/13/19, 1:12 PM
o Pajamas x
Best Sellers Boots (7 Modifled: 12/13/19, 1:13 PM
On Sale
Accessories

On the Feature Details page, click Save, or Close to return to the Manage Features page.

Edit a Feature

On the Manage Features page, select a Feature from the list.
Click Edit Feature.

& Edit Feature

On the Feature Details page, make any revisions. Click Save, or Close to return to the Manage
Features page.
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Price Sets

® You can establish promotional price sets that are applicable to groups or customer categories for
a specified time.

o Asearch panel helps you to find your orders by Keyword or by using the Sort and Show menus.

Enter keywords to filter Q

Sort ¥ Show v 1-40f4 <« »

Create a Price Set

e Under Store Manager — Store, select Price Sets.

Store Manager Reports Administrz
Store Customer Service
Product Catalog Orders

Import Products Coupons

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews
Bundles

® On the Price Sets page, click Add Price Set.

$ Price Sets
Q
+Add PriceSet Sot v | Show v 1-dof4 ¢ »
Name Start Date End Date Type Is Sale? # Groups. #SKUs
Home Goods 3/18/16 Auto No 1 2
T-Shirts 3/18/16 Manual No 1 4
B28B 2817 Auto No 1 0
PercyPriceSet0223 2/24119 Auto Yes 0 0

® On the Price Set Details page, give the price set a name and determine the Start Date.
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Price Set Details

Name
ﬂ Rainwear
Start Date
ﬂ 11/5/2019 M x
End Date
11/9/2019 i I
Type
Manual v
Groups
3 items selected =
Selected Items
Employees x
Friends & Family x
Frequent Customer x

Is Sale?

Close

Optionally, set the End Date.
Optionally, in the Type field, use the dropdown arrow to determine the Discount

Type.

Type

‘
v % Discount

o

Note: The Discount Type determines some of your options in later steps. Using the More
dropdown menu, if you have selected “Manual” Discount Type, you have the option of
managing SKUs. If you have selected “% Discount” Type, you have the option to Manage
Discount Ranges; or Manage Product Types & SKUs”.

o Optionally, in the Groups field, click the folder icon to select Groups.
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Groups

o Onthe Select Customer Group page, under User Groups, select customer groups.

o Inthe Selected Items panel, click Select; or Close to return to Price Set Details.

Select Customer Group

User Groups

Employees

Gold

Friends & Family

B28

Silver

Frequent Customer

Everyone

Bronze

Modifiod: 2/8/17. 3:16 PM

Modifiod: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Modified: 10/17/19, 7:53 PM

Modified: 2/9/16, 9:13 PM

Modified: 2/0/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

1-100f11 « »

a

Selected Items

Employees.

Friends & Family

Frequent Customer

Reorder

o Optionally, select the check box beside Is Sale?

Click Save.

Edit a Price Set

Select a Price Set and click Edit.

+Add PriceSet | 4=l

it

ame

@ Delete

More ~

Manage SKUs

In the Price Set Details dialog, make any revisions.

Click Save.

Delete a Price Set

Select a Price Set and click Delete.

+Add PriceSet P4

1 Delete

More ~

Manage SKUs
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In the Confirm dialog, click Confirm, or Cancel to return to Price Sets.

Are you sure you want to delete the selected price set?

Cancel

Manage SKUs

If, on the Price Set Details page, you have chosen Manual Discount as your Discount Type, select
a Price Set and, using the More dropdown arrow, select Manage SKUs.

# Edit @Delete | More v

Manage SKUs

On the Manual Price Set — SKUs page, click Add New SKU.

Manual Price Set - SKUs

No items found!

Close

In the Manual Price Set — SKU dialog, in the Select SKU field, click the folder icon.

On the Select SKU page, under Product Types, select a SKU type.

In the SKU list, select an item.

Product Types a
¥ IAPPS Domo Site 1-1001
Mens
¥ Womens Navy Blue Boots (NB123456) Modified: 9/10/19, 5:37 PM

Umibrellas

Jackets

Manage Discount Ranges/Product Types & SKUs

If, on the Price Set Details page, you have chosen % Discount as your Discount Type, select a Price
Set and, using the More dropdown arrow, select Manage Discount Ranges; or Manage Product
Types & SKUs.

Unbound Commerce User Guide 92



@

Home Goods

& Edit @ Delete

More ~

Manage Discount Ranges

Manage Product Types & SKUs

Manage Discount Ranges

o If you choose Manage Discount Ranges, in the Price Set — Discount Ranges dialog,
click Add Range.

Price Set - Discount Ranges

No range found!

o Inthe Price Set — Discount Range dialog, enter Min Quantity and Discount %

Amount.

o Optionally, enter Max Quantity.

Price Set - Discount Range

Min Quantity

Max Quantity

Discount % Amount

Close

o Click Save.

Manage Product Types & SKUs

If you choose Manage Product Types & SKUs, in the Auto Price Set — Product Types &

SKUs dialog, in the Product Types field or SKUs field, click the folder icon.
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Auto Price Set - Product Types & SKUs

Product Types

SKUs

Close

Product Types

o If you select Product Types, on the Select Target page, under Product Types,

select a product type.

* Inthe Selected Items panel, click Select.

Select Target

Product Types

Mens

> Womens
Home
On Sale
Accessories
PercyProduct
Fishing gear

International

Selected Items

On Sale x

Best Sellers x

Close

o Onthe Auto Price Set - Product Types & SKUs page, click Save or Close to return

to the Price Sets page.

Unbound Commerce User Guide

94



Auto Price Set - Product Types & SKUs

Product Types SKUs

3 items selected = =
Selected Items

Home x

Womens x

Children’s x

Close
SKUs

o If you select SKUs, on the Select SKU page, select a product type in the Product

Types panel.

o Select a product from the list.

Select SKU

Product Types Q
. 1-100014
Mens.
> Womens Bathmat (556622331) Modified: 11/816, 931 AM
Black Mug (565841) Modified: 11/2/16, 9:45 AM
Best Selers
On Sale Duvet (98987745) Modified: 21119, 156 PM
Accessres
Flower Vase CE (test-product-0411-home-flower-  Meodified: 4/11/19, 736 AM
OAAUProdCat_cd3aes
vase-sku)
Downioadatée Meda Type
PercyProdType1012 Apron (88552) Modified: 2720119, 529 PM
e Large Apron (88553) Modified: 220119, 529 P

Socoee Equipment

QA Bundie Products Pillow (22487) Modified: 11/7/16, 8:19 AM

Selected Items Reorder
Ouvet x
Agron x
Piiow =

[ aaea |

Ciose

* Inthe Selected Items panel, click Select.

o Onthe Auto Price Set - Product Types & SKUs page, click Save, or Close to return

to the Price Sets page.
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Auto Price Set - Product Types & SKUs

Product Types SKUs
= 3 items selected =
Selected Items
Apron (88552) x
Duvet (98987745) x
Pillow (22487) x

Bundles

You can allow several items to be sold as a set under a new SKU number using Bundles in Store Manager.

e Asearch panel helps you to find your bundles by Keyword or by using the Sort and Show menus.

Sort ¥ Show v 1-40f4

® You can also create new Bundles.

Create and manage Bundles

e Under Store Manager — Customer Service, select Bundles.

Store Manager Reports Administi
Store Customer Service
Product Catalog Orders

Import Products Coupons

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews
Price Sets

Bundles

[
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e On the Bundles page, in the Product Types panel on the left, use the icons at the top of the panel
to add, edit, delete or use translation options for each Type.

Add a Product Type

® Inthe Product Types panel, click the Add icon.

e Onthe Add New Product Type page, in the Title field, enter a title.
O This automatically populates the "URL Friendly Name" field.

Add New Product Type

Title Product Attributes
I Jackets 2 items selected =
Description Selected Items
Womens x
Mens x
SKU Attributes
URL Friendly Name
2 items selected =
I jackets
Selected Items.

Product Display Template
Mens x

Default Product Detail -
Womens x

Default Tax Category

- Select Category - -

Options

M Downloadable Media

Close [

e Optionally, in the Description field, add a description.
e Inthe Product Display Template field, use the arrow to make your selection.

Product Display Template

Default Product Detail

e Optionally, in the Default Tax Category field, use the arrow to make your selection.

Default Tax Category
01 Generic Taxable Product
02 Generic Nem-Tacable Product

Vi

Dowelcadatio Meda

e Optionally, select the check box beside Downloadable Media.
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Product Attributes
O Optionally, click the folder icon in the Product Attributes field.

Product Attributes

On the Select Attribute page, in the Categories panel, select a category.

In the panel on the right, in the Attributes for that category, make your selection.
In the Selected Items panel on the far right, click Select, or Close to return to the
Add New Product Type page.

Select Attribute

Categories Product Attributes Q Selected Items Reorder

v AlAttributes 15518 Color x
Site Attributes
Page Attributes Color Type: Enumerated

Product Size x

Contact Attributes. Type
Product Size Type: Enumerated
Customer Atiibutes
Order Attibutes Category Typo: Enumerated
Order ltom
Type Type: Enumerated
Product Info Tabs
Specification QA0326 Type: String
Social
site
Product Category
Request a Quote

Leads

Product Attributes.

SKU Attributes
O Optionally, click the folder icon in the SKU Attributes field.

SKU Attributes

v

On the Select Attribute page, in the Categories panel, select a category.

In the panel on the right, in the Attributes for that category, make your selection.
In the Selected Items panel on the far right, click Select, or Close to return to the
Add New Product Type page.
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Select Attribute

Categories

¥ All Attributes.
=
Site
Product Category
Request a Quote

Product Attributes

Specification Q
1-50f5 <

Size Type: Enumerated

Specifications Type: HTML

Category Type: Enumerated

Material

Typo: Enumerated

Selected Items
Size

Color

‘Specifications.

Material

Reorder
x
x
x

~ 3

Note: In many Selected Items panels, you can click Reorder to rearrange your list. In the Reorder

Selected Items dialog, use the arrows to change the order of the items. Click Update
Sequence, or Close to return to the previous page.

On the Add New Product Type page, click Save Product Type, or Close to return to the Product

Catalog page.

Edit a Product Type

In the Product Types panel, select a product type. Click the Edit icon.
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On the Edit Product Type page, make your revision.
Click Save, or Close to return to Product Types.

Delete a Product Type

In the Product Types panel, select a product type. Click the Delete icon.

If there have been no products associated with the product type, in the Confirm dialog, click
Confirm; or Close to return to Product Types.

Are you sure you want to delete the 'Location Tags'?

Cancel [
L

Note: If there are products associated with the product type, you will not be able to delete it.

Not Allowed

You cannot delete this product type.

There are one or products associated with this product type

Translate a Product Type
In the Product Types panel, select a product type.

At the top of the panel, in the row of icons, use the dropdown arrow to select Submit for
Translation or View Translation Status.

\fmv

» Submit for Translation

Product Types . view Translation Status
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Submit for Translation

If you choose Submit for Translation, in the Submit for Translation dialog, in the Targets field, click

the folder icon.

Submit for Translation

Select target(s) and submit to add to translation queue.

Document status can be tracked from 'Translation Activity' screen.

Targets

v

Close

On the Select Site List page, choose a site or sites.

Select Site List

Site Lists Q Selected ltems

PR CE-German x

All Child Sites Modified: 8/4/17, 11:02 AM

CE-German Modified: 2/5/20, 9:20 AM

Site 104 Modified: 3/2/20, 2:37 PM

Site 164 Modified: 3/2/20, 3:46 PM

Close

In the Selected Items panel, click Select.
On the Submit for Translation dialog, click Submit.

View Translation Status

If you select View Translation Status, you'll see at a glance the status of your variant sites.
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Translation Status

1-20f2
Site Locale Status Submitted Updated
CE-German de-DE Ready for translation 2/21/20, 9:53 PM
France fr-FR Not translated

e In the panel on the right, click Add New Bundle.

™ Bundles

Product Types

e Onthe New Bundle page, under General Details — Properties, enter a Title, Unique Identifier,
Bundle SKU and Bundle Price.

Properties
Title SEO Friendly URL Promotions
‘ Women's summer wear Promote as New ltem
Promote as Top Seller
Unique Identifier SEO Title
l WS2019 % Advanced Options
W Available to Sell
Bundle SKU SEO H1 Exdude fi Di ots
] WS2019-1A Exclude from Shipping Promotions
Freight
Bundle Price SEO Description Refundable
l 20.00 Tax Exempt
Shared with child sites
Handling Charges
SEO Keywords
Tona

o Optionally, enter Handling Charges.
o Optionally, under the Handling Charges field, in the Tags field, click the folder icon.

Tags

v

o Onthe Select Tags page, in the left panel, choose a tag or tags.
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Select Tags

Selected ltems

» News Category

» Blog

»  Location Tags

» QATags

:
Women's Wear
Children's Wear
Men's Wear
Outdoor accessories

Beach toys

Summer

Women's Wear

Children's Wear

Men's Wear

Outdoor accessories

Beach toys

In the Selected Items panel, click Select.

o Optionally, at the bottom of the New Bundle page, add a Short Description or

Description.

o Optionally, in the Attributes field, use the arrow to make a selection.

Attributes
Home
_
Bath
Bed
Cooking Accessories

Outdoor
ACO ATNDUTE(S)

o Optionally, click Add Attributes.

Add Attribute(s)

On the Add Attributes page, in the Categories panel, make a category selection.
o Inthe Product Category panel, make a product category selection.
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Add Attributes

Categories Product Category Q Selected Items
v  AlAmrbutes 1-40f4 Womens x
Site Attributes
Page Attributes Mens Type: Enumerated
i
Customer Altributes
Order Attributes Home Type: Enumerated
Order ltem
Downloadable Media Type: Enumerated
Product Info Tabs
Specificaion
Social
Site
Request a Quote
Close [& . o

In the panel on the right, under Selected Items, click Select.
o Optionally on the newly-created Bundle page, under Details, at the bottom of the page,
use the arrow in an Attribute field to make a selection.

Attributes
Home Womens
-Select- .

Shirts

Pants
Accessories
Jewelry

QA Sale in USA only =

Add Attribute(s)

o Optionally, in the middle panel on the New Bundle page, fill in the fields under:
o SEO Friendly URL
o SEOTitle
o SEOHI1
o SEO Description
o SEO Keywords
o Optionally, in the far-right panel on the New Bundle page, select check boxes under
Promotions:
o Promote as New Item
o Promote as Top Seller
o Optionally, select check boxes under Advanced Options:
Available to Sell

o Exclude from Discounts

o Exclude from Shipping Promotions
o Freight

o Refundable
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o Tax Exempt
o Shared with child sites
e On the New Bundle page (Properties), click Save.

More options for Bundles

On the page for your new bundle, you have several options (beside the General Details tab) with these
tabs:

Bundle Products
Images

Navigation Categories
Related Products.

o O O O

™ Women's summer wear Bundies

General Details Bundle Products Images Navigation Categones Related Products

Bundle Products

e Under the Bundle Products tab, click Add Bundle Item.

General Details Bundle Products Images Navigation Categories Related Products

e Onthe Select Bundle Item page, under Product Types, select a product type.
Select Bundle Item
Product Types

Mens

Charm (1212111)

Home
Necklace (000659)
Best Sellers
On Sale Necklace Square (255656441616)

Accessories

Pink Pajamas (pajamas)
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Select an Item from the panel on the right.

Click Select.

In the Bundle Items dialog, add the quantity.

Bundle Item Details

Quantity

|

Click Save.

Do this for each Bundle Item you would like to add to a Bundled Product.

Images

Under the Images tab, click Add New Image.

General Details Bundle Products

Related

Single Image

Multiple Images

No images found!

o You have the option of adding a Select Single Image or Multiple Images.

Single Image

o If you choose Single Image, on the Product Image Details page, in the File Name field,

click the folder icon.
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Product Image Details

File Name

Summer (low res).jpg

Title

[ Summer (low res).jpg
|

Description

Alt Text

Shared with child sites

Close

v
x

o Choose an image from your files.

o The Title automatically populates as the image file name.

o Optionally, enter a Description.

o Optionally, enter Alt Text.

o Optionally, select the check box beside Shared with child sites.

Click Save.

Multiple Images

o If you choose Multiple Images, in the File Uploader dialog, click the folder icon to Browse

for images from your files.
o Inthe File Uploader dialog, click Upload Files.
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File Uploader

Existing files with same name will be overwritten.

| 4 items selected

Selected Files

B.C. Daisies (low res).jpg
Dog.png

Summer (low res).jpg

10, Reno aftercare.jpg

Total Files: 4 | Total size: 2,999.53 KB

194.37 KB

1,259.91
KB

288.66 KB

1,256.58
KB

I»

I»

I»

[\

o Click Upload Files.

o Optionally, click the folder icon to select more files.
o Inthe Upload Summary dialog, click Close.

Upload Summary

5 files uploaded successfully.

Close

o Inthe File Uploader dialog, click Close.

Edit an image

Optionally, click Edit to edit an image or images.
On the Product Image Details page, make revisions or additions.

o Click Save.

# Edit @ Delete

neral Details Bundle Products m Na:

Delete an image

o Optionally, click Delete to delete an image or images.

Unbound Commerce User Guide

108



O Inthe Confirm dialog, click Confirm.

Navigation Categories

Under the Navigation Categories tab of a product page, you have the option of viewing or

removing navigation categories.

Genersi Detals  Bundie Products Images  IRERVEERRESIEEEN  Related Products

™ Women's summer wear Bundies

Exchude from Navigation Category 1-2002

Accessories Exchdod

Products Inchuded

Related Products
Under the Related Products tab, select a Relation Type.

Relation Type
C—— |
Cross Sell

Up Sell

In the Products field, click the folder icon to select Products.

Relation Type

Cross Sell -

Products

[=]

On the Select Product page, from Product Types, make a selection.

From the panel on the right, select the related products.
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Select Product

Product Types Q Selected Items Reorder
1-100f 12 . Pillow Case x
Mens Shower Curtain x
»  Womens Pillow (2 Modified: 11/7/16, 11:19 AM
- Bathmat x
Home
Apron (2 Modified: 4/11/17, 12:20 AM
Best Sellers
On Sale Shower Curtain (7' Modified: 11/7/16, 11:13 AM
Accessories
Bathmat (7' Modified: 11/8/16, 12:31 PM
PercyProduct
Fishing gear Black Mug (7' Modified: 11/8/16, 12:48 PM
Duvet(# Modified: 11/8/16, 12:57 PM
Pillow Case (7' Modified: 11/8/16, 1:10 PM
Plain Mug (' Modified: 11/8/16, 1:12 PM
Travel Mug (7 Modified: 11/8/16, 1:21 PM

o

e In the Selected Items panel on the far right, click Select; or Close to return to the Bundle page.
e Onthe Bundle page, click Save.
o Once you have created a bundle, you have the option of editing or deleting it.
o Onthe Bundles page, select the bundle. At the top of the panel, click Edit Bundle or
Delete.

# Edit Bundle @y Delete

Store Manager — Customer Service
Orders

Unbound Commerce Order Management features allow you to help customers place orders, and then to
manage them in detail.

® You can export the order list to a CSV file.

& Export to CSV

Manage orders

e Under Store Manager — Customer Service, select Orders.
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Store Manager Reports Administra

Store Customer Service
Product Catalog
Import Products Coupons

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews
Price Sets

Bundles

e Onthe Orders page, in the panel on the left, a full search panel helps you to find your orders by
Keyword, Order Status, Order Date, and type of Customer.

™ Orders

Keyword

Order Status

OK

Partially Backordered

Partially Shipped

Pending Approval

Pending Bad Customer Order Approval
Pending Customer Registration Approval

Shipped

Order Date

Month to Date i

Customer

= -

e Alternately, in the panel on the right, you can select an order from the Order list.
o Orders are grouped by
m  Order#
m  Order Date
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m  Order Status
m  Customer Name
m Customer Email
m  Grand Total
'™ Orders & Exportto CSV
e + Add Order Sort v  Show v 1-500f84 « »
Order # Order Date Order Status Customer Name Customer Email Grand Total

Order Status

® You can export your Orders list to a CSV file.

& Export to CSV

Create Orders

e On the Orders page, click Add Order.

+ Add Order

e Under the Order Details tab, click on the folder icon to select or to add a customer.

Order Details

[=] =

® On the Select Customer page, select a customer. Click Select.
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e Optionally, to add a new customer, click Add New Customer.

Select Customer

Q
1-150f42 « »
Name Username Email
Percy Test0326pm percytest0326pm percytest0326pm2@mailinator.com
Percy Test0326pm percytest0326 percytest0326pm@mailinator.com
Mokong Sya0223 mokongsya0223 mokongsya0223@mailinator.com
Vaibhav Sinha vsd1 vsd1@mailinator.com
Percy Test0223 percytest0223 percytest0223@mailinator.com
John Smith jsmith223@mailnator.com smith223@mailnator.com
QACust_FirstName_VWKSn Test_VWKS qacust_username_VWKS QAAuto_VWKS@mailinator.com
QACust_FirstName_D6Ehz Test_D6Eh qacust_username_DSEh QAAuto_D6Eh@mailinator.com
QACust_FirstName_ZZAZN Test_ZZAZ qacust_username_ZZAZ QAAuto_ZZAZ@mailinator.com
spanbahorn@mailinator.com spanbahor@mailinator.com spanbahorm@mailinator.com
Mike Walsh mwalsh@mailinator.com mwalsh@mailinator.com
Vaibhav Sinha vsinha1 vsinha@mailinator.com
Dona Dona donnadonna donadona@mailinator.com
Sam Ganda samganda samganda@mailinator.com
vaibhav.sinha1@gmail.com vaibhav.sinha1@gmail.com vaibhav.sinhal@gmail.com
Close

® On the Customer Details page, fill in the information.

Customer Details

First Name

l Patsy

Last Name

l Reynolds

Email

l p.reynolds@yviolet.com

Account Number

65489320BQ

Close

e C(lick Save.
o Alternately, to Edit customer information, select a customer in the list and click Edit.
_________________________________________________________________________________________________________________________________________________________________________________________________|]
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# Edit

Name

Patsy Reynolds

Jane Apple

Sam Smith

Percy Test0326pm

Percy Test0326pm

Mokong Sya0223

Vaibhav Sinha

Percy Test0223

John Smith
QACust_FirstName_VWkSn Test_VWKS
QACust_FirstName_D6Ehz Test_ D6Eh
QACust_FirstName_ZZAZN Test_ZZAZ
spanbahorn@mailinator.com

Mike Walsh

Vaibhav Sinha

Username
p.reynolds@violet.com
j.apple@daisy.com
s.smith@camel.com
percytest0326pm
percytest0326
mokongsya0223

vsd1

percytest0223
jsmith223@mailnator.com
qacust_username_VWkS
qacust_username_D6Eh
qacust_username_ZZAZ
spanbahorn@mailinator.com
mwalsh@mailinator.com

vsinhal

Select Customer
v i Q

Email
p.reynolds@violet.com
j-apple@daisy.com
s.smith@camel.com

percytest0326pm2@mailinator.cor

percytest0326pm@mailinator.com

mokongsya0223@mailinator.com
vsd1@mailinator.com
percytest0223@mailinator.com
jsmith223@mailnator.com
QAAuto_VWkS@mailinator.com
QAAuto_D6Eh@mailinator.com
QAAuto_ZZAZ@mailinator.com
spanbahorn@mailinator.com
mwalsh@mailinator.com

vsinha@mailinator.com

To create an order for a customer, select the customer from the list. Click Select.

1-150f45 « »

m

Close

On the Create Order page, in the Shipping #1 field, click on the folder icon to select the
customer’s address.

Shipping #1

# Edit

Patsy Reynolds

12044 Beach Street
Houston, TX 77044

United States

Phone Number: 1-403-2789

On the Select Address page, select the customer. Click Select.

Address Name:12044 Beach Street
Primary Address

Close

Unbound Commerce User Guide

114



o Alternately, click Add New Address or Edit an address.
o Onthe Address Details page, enter or revise the information.

Address Details

W Primary Address Search for location
Address Name 12044 Beach Street Houston TX US

12044 Beach Street

First Name

[Fosr

Last Name

Reynolds

30
Address Type &

Residence -

ACRES RIVER GLENN
Country

United States

Address Line 1 +

i 12044 Beach Street Xtreme Off Road
@ | Parkand Beach

Google {50}
Address Line 2 g Map data ©2019 Terms of Use Report a map error

Apt.4 Latitude Longitude

Address Line 3

city
Houston

Close

e (lick Save.

e Onthe Create Order page, click Add Order Item(s).

'™ Create Order

Order Details

Manage Orders

Order Details

Order Status Created

Customer Details
Name Patsy Reynolds (7
Email p.reynolds@violet.com

Shipping Details

Shipping #1

12044 Beach Street Houston, TX 77044 United States 5 x

e Onthe Select Order Items page, in the Product Types panel, select a type.

e Inthe SKU list for that type, select an item or items.
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Select Order Items

Product Types

Mens

Bq Womens

Woman's Seasonal Wes.

Home
Best Sellers
On Safe
Accessories
QAALLOPIOGCH!_cd3a08
Downlcadable Media Type
PerrcyProdType1012
Terris
Soccar Equipment
(A Bundle Products

House and Home

SKU Product Name
Cham (1212111) Cham
Neckiace (000659) Necklace

Neckiace Square (255656441616) Nockiace Square
Pinik Pajamas (pajamas) Pajamas

Spring Woemens Jacket CE (1est-peoduct-0411-

wormnens-jackat-siu) g Wemans Jochat
Tankiop White (tankiop-white) Tankiop
Tankiop Blue (unktop-blue) Tankiop
Tankiop Yellow (tankiop-yoliow) Tankiop

Tost Product 0408- -
st Product 0408-02 Black (lest-product. Yoot Pr 2

0408-02-shu-black )
Tote Bag (Tote Bag) Tote Bag
Toto Bag (1otebag1) Tote Bag

Wintar Womans Jacket

Womens Blue T-shirt (womonstiuetshirt11) Women's Biue T-shint

List Price.

$100.98
$180.54
$39.99

$1299
$1299

$1299

Q Selected Items
1150018 ¢+ 1» Necklace Square
Tankiop Blue
Available to Sell
Unimited Tote Bag
Urimited
Winter Womans Jacket
Unimited
Unémited
Unimitoe
24
10
Unimitod
Uniimited
Uniimited
Urimitod

Reorder

In the Selected Items panel, click Select.

o Optionally, use the search bar to filter products.
o Optionally, click Reorder to change the order of the selected items.

On the Create Order page, click Create Order.

™ Create Order

Order Details

Order Status

Customer Details

Created

Name Pamela Pear (7

On the Edit Order page, under the Product/SKU list, in the Selected Shipping Method field, click

the folder icon.

Selected Shipping Method

On the Select Shipping Method page, in the Shipper panel, select the Shipper. In the panel to the
right, select the Shipping Method.
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Select Shipping Method

Shipper

Joe's Cartage 2Day

USPS

Number of days to deliver: 5

Express Saver Number of days to del
UpPs

-

Click Select.

On the Edit Order page, click Place Order.

™ Edit Order

Order Details Attributes Notes

Manage Orders

Order Details

Payment Summary

Order Date 10130119, 1:11 PM Order Total $43.98  Payment Total $0.00
Order Status Created Tax $4.04  Refund Total $0.00
Shipping $5.00 Payment Remaining
Customer Details Order Discounts $0.00
Name Patsy Reynokds 2 Grand Total $53.02
Email p.reynolds@violet.com
Shipping Details Add New Shipping
Shipping #1 - OK
12044 Beach Street Houston, TX 77044 United States 5 x
1-4014
Product Name / SKU Status Quantity Price Discount Item Total
Black photo frames (bpf1234) oK 1 $16.00 $0.00 $16.00
IAPPS Pillow (22487) (7 oK 1 $4.00 $0.00 $4.00
Pillow Case (00656565412) (7 oK 1 $10.39 $0.00 $10.39
Shower Curtain (shower-curtain) (2 oK 1 $13.59 $0.00 $13.59
Destination Subtotal $43.98
Selected Shipping Method
TaxZ $4.04
Fedex (Express Saver) = Shnis Kk _
Total Discount $0.00

o Inthe Confirmation dialog, confirm payment.
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Confirmation

There is still a remaining payment of $300.89. Proceed to place order?

Cancel

o Alternately, click Cancel Order.
o Alternately, to return to the Orders page, click Manage Orders.

Orders Options
Once you have finished and placed an order, you can still do more.

e On the newly-created Order page, use the tabs beside Order Details for more options.

'™ Order# ON:137

Roums & Refunds  Atrbutos | Notos

Order Details Payment Summary

Returns & Refunds
e On the Order page, select the Returns & Refunds tab.

Order Details Returns & Refunds Attributes Notes

e Under Refunds, click Add New Refund.

'™ Order# ON:137

Order Detadls Returns & Refunds Attributes Notes

Refunds

Payment Info

Visa: 0000000000011

e Inthe Refund Details dialog, enter a Reason.
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Refund Details

Card to Refund
l Visa: x0000000000¢1111
Original Amount

Amount eligible for Refund

Amount to Refund

239.46
Reason
Wrong color.
yZ
Click Save.
O Optionally, select the Refund item and use the tabs to View Details or to take
Action.
Refunds
W8 ViewDetals  Actions v

Approve Redund Status Refund
Manual Refund

Visa: 300000000000 1111

Refund Rejected

$9.78

o Adialog will ask if you want to confirm an action.

Are you sure you want to approve this refund?

Cancel

o Click Confirm, or Close to return to the Refunds section on the Order page.
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Returns
On the Order page, under the Refunds section, click Add New Return.

Returns

Type Status Created By Created On
27070666HUAW Exchange Awaiting Retum Cunanan, Percival 130/19, B:51 AM
QCC532EL3268 Refund Compieted Cunanan, Percival 1730019, 8:55 AM

In the Return Details dialog, select the check box beside the item to be returned.

Return Details

Select the item(s) and quantity to be retumed.

Product Name / SKU Price Discount Item Total  Available to Return  Return Quantity
W Beard Trimmer X100 (sku-beard-trimmer-x100-white-
small) $47.99 $7.20 $47.99 1 1

Close

Click Continue.
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New Return

Customer Details

Return Type

Refund Amount

Refund Payment(s)

Reason

Comments

Items in this Return
Retum Qty

1

Name:

Email:

Account Number:
Date:

Order Number:

« Refund - Exchange

Items:
v Tax:
Shipping:
Shipping Tax:
Additional Refund:

Total:

Captured

/' Defective

Adam QATest0612

adamgatest0612@mallinator.com

123456777

6/13/2019 6:03:04 AM

ON:26

Claims © Others

$40.79

$0.05

$10.00

$0.05

$40.84

Customer Ordered Wrong Product

Refused Delivery

Missing Merchandise
Customer Did Not Like
Customer Changed Mind

Billing Error
Shipping Error
Fraudulent Order

Warehouse Shipping Error

Returned by Shipper - No Response From Customer

Other
Shipped Qty Product Name

1 Beard Trimmers

T"SKU

sku-beard-trimmer-x100-white-small $47.99 $47.99

Submit & Send Packing Slip 273

Amount: 40.84

Price Item Total

O Optionally, under Return Type, select Refund, Exchange, Claims, or Others.

O Optionally, under Refund Amount, select Shipping, Shipping Tax, and add
Additional Refund.

O Optionally, under Refund Payment(s), make any revisions.

O Optionally, on the New Return page, in the Reason field, use the dropdown

arrow to make a selection.
e (Click Submit & Send Packing Slip.

Attributes

e Onthe Order page, select the Attributes Tab.
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Order Details Returns & Refunds nlﬁla Notes

e Under the Attributes tab, enter the Customer Purchase Order Number and/or

European values.
e Optionally, click Add Attribute(s).

e Onthe Add Attributes page, under Categories, choose a category.

e Inthe panel to the right, select Attributes in that category.
e Inthe Selected Items panel, click Select.

Add Attributes

Categories Product Category Q
v  All Attributes 1-30f3 « »
Site Attributes.
Page Attributes Mens Type: Enumerated
Contact Attributes
Womens Type: Enumerated

Customer Attributes
Order Item

Product Info Tabs
Specification

Social

Site

Request a Quote

,,,,,

Selected Items
Womens

Home

Reorder

~ £

e On the Edit Order page, under the Attribute categories selected, use the dropdown

arrow to choose an Attribute.

-Select-
Bath
Bed

Outdoor

Add Attribute(s)

v Cooking Accessories

o Click Add Attribute(s) to add more, or click Save Attributes.

Notes

e QOptionally, under the Notes tab, to add a note, click Add New Note.

Order Details Returns & Refunds Attributes m
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e |nthe Notes dialog, enter your note.

Add a note

Customer would like to be notified when the item leaves the warehouse.|

Close

Click Save.

Add more orders

e Optionally, to add to an order that hasn’t yet been shipped, in the lower half of the Order
page under the Order Details tab, click Add Order Item(s).

Product Name / SKU

Black photo frames (bpf1234)(Z
IAPPS Pillow (22487)(7

Pillow Case (00656565412) (7'

Shower Curtain (shower-curtain) (2

Selected Shipping Method

Fedex (Express Saver)

Payments

Coupons

Status
OK
OK
OK
OK

No payment yet!

No code available!

Quantity Price
1 $16.00
1 $4.00
1 51039
3 $1359

Destination Subtotal
Tax(Z'

Shipping & Handling
Total Discount

Subtotal

Discount
$0.00
$0.00
$0.00

$0.00

1-40f4 ¢+

e On the Select Order Items page, in the Product Types panel, select a Type.
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Select Order Items

Product Types Q Selected Items Reorder
ES aawlels Neckace Square x
Mens "
Tankicp Blue x
- sKu Product Name UistPrice  Available to Sell
B Womens
» (12921 9 s
Women's SessonsiWes PO (1212111) Cram $54.99 Unimited Tots Bag x
Necklace (000659) Necklace $100.98 Unémitod
Home Winter Womans Jacket x
o Neckiace Square (255656441616) Nockiace Square $180.54 Unsmitod
9 e
S Pinik Paramas (pajamas) Pajamas $39.99 Uniimited
Worner it 14 40411
Accassones Sprng U JOENE G Pt prodie O Spring Womens Jacket 4999 Unimitoa
womnens-jacket-ski)
QAALGPIOGCa!_od3008
Tankiop White (tankiop-white) Tankiop $1299 24
Downloadsble Media Ty
Bkt Tankiop Blue (triktop-blue) Tanktop s1290 10
PerrcyProdType 1012
Tankiop Yollow (tankiop-yoliow) Tankiop $1299 Unimited
—— Tost Product 0408-02 Black (lest-product
L HORI 109 08 Thck Dy prodect: Tost Product 0408-02 52588 Unimited
Soccer Equoment 0408-02-shu-black )
QA Bundie Products Tote Bag (Tote Bag) Tote Bag 34999 Unimited
Houso ana Home Tote Bag (totobag1) Tote Bag $5499 Unsmitod
Winitor Womnans Jacket (ski-winter-womans- Wintor W ne ot
Jockat)
Womens Blue T-shirt (womenstisstshirt11) Véome's Biue T-shit $23.00 Unimited
oo

® Inthe SKU panel, select an item from the list.
® Inthe Selected Items panel, click Select.

Add a Payment

e Optionally, under Add Order Items on the Order page, click Add Payment.
In the Order Payment dialog, in the Select Payment field, click the folder icon.

Order Payment

Order Amount
Remaining Balance

Amount

H 53.024

Select Payment

v
x

Close

® Inthe Select Payment dialog, click Add New Payment.
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Select Payment

No payment found!

On the Customer Payment Details page, enter the information.

Customer Payment Details

Details
Payment Type

CreditCard

Name on card

Pamela Pear

Card number

I 5555 5555 5555 4444

Expiration date

l 12 v 2019

cw

(2

Card Name (Alias)

M save this payment to customer profile

Billing Address

search location

13 Pine Street, Seattle, WA, USA

Address Type

Residence

Country

[ United States

Address Line 1

l 13 Pine Street
Address Line 2

Address Line 3

City

Seattle

Close

Click Save.

In the Order Payment dialog, click Submit.

Add a Coupon

Optionally, under the Payments section on the Order page, click Add Coupon.

On the Select Coupon page, select a coupon in the list.
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Select Coupon

Name Code Type # Used

QA Coupon 0903 % Off QATEST0903 % off Order o

e (lick Select.

Send an email receipt

e At the top of the Order page, click Send Email Receipt.

Send Email Receipt

e Adialog confirms this.

Email successfully sent to customer

Close

Coupons

In this section, you can manage all the coupons your business has to offer.

e Asearch panel helps you to find your orders by Keyword or by using the Filter, Status or Sort
menus.

Filter ~ Status v Sort v 1-50f5

Create a new coupon

e Under Store Manager — Store, select Coupons.
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Store Manager Reports Administr]

Store Customer Service

Product Catalog Orders

Import Products

Navigation Categories  Returns

Attributes Payments & Refunds
Features Product Reviews
Price Sets

Bundles

e On the Coupons page, click Add New Coupon.

&< Coupons

e Onthe New Coupon page, enter a Title and Start Date (as well as time of day).

Discount Details
e Under Discount Details, use the dropdown arrow to select a Coupon Type.

Discount Details
Coupon Type

£
\
$ off Order 5
% off Shipping
Flat rate shipping
$ off Shipping
Advanced

Depending on the Coupon Type, Discount Details requires further steps.

Coupon Type options
e [fyou choose % or S off order, in the Discount field, state the amount of the Discount.
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Coupon Type

$ off Order

Discount

I 5.00

If you choose % off Shipping, Flat Rate Shipping, or $ off Shipping, state the amount of the

Discount.

O Inthe Select Shipping Method field, click the folder icon.

Coupon Type

% off Shipping

Discount

I 50%

Select Shipping Method

O On the Select Shipping Method page, select the Shipper and the Shipping Method. Click

Select; or Close to return to the New Coupon Page.

Select Shipping Method

Shipper

Joe's Cartage
Fedex

uPs

UsPs

Ground

Next Day Air

Next Day Air Saver
Saver

Second Day Air

Second Day Air A.M

Standard

Three-Day Select

UPS Next Day Air Early AM. SM

Worldwide ExpeditedSM

Number of days to deliver: 5

Number of days to deliver: 1

Number of days to deliver: 1

Number of days to deliver: 4

Number of days to deliver: 2

Number of days to deliver: 2

Number of days to deliver: &

Number of days to deliver: 3

Number of days to deliver: 1

Number of days to deliver: 4

Close

If you choose Advanced, there are options for creating Coupon rules.
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Coupon Type

Advanced

Advanced Discounts and Customer Definition

Create coupon rules and define your coupon customer

CREATE RULES
Coupon rules define the parameters of your coupon.

- Select - -

DEFINE CUSTOMER
A coupon customer is the person this coupon will apply to.

- Select - v

Create Coupon Rules

Using the Advanced Coupon Type, use the dropdown arrow to make a selection.

P \
v - Select -

spend

If you choose Buy, make a selection from the next field.

all
quantity

buy v j

If you choose All, select or leave clear the check box beside Eligible for discount.

Make a selection from the next field (products and SKUs).

buy v all

Elligible for discount

f
EECTE— |

individual products
individual Skus

If you choose Individual Products, in the Select Products field, click the folder icon.

individual products v

Select Products

=
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On the Select Product page, select a category from Product Types and an item in that category in
the panel on the right.

Select Product

Product Types Q Selected Items Reorder
1-100f 10 Pajames »
Merw Tote Bag x
v Women's T-Shirt (7 Modified: 6/17/16, 4:53 PM
outerwear Necklace x
Pajamas (' Modified: 6/17/16, 4:55 PM
Umbrelias
Jackets Tanktop (7' Modified: 6/17/16, 5:01 PM
Home
Tote BagZ Modified: 10/24/16, 10:29 AM
Best Sellers
On Sale Charm (2 Modified: 11/8/16, 12:51 PM

Accessories
Necklace (7' Modified: 11/8/16, 1:05 PM

PercyProduct

Fishing gear Necklace Square (7' Modified: 11/8/16, 1:07 PM

Close Eﬁ ij).%

o  Similarly, if you choose Individual SKUs, use the folder icon in the Select Skus field, and on
the Select SKU page.

o Similarly, if you choose Quantity rather than Buy, select or clear the check box beside
Eligible for discount. In the At Least field, name the quantity. In the next field, use the
dropdown arrow to make your selection of Individual products or Individual SKUs.

In the Selected Items panel, click Select; or Close to return to the New Coupon page.

o Alternately, click the Add icon to add another Rule selection.

CREATE RULES

Coupon rules define the parameters of your coupon.

o Similarly, click the Delete icon to remove rules.

CREATE RULES
Coupon rules define the parameters of your coupon.

Define your Customer
Using the Advanced Coupon Type to define Customer rules, use the dropdown arrow to make a
selection.

«
v - Select -
Customers who bought
Customers who spent
Search for specific customer

If you choose Customer Groups, in the Select Customer field, click the folder icon to make a
selection.
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Customer groups

-

On the Select Customer Group page, under User Groups, select a group.

In the Selected Items panel on the right, click Select; or Close to return to the New Coupon page.

Select Customer Group

User Groups

Employees

Gold

Friends & Family
B2B

Silver

Frequent Customer
Everyone

Bronze

Qa Selected Items

s Friends & Famiy

Frequent Customer
Modified: 2/8/17, 3:16 PM

Employees
Modified: 2/9/16, 9:13 PM

828
Modified: 2/9/16, 9:13 PM
Modified: 10/17/19, 7:53 PM
Modified: 2/9/16, 9:13 PM
Modified: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Reorder

x

x

i
[FEURl Select

If you choose Customers who bought, in the Select Products field, click the folder icon to make

your selection.

Customers who boug¢

O Onthe Select Product page, select a category from Product Types and an item in that

category in the panel on the right.

Select Product

Product Types

Mens.

outerwear
Umbrelias
Jackets

Home

Best Sellers

On Sale

Accessories

PercyProduct

Fishing gear

Q
1-100f10 <«

Women's T-Shirt (' Modified: 6/17/16, 4:53 PM

Pajamas (7 Modified: 6/17/16, 4:55 PM

Tanktop 7' Modified: 6/17/16, 5:01 PM

Tote Bag (7' Modified: 10/24/16, 10:29 AM

Charm (2 Modified: 11/8/16, 12:51 PM

Necklace (7' Modified: 11/8/16, 1:05 PM

Necklace Square (7' Modified: 11/8/16, 1:07 PM

Selected Items Reorder
Pajamas %
Tote Bag %
Neckiace %

O Inthe Selected Items panel, click Select; or Close to return to the New Coupon page.
If you choose Customers who spent, fill in the fields for Min and Max amounts, and in the date

fields.
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Customers who sper ~ Min l Max Between x and

O Alternately, click the Add icon to add another Rule selection.

DEFINE CUSTOMER

A coupon customer is the person this coupon will apply to

o Similarly, click the Delete icon to remove rules.

DEFINE CUSTOMER
A coupon customer is the person this coupon will apply to.

Other Coupon options

O Optionally on the New Coupon page, fill in the fields for:
e Maximum Uses (total)
e Maximum Uses (per person)
e Maximum Uses (per code)
e Maximum Discount Amount
® Minimum Purchase Amount

o Optionally, select check boxes beside:
e Auto apply this coupon
® This coupon is stackable
e Refund requires return of all items
e (Calculate tax before discount

e At the top of the New Coupon page, click Save Coupon.

8¢ New Coupon Manage Coupons

Manage coupons
e On the New Coupon page, click Manage Coupons.
O On the Coupons page, select a Coupon from the list and use the options at the top of the
page to:
Add New Coupon
Edit
Delete

O O O O

or, using the More arrow, Make Inactive/Active.
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8< Coupons

& Edit @ Delete More ~

Make Inactive

Name Type

O Optionally, you can Assign Priority of the coupons in your list. At the top of the page, on

the right, click Assign Priority.

Assign Priority

O On the Coupon Priority page, use the arrows at the right to reorder your coupons.

Coupon Priority

When there are multiple stackable coupons, the highest priority coupon will be applied.

Coupon Type # Codes # N
Test1016 % off Order 200 1 sz
Percy AutoApply0424 % off 1 2

\ppIy0424 % off 1 3 -
QA Coupon 0612-2 % off Order 1 4 4
QA Coupon 0612 $ off Shipping 1 5
QA Coupon 0903 % Off % off Order 1 6

0 Click Update Priority.

Coupon Codes
e Onthe Coupons page, select a Coupon. Click Edit.
On the page for that coupon, click the Coupon Codes tab.

8< Summertime Special

Coupon Details Coupon Codes

e To add a code, click Add New Codes.
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e |nthe Coupon Codes dialog, using the dropdown arrow, select a code type.

Coupon Codes

Upload Code CSV
Generate Random Codes
woupoun voue

e If you choose a Single Code, in the Coupon Codes dialog, the Coupon Code field, state the

Code.

Coupon Codes

Type

I Single Code v

Coupon Code

l 4065-a|

Close

e If you choose Upload Code CSV, in the Coupon Codes dialog, in the Upload Coupon Code
CSV field, click the folder icon to make a selection from your files.
e Optionally, click Download Sample Template to select one from your files.
e In the Conflicting Code Action field, use the dropdown arrow to select Overwrite
Duplicate Codes or Ignore Duplicate Codes.

Coupon Codes

Type

l Upload Code CSV -

Upload Coupon Code CSV
| P
Download Sample Template

Conflicting Code Action
{

v Overwrite Duplicate Codes

Ignore Duplicate Codes

Close
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Returns

e If you choose Generate Random Codes, in the Coupon Code Length and Number of codes

to generate fields, enter the information.

Coupon Codes

Type

Generate Random Codes -

Coupon Code Length

Number of codes to generate

Code Format

«

v Alphanumeric

Alphabetic
Numeric
Custom

Close

e Inthe Code Format field, use the dropdown arrow to select Alphanumeric, Alphabetic,
Numeric, or Custom.
Click Save; or Close to return to the Coupon page.
To delete a code, select the code from the list and click Delete.

‘ 1 Delete
Code
AMNPNW
Y8EV5D

e Inthe Confirm dialog, click Confirm or Cancel to return to the Coupon page.
Click Save Coupon.

Note: Only these Users have access to Returns activity:

Site Administrator
Fulfillment Manager

Customer Service Representative

Customer Service Representative Manager
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When an item in an Order is slated for return, a Return Merchandize Authorization (RMA) code appears in
the Returns section of the Order page. The RMA code is generated when the item is given a Return
status.

Note: This code is useful when you are managing returns, payments and refunds.

Retumns

Type Status Created By Created On

27070686HUAW Exchange Awaning Retum Cunanan, Porcival 130119, 8:51 AM

Manage Returns

e Under Store Manager — Customer Service, select Returns.

Store Manager Reports Administra
Store Customer Service
Product Catalog Orders

Import Products Coupons

Navigation Categories

Attributes Payments & Refunds
Features Product Reviews

Price Sets

Bundles

o Optionally, on the Returns page, in the Returns panel, filter a customer's returns by
entering the RMA (Return Merchandise Authorization) code, the customer’s name or the
other fields. and click Filter.
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'™ Returns

RMA code

27070666HUAW

Customer

Pamela Pear

Return Status

Awaiting Return

Return Date

Year to Date

iz

o (3

o Inthe panel on the right, returns are listed in columns under:

RMA Code
Order#t

Type
Status
Created By
m Created On.

Customer Name

In the panel on the right, select an item from the list and use the tabs to:

o View Details

o View Order

o View Customer.

'™ Returns
RMA code
View Details ~ View Order  View Customer Sot v Show v 1-180f18 « »
27070668HUAW =]
RMA Code Order # Customer Name  Type Status Croated By Croated On
Customer
ZBNSZPPQOLXV ~ ON:S264  TestD128,Percy  Exchange  Completed Cunanan, Percival 1128019, 2:17 PM
Pasuie. Fos ® X GUTYMUAW  ON5264  Test0128,Percy  Refund Completed Cunanan, Percival 1129019, 623 AM
P 27070888HUAW Test0128, Percy  Exchange  Awaiting Retum Cunanan, Percival 1/30/19, 8:51 AM
QCC532EL326S  ON:137 Test0128, Percy  Refund Compieted Cunanan, Percival 1/30/19, 8:55 AM
Awaiting Return -
PBA4UXYZLQCB ON:4372 Test0128, Percy Refund Completed Cunanan, Percival 1730019, 1:00 PM
Return Date JTENDSXJLNPS  ON:3 Test0326, Percy  Refund Completed Cunanan, Percival 3726/19, 10:35AM
s
—— o INVOBJTBOIDYA  ON:3 TestD326, Percy  Exchange  Completed Cunanan, Percival 3126/19, 10:39 AM
BDISBOCCZQ2R ON:12 FromAdmin04, Refund Completed Cunanan, Percival 411119, 10:44 AM
Reost n XOUBC17JSXKI ON:12 FromAdmin04,..  Exchange  Completed Cunanan, Percival 4111719, 10:46 AM
1KSKI RYIRGAIE  ON16 Refund Compisted Cunanan Parchval 40410 108 PM
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View Details
o Select the View Details tab to see the basic details about a return.

Return RMA Details mo'-a'm Manago Retums

Customer Details Name. Percy Test0128
Emait percytest0128@matinator.com
Account Number.
Date 1/30:2019 7:09.09 AM

Order Number: ON:137

Return Details Resolution Type:  Exchange
Status Awaiting Retum
RMA Code: 27070666HUAW
Cancel this Retum

Reason Defective
Created On 173002019 8:51:46 AM
Created By Cunanan, Percival
Comments fost

Rotum Gty Roceived Qty Accepted Qty Rejoctod Qty Inventory Qty Product Name SKU

2 o B 0 0 0 Solect Wareho! 2Zip Hoodie ziphoodie11

o Select the View Order tab.

'™ Order#t ON:137

Order Details Returns & Refunds ~ Attributes Notes

e On the Order page, using the appropriate tabs, view or manage

o Returns and Refunds
o Attributes
O Notes
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™ Order# ON:137 Manage Ordors  Send Email Recoipt

e

Refunds
+ Add New Refund
Payment Info Status Refund Amount
Visa: xooooooooox 1111 Refund Rejected $9.78
Returns
+Add New Roturn
RMA Code Type Status Created By Created On
27070666HUAW Exchange Awaiting Return Cunanan, Percival 1130119, 8:51 AM
QCC532EL326S Rofund Completed Cunanan, Percival 1130719, 8:55 AM
'™ Order# ON:137
.

Order Details Returns & Refunds Attributes Notes

Customer Purchase Order Number

Add Attribute(s)

™ Order# ON:137

Order Details Returns & Refunds Attributes
+ Add New Note

Refund Amount: 239.46

Message: Wrong color.

Sent email receipt and shipping notice to customer.

Refund rejected. Id: 5497b7c1-cf64-4e6d-a985-841e7aab6391c
Refund Amount: 9.7800

View Customer

e On the Returns page, select an RMA Code from the list.
Click View Customer.
On the Customer’s page, use the tabs to view or manage:
O General Details
O  Shipping
O Payment
O Orders
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Additional Logins
Notes
Emails Received

O O O O

Recent Activity

Add a Return
e Onthe Returns page, in the filter panel on the left, enter the information for the order
you are seeking and click Filter; or
in the Returns list panel on the right, use the Sort and Show menus to find a Return; or
select the item directly from the list.
Click the View Order tab.
On the order page, select the Returns & Refunds tab.
On the order page, in the Returns section, click Add New Return.

™ Order# ON:26

Order Details Returns & Refunds Attributes Notes

Refunds

——
d New Re ‘]

s
[k‘r-:\cr.-,»:...\\mi‘&
)

No refund yet!

Returns

No returns yet!

e |n the Return Details dialog, select the check box beside the item to be returned.
e Optionally, use the arrows in the Return Quantity column to determine how many items
are to be returned.

Return Details

Select the item(s) and quantity to be retumed

Product Name / SKU Price Discount Item Total  Available to Return  Return Quantity
Blue Soccer Ball (qa-sku-blue-soccer-ball) $18.00 $8.10 $54.00 3
2] s;:: Trimmer X100 (sku-beard-trimmer-x100-white- $47.60 5287 $19196 4 1 5 D
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e Click Continue and use the New Return page to enter information.

New Return
Customer Details Name: Adam QATest0612
Emet: edamaatest0612@maiinator.com
Account Numder. 123456777
Date: €/13/2019 8:39.31 AM
Order Number. oN-28
Return Type # Refund ) Exchange ) Ciaims O Others
Refund Amount Items: $45.90
 Tax $0.05
Shipping $1.59
sa01

e Optionally, on the New Return page, beside Return Type, select Refund, Exchange,
Claims, or Others.

Note: Options on the New Return page will change slightly depending on which Return
Type you choose.

Return Type ® Refund ) Exchange ©) Claims © Others

e Optionally, on the New Return page, beside Refund Amount, select Tax, Shipping, and/or
Shipping Tax; and/or Additional Refund.

Refund Amount Items: $45.90
¢ Tax: $0.05

Shipping: $1.59

Shipping Tax: $0.01

Additional Refund:

Total: $45.95

e Optionally, on the New Return page, beside Refund Payment(s), select the check box.
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Refund Payment(s) E Amount: 7.30

Captured
Existing Refund: $209.17

e Optionally, on the New Return page, in the Reason field, use the dropdown arrow to
make a selection.

Reason v Defectve

Customer Ordered Wrong Product
Refused Delivery

Missing Merchandise

Customer Did Not Liks

Customer Changed Mind

Biling Error

Shipping Error

Fraudulent Order

Warehouse Shipping Error
Returned by Shipper - No Response From Customer
Other

Comments

e Optionally, on the New Return page, in the Comments field, enter any comments.

Comments

e At the top of the New Return page, click Submit & Send Packing Slip.

New Return

Payments & Refunds

Note: Only Customer Service Representative managers or Commerce Administrators can approve
refunds.

Manage payments and refunds

e Under Store Manager—Customer Service, select Payments and Refunds.
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Store Manager Reports Administrs

Store Customer Service
Product Catalog Orders

Import Products Coupons

Navigation Categories  Returns

Attributes | Payments & Refunds]
Features Product Reviews
Price Sets

Bundles

= Payments & Refunds

Customer

Patsy Reynolds 5 x
Processor Transaction ID

4096A 2]
Payment Type

Credit Card v
Payment Status

Authorized v
Created Date

Last 30 Days sz

Click Filter.

Optionally, to filter Payments and Refunds, on the Payments & Refunds page, in the panel on the
left, select Customer, Processor Transaction ID, Payment Type, Payment Status, and/or Created
Date. Click Filter.

o Inthe Payments & Refunds list in the panel to the right, payments and refunds are listed

under these columns:

e Payment Info
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Created Date
Order #
Customer Name
Status

Payment

Captured

View Details, Orders, and Customers
On the Payments & Refunds page, select an order from the list.

View Details View Order View Customer Show v 51-610f61 <« »
Payment Info Created Date Order # Customer Name Status Payment Captured
Visa: 30000000000 1111 2/4/19, 6:17 AM ON:9697 Test0204, Percy Authorized $164.83 $0.00
Visa: 0000000000111 1/30/19, 1:00 PM ON:4372 Test0128, Percy Refund Awaiting $4.89 $0.00

Approval
Visa: x0000000000x1111 1730119, 12:50 PM ON:4372 Test0128, Percy Captured $44.64 $44.64
Visa: x00000000001111 1/30/19, 10:06 AM ON:8698 Test0128, Percy Authorized $53.17 $0.00
Visa: 300000000000 1111 1/30/19, 8:55 AM ON:137 Test0128, Percy Refund Rejected -$9.78 $0.00
Visa: x000000000xx 1111 1/30/19, 8:51 AM ON:4432 Test0128, Percy Entered $215.01 $0.00
Visa: x0000000000x1111 1/30/19, 7:08 AM ON:137 Test0128, Percy Captured $239.46 $239.46
Visa: x000000000xx 1111 1/29/19, 6:26 AM ON:7250 Test0128, Percy Authorized $66.36 $0.00
Visa: xo00000000xxx 1111 1/29/19, 6:23 AM ON:5264 Test0128, Percy Refund Awaiting -$85.81 $0.00
Approval
Visa: x0000000000x1111 1128/19, 2:17 PM ON:5255 Test0128, Percy Entered $125.56 $0.00
Visa: 1141 1/28/19 10:47 AM ON:5264 Insi0128 Percy Cantured S$21501 S$21501

e Using the tabs at the top of the list, choose View Details, View Order, or View Customer.

View Details ~ View Order ~ View Customer

e View Details shows you the Payment Details for an order.
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Details

Pay

Type Credit Card
Status Captured

Created Date 1/30/19, 7:08 AM

Updated on 1/30/19, 8:50 AM by Cunanan, Percival
Updated on 1/30/19, 7:09 AM by Test0128, Percy

Updated on 1/30/19, 7:08 AM by Test0128, Percy

Created By Test0128, Percy

Name on Card Percy Test

Billing Address 85 SHERMAN AVE
BETHPAGE, NY 11714
United States

Payment $239.46

Captured $239.46

Payment Log

Close

e View Order shows you the page for the order and gives you further options.

'™ Order# ON:137

Retums & Rohnds | Awoutes | Noles

Manage Orders  Send Email Recoipt

Order Details
Orcer Date 130119, 7:00 AM
Order Statiss Shipped

Order Number ON:137

Customer Details
Name Percy Test0128(2

Email percytest1 28@maiinator com
Shipping Details

Shipping #1 - Shipped

Product Name / SKU
Zip Hoode (Ziphoodie11) (7
Babata Lip Balm (babatalb001) (4

Selected Shipping Method

Payment Summary
Order Total

Tax

Shppang

Order Dscounts.

Grand Total

@
g
»

g
i

$167.00  Payment Total $239.46
$1901  Refund Total $0.00
$5345  Payment Remaining $0.00
$000
$239.46
1-2002
Price Discount ltom Total  Shipped Quantity
$79.00 $0.00 $15800 2
s450 $0.00 $9.00 2
Destnation Subtotal $167.00
Tax (2 $19.01

Shipoing & Handiing

o For further options, on the page for the order, use these tabs:

m  Returns & Refunds

m Attributes

m Notes for further options.
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m  You can also opt to Send an Email Receipt.

= Order# ON:30 IR

Rotums & Rofunds  Amributes  Notes

Add a New Refund
e On the page for the order, select the Returns & Refunds tab.
e Inthe Refunds section, click Add New Refund.

™ Order# ON:7

Order Details Returns & Refunds Attributes Notes

Refunds

e In the Refund Details dialog, enter a Reason for the refund.

Refund Details

Card to Refund

l Visa: xoo0oo0oxxx 1111 v

Original Amount
Amount eligible for Refund

Amount to Refund

40

Reason

Wrong size and color.

o C(lick Save.
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Add Attributes
e On the page for the order, select the Attributes tab.
e Optionally, enter information in the fields for Customer Purchase Order Number
and New Buyers.
e Optionally, if there is a Customer-Enumerated field, use the arrow to select a
category.

Order Details Returns & Refunds Notes

o Purch Order Numb

New Buyers

Customer - Enumerated
! |
v -Select-
Sport Gear -

Swimming Gear
AU AT D)

e Click Add Attribute(s).

e On the Add Attributes page, in the Categories panel, select a category.

Add Attributes

Categories Customer Attributes Q Selected Items Reorder
Contact Attributes 1-50l5 HowBuyers o
. i
Order Attributes Customer - Date type Type: Date
Order Item Womens x
Customer - Enumerated Type: Enumerated
Product Info Tabs e "
Specification Customer - String Type: String
T
Social we x
First viewing Type: String
Site
Product Category New Buyers. Type: Sting
Roquest a Quote
Leads
Product Attributes
QA Tost 101
Barruttritvane 1311
-

e Inthe Attributes panel, select attributes.
e In the Selected Items panel, click Select.
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Add Notes
e On the page for the order, using the Notes tab, view notes for that order.

- Order# ON:137 Manago Ordors ~ Send Emall Roceipt

il " |

Refund rejected. Id: 5497b7c1-clB4-406d-a985.84107226391¢ Added: 1/30/19, 9:00 AM by Cunanan, Percival
Refund Amount: 8.7800

Return Comgleted - changed from 1o Rems retumed for RMA Code:QCCSI2ELI26S and Id = 61087792-2a04-4668-80eb-c0cS Added: 1/30/19, 9:00 AM by Cunanan, Percival

Package created. Added: 1/30/19, 8:50 AM by Cunanan, Percival
Tracking Number: 12323233

Shipment item creatod. SKU: ziphoodie 11, Quantity: 2

Shipment item created. SKU; babatalb001, Quantity: 2

Amount captured: 239.4600

Successful shipment with shipper Express

e Optionally, click Add New Note.
In the Notes dialog, enter a note.

Add a note

Sent enail receipt and shipping notice to customer.

Close

e Click Save. A dialog will confirm.

Notes saved successfully

Close

e View Customer takes you to the page for a particular customer and gives you many other
options.
e On the Payments & Refunds page, select an item from the list. Click View Customer.
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View Details View Order

View Customer

Visa: x00000000oc 1111

Visa: xoooooooxxx 1111

e On the Customer’s page, use the tabs to view or manage:

Payment Info Created Date
2/4/19, 6:17 AM

1/30/19, 1:00 PM

m  General Details
Shipping

Orders

Notes
Emails

Payment

Additional Logins

Received

Recent Activity

Order #

ON:9697

ON:4372

Show v 51-610f61 <«
Customer Name Status Payment Captured
Test0204, Percy Authorized $164.83 $0.00
Test0128, Percy Refund Awaiting .$4.89 $0.00
Approval
Caotured 844 64 $44 64

Visa: 0000000001111 1/30/19_12:50 PM ON:4372 Test0128 Percy

e To Add, Edit, or Delete a customer or customers, at the top of the page,click Manage

Customers.

Manage Customers

Product Reviews

See what your customers are saying about your products.
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Reviews

Vv tmnot a robot

™

TeCAPTCHA

Flower Vase

)00

Note: Site Manager and Fulfillment Managers can unapprove, edit or delete comments.

Manage product reviews

e Under Store Manager—Customer Service, select Product Reviews.

Store Manager

Store

Product Catalog
Import Products
Navigation Categories
Attributes

Features

Price Sets

Bundles

Reports Administr]

Customer Service

Orders
Coupons
Returns

Payments & Refunds

Product Reviews

e To filter your reviews, in the Product Reviews panel, enter information about the product review
you are seeking.
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e Click Filter.

e Inthe panel on the right, view the product review or reviews.

Product: Flower Vase * & ok ok &
Terrific little vase. It brightens up any room. | bought three!

Product: Flower Vase * ok hh
This product is elegant as can be for your Home,
Product: Lavender Soap * kK

Gentle scent, lovely color, perfect for sensitive skin.

Product: Test Toy Car w & k&
This is an awesome toy for kids.

Product: Babata Lip Balm * ok ko k
A great product. Works well in winter especially.

Posted: 11/19/19, 10:30 AM by Pamela Pear
Status: UnApproved

Posted: 5/14/19, 11:07 AM by
0513_03@
Status: Approved

com

Posted: 3/25/19, 8:45 AM by Percy Test
Status: Approved

Posted: 3/24/19, 2:23 PM by QA Tester
Status: Approved

Posted: 1/31/19, 7:43 AM by Marcy Marcus Test
Status: Approved

e Alternately, select a review from the list to UnApprove, Edit Comment, or Delete.

© UnApprove # Edit Comment @ Delete

Reports

This section provides reports about Sales, Orders, Backorders, Sales Tax, Shipping Charges, Abandoned

Carts, Product Management, Customers Statistics, and Downloadable Media.

® You can export your information to an Excel file.

@ Autosave @ o A k2 D s [l OrdersByProduct
Home Insert Draw Page Layout Formulas Data Review View
fﬁ' & Calibri (Body) iz JJaa | ==B| % B, v General < B
o @y DA 9 €0 00  Conditional
aste U =7 e e &= 3= - C onditiona
‘« BRI - VoY - - = - - =Y $ % A) b L] Formatting &
Al v fx  ProductSKUName
A B C D E F G H | ] K M
1 |ProductSKUI‘.|NavlgatlonCi Quantity BundleQuani PercentOfQu ItemTotal  NetTotal DiscountTotz PercentOfSa NumberOfOrders
2 |Charm products,pro 1 0 20 54.99 54.99 0 2217 1
3 | Necklace products,pro 1 0 20 109.98 109.98 0 44.35 1
4 Tote Bag products,pro 1 0 20 49.99 49.99 0 20.16 1
5 'Women's Bli products,pro 1 0 20 23 23 0 9.27 1
6 Women's T-! products,pro A 0 20 9.99 9.99 ) 4.02 1
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e Optionally, use the filter at the top of each page in this section to change the reporting period.

Reporting Period YTD 1/1/2020 - 3/12/2020 Change ~

edia Back Orders ® Predefined Ranges

| Year to Date +]

Select Date Range

From Date =

To Date =

Include Children Sites
Submit

Sales

e Under Reports, select Sales.

Reports Adminis

Sales
Orders

Backorders

Sales Tax

Shipping Charges
Abandoned Carts
Product Management
Customer Statistics
Downloadable Media

Translation

e On the Sales by Category page, there are many reporting options under these tabs:
o Sales

Orders

Sales Tax

Shipping Charges

Abandoned Carts

Product Management

Customers

O O O O 0O 0O

Downloadable Media
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O Back Orders

® You can also view information about sales by
Sales by Product

Sales by SKU

Sales by Region

O O O O

Sales by Promotion Code

Sales by Category

Sales Orders Sales Tax Shipping Charges Abandoned Carts Product Management Customers Downloadabld

Sales by Category Sales by Product Sales by SKU Sales by Region Sales by Promotion Code

Navigation Category # of Orders

Orders

e Under Reports, select Orders.

Reports Adminis

Sales
Orders

Backorders

Sales Tax

Shipping Charges
Abandoned Carts
Product Management
Customer Statistics
Downloadable Media

Translation

e On the Orders by Product page, view information about orders by product. In addition to Orders
by Product,
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Orders by Product

Sales Orders Sales Tax Shipping Charges Abandoned Carts  Product

Orders by Product  Orders by Date  Order Statistics

Product Name
Necklace

Charm

Tote Bag

Women's Blue T-shirt

Women's T-Shirt

Custe D Media

Navigation Category

products
products
products
products

products

Reporting Period 9/17/2019 - 10/17/2019  Change ~ ) Export

Back Orders

Quantity  Bundle Qty

1.00

1.00

1.00

1.00

1.00

0.00

0.00

0.00

0.00

0.00

% Total Qty
20.00
20.00
20.00
20.00

20.00

 Net Tof
$109.98
$54.99
$49.99
$23.00

$9.99

% Total Details
44.35
2217
20.16

9.27

use the tabs to view:

o Orders by Date

Orders by Date Reporting Period YTD 1/1/2019 - 1218/2019 Change ~ % Export
g Charges  Abandoned Carts  Product Management  Customers Downloadable Media  Back Orders
Order Date # of Orders # of Order Rems Order Total
121712019 1 4 $270.20
11/19/2019 3 9 $803.18
9302019 2 2 $47.13
61372019 3 8 $852.51
61122019 3 3 $141.58
o Order Statistics
Order Statistics Reporting Period 9/17/2019 - 1011712019 Change ~
Sales Orders Sales Tax Shipping Charges Carts  Product Customers Downloadable Media Back Orders

Total Number of Orders:

Total ltems Sold:

Total Sales:

Average Orders per Day:

Average Items per Order:
Average Sales Amount per Order:

Most Popular Item Sold:

Orders by Product  Orders by Date  Order Statistics

1

5
$300.89
0.03
5.00
$300.89

Tote Bag

Back Orders

Under Reports, select Backorders.
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Reports

Sales

Orders

Backorders

Sales Tax

Shipping Charges
Abandoned Carts
Product Management
Customer Statistics

Downloadable Media

Adminis

Translation

e On the Back Orders page, view your back orders, export your information to an Excel file, or view
your Back Order log.
Sales Orders SalesTax Shipping Charges Abandoned Carts  Product Management  Custome o Media  Back Orders
@ Back Order Log
Version Number Date Uploaded By [4]
0.22 6/13/2019 8:25:08 AM
0.21 6/13/2019 1:25:08 PM
0.20 6/13/2019 1:16:57 PM
0.19 6/13/2019 1:16:27 PM
0.18 6/13/2019 1:16:01 PM
0.17 2/26/2019 1:59:22 AM
0.16 10/10/2018 1:36:04 PM
0.15 10/10/2018 1:32:42 PM
0.14 10/10/2018 1:02:28 PM
0.13 10/10/2018 1:00:32 PM =
Sales Tax
e Under Reports, select Sales Tax.
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Reports Adminis

Sales
Orders

Backorders

Sales Tax

Shipping Charges
Abandoned Carts
Product Management
Customer Statistics
Downloadable Media

Translation

e On the Sales Tax page, view sales tax information by category —i.e., by country.

Shipping Charges

e Under Reports, select Shipping Charges.

Unbound Commerce User Guide 156



Reports Adminis

Sales
Orders
Backorders

Sales Tax

Shipping Charges
Abandoned Carts

Product Management
Customer Statistics
Downloadable Media

Translation

e On the Shipping Charges page, view information about shipping charges by Shipper Name —i.e.,
Fedex.
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Abandoned Carts
o Under Reports, select Abandoned Carts.

Reports Adminis

Sales

Orders
Backorders

Sales Tax
Shipping Charges
Abandoned Carts

Product Management
Customer Statistics
Downloadable Media

Translation

e On the Abandoned Carts page, view abandoned online carts by Customer Name, Email Address,
and Cart Total.

Product Management
o Under Reports, select Project Management.
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Reports Adminis

Sales

Orders
Backorders

Sales Tax
Shipping Charges
Abandoned Carts

Product Management

Customer Statistics
Downloadable Media

Translation

e Onthe Low Inventory Alerts page, view information about products with Low Inventory,

Low Inventory Alerts Reporting Period YTD

Sales Orders Sales Tax Shipping Charges Abandoned Carts Product Management Customers Downloadable Media Back Orders

Low Inventory | Products Missing Categories SKUs Missing Images

Product Name
DressSocks

Duvet

iAPPS Watch

Lavender Soap
PercyBundie108_1
RunningSocks
Summertime fun for kids

Test Backpack

and also:
e Products Missing Categories
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Sales Orders Sales Tax Shipping Charges

Product Name

Product Missing Categories

Abandoned Carts

Low Inventory |Products Missing Categories| SKUs Missing Images

Reporting Period YTD 1

Product Management Customers Downloadable Media

Back Orders

Is Active

SKUs Missing Images

SKUs Missing Images

Low Inventory ~ Products Missing Categoriss

Product Name
Picture frames
Test Backpack
Test Product 0301
TestProduct

Women's summer clothing

Sales Orders SalesTax Shipping Charges Abandoned Carts Product

Reporting Period YTD 1/1/2020 - 3/12/2020

Cust re D Media Back Orders
SKU Name SKU Is Active
PF2-AZKLMUZ Inactive
Backpack Black sku-test-backpack-black Active
sku Test Product 0301 sku-test-product-0301 Active
TestNew TSTNW Active
WSC1-3434 Inactive

Change ~ % Export

Is Online
Offline
Online
Offline
Online

Offline

Customer Statistics

Under Reports, select Customer Statistics.

Reports Adminis

Sales

Orders
Backorders

Sales Tax
Shipping Charges
Abandoned Carts

Product Management

Customer Statistics

Downloadable Media

Translation

On the Customer Statistics page, view information about

o Number of Orders
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Number of Customers
Number of New Customers
Number of Return Customers

O O O O

Number of Repeat Customers

Customer Statistics Reporting Period YTD 1/4/2020 -

Sales Orders Sales Tax Shipping Charges Abandoned Carts Product Management Customers Downloadable Media Back Orders

Number of Orders: 1
Number of Customers: i 1
Number of New Customers: 1
Number of Return Customers: i 0

Number of Repeat Customers: i 0

Downloadable Media

o Under Reports, Select Downloadable Media.

Reports Adminis

Sales

Orders

Backorders

Sales Tax

Shipping Charges
Abandoned Carts
Product Management

Customer Statistics

Downloadable Media

Translation

e On the Media Downloads page, filter by Order number or Customer Email to view information.
Information categories include:

Order#

File Title

Customer Name

Customer Email

Start Date and Time

End Date Time

Bytes Transferred
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e Status.

Media Downloads Reporting Period YTD 1/1/2020 - 3/12/2020 Change ~ % Export
Sales Orders SalesTax Shipping Charges Abandoned Carts Product Management Customers Downloadable Media Back Orders
Order # Customer Email
Go
Order # File Title Customer Name Customer Email Start Date & Time End Date Time Bytes Transferred Status
No Items Found!
Translation

o Under Reports, select Translation.

Reports Adminis

Sales

Orders

Backorders

Sales Tax

Shipping Charges
Abandoned Carts
Product Management
Customer Statistics

Downloadable Media

Translation

e Onthe Translation Report Page, at the top of the page, is a quick-access view of statistics —
related to the type of item — regarding:
O Not Translated
o Out of Sync
O In Progress
o Completed
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O Errored

A% Translation Report

171

Not Translated
Site
Type
Products -

Status

Keyword

Reset m

Out of Sync

Title

Women's T-Shirt
Women's T-Shirt
Tanktop

Tanktop

Soccer Ball
Soccer Ball
IAPPS Watch
iAPPS Watch
DressSocks

DressSocks

0

In Progress

Site

© CE-German

© France
CE-German

© France
CE-German
France
CE-German
France
CE-German

France

3

Completed

Locale
de-DE
fr-FR
de-DE
fr-FR
de-DE
fr-FR
de-DE
fr-FR
de-DE

fr-FR

Status
Completed
Not translated
Not translated
Not translated
Not translated
Not translated
Not translated
Not translated
Not translated

Not translated

4

Errored

1-500f 178

Translation Date
3/3/20, 2:44 PM

Use the panel on the left to filter your items.
In the Site field, use the dropdown arrow to select a site.

Site

«

v
CE-German
France

In the Type field, use the dropdown arrow to make a selection.

Type

Pages

Cibn

Attributes
Content Items
Email Templates
Forms

Menus

Product Types

Products
Qlalus

H

H

In the Status field, use the dropdown arrow to make a selection.

Status

£
v

Not Translated
Out of Sync

In Progress
Completed
Error

Unbound Commerce User Guide

163



In the Keyword field, enter the information.
Click Filter.

e In the panel on the right, your items are displayed giving Translation information (according to
your filters) under

Title

Site

Locale

Status

Translation Date

A% Translation Report
Site
1-500f109 « »
CE-German v
Title Site Locale Status Translation Date
Type
Solution C CE-German de-DE  Not translated
Menus T Review CE-German de-DE  Not translated
History blog CE-German de-DE  Not translated
Status
Landing Pages CE-German de-DE  Not translated
Not Translated d
Kids CE-German de-DE  Not translated
Keyword House and Home CE-German de-DE  Not translated
Women's Summer Wear CE-German de-DE  Not translated
Media Library CE-German de-DE Not translated
Asait m Best Sellers CE-German de-DE  Not translated
Commerce Navigation CE-German de-DE  Not translated
Privacy Policy CE-German de-DE  Not translated
Annual Conference CE-German de-DE  Not translated
Checkout CE-German de-DE  Not translated
On Sale CE-German de-DE  Not translated

Administration

There are two sections under Administration. Choose an item from Manage Users & Customers or Store
Settings.
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Administration

Manage Users & Customers

Store Settings

Commerce Users
Customers
Customer Groups

Shipping Methods

Shipping Containers
Tax Category
Countries & States

Warehouses
Deliveries & Restocking

Email Management

Payment Methods

Manage Users and Customers

Commerce Users

An administrator can manage users and permissions for each of the products in the Bridgeline Unbound

suite.

Manage users

Under Administration — Manage Users and Customers, select Commerce Users.

Commerce Users

Customers

Customer Groups

Manage Users & Customers

Administration For Developers

Store Settings

Warehouses

Deliveries & Restocking
Email Management
Shipping Methods
Payment Methods
Shipping Containers
Tax Category

Countries & States

To search for users, on the Manage Users page, use the search bar to find users by Keyword; or

by Status, Sort or Show menus.
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Status v Sort ¥ Show v 1-210f21

Add a user
On the Manage Users page, click Add New User.
On the New User page, enter:

o

O O O O

o

Username

Password and Confirm Password
First Name

Last Name

Email

& New User

User Details
Username First Name

Password Last Name

Confirm Password Email

Cancel

Expiration Date

Lead Score

Email Notifications
Enabie omal notifications

Optionally, add Expiration Date and Lead Score.

o Optionally, select the check box to Enable email notifications.

User Permissions

On the bottom half of the New User page, under Permissions, in the Site field, select the site.

Permissions

" CE VP2 =]

In the Permissions section, select check boxes in the Commerce column.
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Content Marketing Commerce Insights
Blog Administrator Custom Permission Analyst Administrator
CEGroup_0324 Global Campaign Approver CSR Analyst
Content Administrator Global Campaign Author CSR Manager AnalystCustomPermission
Content authors Global Campaign Publisher Fulfillment
: . L ; g Social
Custom Permission Installation Administrator Installation Administrator
Social Admin
Form Administrator Library Admin Marketing
Social User
Global Approver Marketer Merchandising
Global Author Marketier Admin Site Administrator Translate
Global Navigational Editor PercyGroup_0211 WH Manager Translation Administrator
Global Publisher QAPercyGroup
Installation Administrator QATest0324
NavEditor Sales People
PercyGroup0325 Site Administrator
PercyGroup0409
Previewer
QAPercyGroup109
QAPercyGroup8s
Site Administrator

Template Admin

WebApi Administrator

Remove Site Permissions

Remove All Permissions

e Alternately, click Add All Admin Permissions.
At the top of the New User page, click Save.
Edit or Delete Users
On the Manage Users page, select a user from the list.
e Use theicons at the top of the list to take further actions.
% Manage Users
Q
PUVTONTE  pEditUser | @Delete  More Status v Sot v | Show v 1-21of21 < »
ol Last Activity: 1/25/17, 10:13 PM | Permissions
mperkins Email: mperkins@bridgeline.com | Status: InActive
Meredith Perkins Last Activity: 12/8/16, 7:38 PM | Permissions
MRAdmin Email: MRAdmin@xyz.com | Status: Active
MRAdmin MRAdmin Last Activity: 2/9/16, 9:14 PM | Permissions
Patricia Plum Email: pplum@daisyfarm.com | Status: Active
Patricia Plum Last Activity: 10/30/19, 4:34 PM | Permissions
o To edit user information, click Edit User.
O Optionally, to Delete user information, click Delete.
O Optionally, to deactivate or activate a user, use the More dropdown arrow.
e C(lick Save.

Customers

An administrator can manage customers of each of the products in the Bridgeline Unbound suite and

export the information to a CSV file.

Add and manage customers

Under Administration — Manage Users and Customers, select Customers.
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Administration

Commerce Users

Customers

Customer Groups

For Developers

Manage Users & Customers  Store Settings

Warehouses

Deliveries & Restocking
Email Management
Shipping Methods
Payment Methods
Shipping Containers
Tax Category

Countries & States

To search for customers, on the Customers page, use the search bar to find users by Keyword; or
by Sort or Show menus.

Enter keywords to filter

Sort ¥

Show ¥ 1-50of 50

To add a customer, on the Customers page, click Add New Customer.

% Customers

+ Add New Customer P41 @ Delete

Optionally, to edit or delete a customer, select a customer from the list. Click Edit or

Delete.

Customer Details

On the New Customer page, under the General Details tab, Properties, enter:

First Name
Last Name
Email
Username
Password

Unbound Commerce User Guide

168



& Sydney Snorkle

General Details

Manage Customers

Properties

First Name

] Sydney

Last Name

] Snorkle

Email

Birthdate

Gender

Male

Account Number

Lead Score

Customer Groups

5 items selected

Account Status

ssnorkle@aqua.com 67098236 W Approved
W Active
Username Company on Hold
I Sydney Underwater Adventures Locked Out
W include on Mailing List
Password Home Phone
] ............ 4167852934
CSR Security Question Mobile Phone
CSR Security Answer Other Phone

Options

o Optionally, enter information in these fields:
= (SR Security Question
= (SR Security Answer
* Birthdate
*  Gender
= Account Number
= Company, Home Phone
=  Mobile Phone, Other Phone
= Lead Score.

Customer Groups

Optionally, in the Customer Groups field, click the folder icon.

In the Select Customer Group, under User Groups, make a selection.
In the Selected Items panel, click Select.
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Select Customer Group

User Groups

Employees

Gold

Friends & Family
B2B

Silver

Frequent Customer
Everyone

Bronze

Full Customer

ABC Company

Modified: 2/8/17, 3:16 PM

Modified: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Modified: 10/17/19, 7:53 PM

Modified: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Modified: 2/9/16, 9:13 PM

Modified: 3/27/19, 12:03 AM

Modified: 2/8/17, 3:16 PM

1-100f 11

Qa

Selected Items
Employees

Friends & Family
Frequent Customer

828

Reorder

x

Account Status

o Optionally, under Account Status, select check boxes beside Approved, Active,

On Hold, Locked Out, and Include on Mailing List.

Account Status

B Approved
M Active
On Hold
Locked Out

M Include on Mailing List

Attributes

o Onthe bottom half of the New Customer page, in the Customer-Date type field,

select a date using the calendar icon.

Attributes

Customer - Date type

o Inthe Customer-Enumerated field, use the arrow to select from the dropdown

menu of categories
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Customer - Enumerated

-Select- B

o Optionally enter information in these fields:
*=  Customer-String
=  First Viewing
= New Buyers

Customer - String Now Buyers

First viewing

Audience Lists
o Optionally, under Audience Lists, in the Select Lists field, click the folder icon.

Audience Lists
Select Lists

[+]

o Inthe Select Audience List, from the Audience List Group, select from that
group’s List.
o Inthe Selected Items panel, click Select.

Select Audience List

Audience List Group Marketer Lists Q Selected Items
Al Contacts 1-2002 Percy_DemoAudience x
Geographic Lists Percy_DemoAudience 1 contacts

Referrer Lists
Percylmport0327 6 contacts
Demo Audience Lists

QATestAudienceL st

Deleted Contact Lists

Close

e Onthe New Customer page, Click Save.

Once you have finished and placed an order, you can still do more.
_________________________________________________________________________________________________________________________________________________________________________________________________|]
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e Optionally, on a customer page, use the tabs for:

o Shipping

o Payment Options
o Orders

o Additional Logins
o Notes

o Emails Received
o Recent Activity.

Shipping

o  If you choose the Shipping tab, click Add New Address.

& Sydney Snorkle

Manage Customers

General Details [ECUCEURE  PaymentOptions ~ Orders  Additional Logins ~ Notes  Emails Received  Recent Activity

o Onthe Address Details page, enter customer information.

Address Details

Primary Address
Address Name

445 Albee Square West

First Name

I Sydney

Last Name

| Snorkle

Address Type

I Residence

Country

| United States

Address Line 1

| 445 Albee Square West

Search for location

445 Albee Square West Brooklyn NY US

Jane'siCarousel ¢/ (4] = w.?.'! A
reet Parl

Wi
DUMBD ° Brooklyn Navy Yard
o
Brooklyn
Bridge Park M) Building 92 e
Flushing Ave @
BROOKLYN Tillary S P2
ry St
Bridge A Long Island s
ieach a9 V] University 2
rooklyn g myrtle Ave
New York 1 o o Fort Greene %
Transit Museum Zem Park ©
WMoy, . & @ Brooklyn
COLUMBIA & e m o Academy of Music [
STREET § Ave
ATERFRONT ¢ @ et
DISTRICT M]
BOERUM HILL @&
A o Fup
Barclays Center ”""hc/wb
& L. m
CARROLL s 5
GARDENS 2 -
(272 % ~ PROSPEU1T
Go ;g_l—.e 3 T Map data ©2019 Google  Terms of Use  Report a map error

Close

o Click Save.

Unbound Commerce User Guide

172




Payment Options tab

o If you choose the Payment Options tab, click Add New Payment.

& Sydney Snorkle

General Details Shipping Payment Options Orders Additional Logins Notes Emails Received Recent Activity

o Onthe Customer Payment Details, enter payment information.

Customer Payment Details

Details
Payment Type

| CreditCard

Name on card

Card number

Expiration date

[+

cw

Card Name (Alias)

» I2019

Billing Address

search location

Address Type

I Residence

Country

I United States

Address Line 1
Address Line 2

Address Line 3

Citu

Close

o Click Save.

Orders

o If you choose the Orders tab, click Add Order.

& Sydney Snorkle

General Details Shipping Payment Options Additional Logins Notes Emails Received Recent Activity

No orders found!

o Onthe Create Order page, in the Shipping #1 field, click the folder icon.
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™ Create Order Manage Orders

Order Details

Order Details

Order Status Created

Customer Details
Name Sydney Snorkle 7'

Email ssnorkle@aqua.com
Shipping Details

Shipping #1

On the Select Address page, select the customer address and click Select.
Optionally, Add a New Address or Edit the address.

Select Address

# Edit

Sydney Snorkle Address Name:445 Albee Square West
445 Albee Square West

Brooklyn, NY 11201

United States

o Optionally, on the Create Order page, click Add Order ltems.

™ Create Order Manage Orders

Order Details

Order Details

Order Status Created

Customer Details
Name Pamela Pear (7'
Email ppear@garden.com

Shipping Details

Shipping #1

13 Pine Street Apt. 4 Seattle, WA 98101 United States 5 x

On the Select Order Items page, under Product Types, select a Type.
Under SKU, select products.
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Select Order ltems

Product Types

v IAPPS Demo Site
Mens
» Womens
Wormen's Seasonal Wear
=
Best Sellers
On Sale
Accessories
QAAutoProdCat_cd3ae8
Downloadable Media Type
PerrcyProdType1012
Tennis

Soccer Equipment

A Rundla Deadiste

Q
1-130f 13
sKu Product Name ListPrice  Available to Sell
Bathmat (556622331) Bathmat $15.99 Unlimited
Black Mug (565841) Black Mug $9.99 Unlimited
:&tx;:;s)(‘es"p"’d"mm' 1:home: Flower Vase $19.99 124
Apron (88552) {APPS Apron $11.00 Unlimited
Large Apron (88553) IAPPS Apron $3.33 Unlimited
Pillow (22487) {APPS Pillow $5.00 69
Picture Frame 1 (PF-1) Picture Frame 1 $25.00 Unlimited
Pillow Case (00656565412) Pillow Case $12.99 Unlimited
Plain Mug (54123336) Plain Mug $7.98 Unlimited
QAArea Rug QA (QATESTAREARUG100) QA Test Area Rug QA $50.55 108

Selected Items

Pink Pajamas

Bathmat

Pillow

Reorder

Close

In the Selected Items panel, click Select.

On the Create Order page, click Create Order.

'™ Create Order

Manage Orders

Order Details

Qe

o Optionally, on the Edit Order page, make any additions or revisions; or add a

payment or coupon.

Click Place Order; or, alternately, Cancel Order.

'™ Edit Order

Manage Orders

Cancel Order

o If you choose Cancel Order, in the Confirmation dialog, click Confirm; or,

alternately, Cancel.

Are you sure you want to cancel this order?

Cancel
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Additional Logins tab
o If you choose the Additional Logins tab, on the customer’s page, click Add New
Login.

& Sydney Snorkle

General Details Shipping Payment Options Orders Additional Logins Notes Emails Received Recent Activity

o Onthe Login Details page, enter the information. Click Save.

Login Details

First Name User Name
I Sydney [ SydneyS
Last Name Password
l Snorkle [
Email Security Question
l ssnorkle@aquaworld.com What's your favourite flower?
Account Status Security Answer
B Approved J Hyacinth|
Locked Out
Close
Notes

o If you choose the Notes tab, on the customer’s page, click Add New Note.

& Sydney Snorkle

General Details Shipping Payment Options Orders Additional Logins m Emails Received Recent Activity

o Inthe Notes dialog, add a note. Click Save.

Emails and Activity tabs
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o The Emails Received tab allows you to view emails received.
o The Recent Activity tab allows you to see customer activity.

Customer Groups

Customer Groups allow you to associate certain customers in order to give them special pricing through
Price Sets or to undertake other group actions, such as assigning Tags or special security levels on the site.

Create a Customer Group

e Under Administration — Manage Users and Customers, select Customer Groups.

Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses
Customers Deliveries & Restocking
Email Management
Shipping Methods
Payment Methods
Shipping Containers
Tax Category
Countries & States

e To search for customer groups, on the Customer Groups page, use the search bar to find users by
Keyword; or by Status, Sort or Show menus.

Status v Sort ¥ Show v 1-120f12

e Toadd a customer group, on the Customer Groups page, click Add New Group.

& Customer Groups

e Inthe Group Details dialog, enter a Title.
e Inthe Group Details dialog, enter a Description
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Group Details

Title

Tourists and out-of-town shoppers

Description

For people unfamiliar with our products and location.

Security Levels

v

Customers

=

O Optionally, in the Security Levels field, click the folder icon.

O Onthe Select Security Level page, under Security Levels, click Add Security Level.

O Optionally, select a security level or levels from the list. In the Selected Items panel, click

Select.

Select Security Level

Security Levels a Selected Items

TN sEdtSecurtylevel @ Delete 1-6016 Commerce Customer

Employee
Commerce Customer Modified: 2/9/16, 9:13 PM

Tourists
Preferred Customer Modified: 2/9/16, 9:13 PM
Employee Modified: 2/9/16, 9:13 PM
Press Modified: 2/9/16, 9:13 PM
WVIMB Modified: 8/10/16, 2:19 PM

Tourists Modified: 10/25/19, 1:43 PM

Reorder
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O Optionally, in the Group Details dialog, in the Customers field, click the folder icon.
O On the Select Customer page, under Customer, select customers.

O Inthe Selected Items panel, click Select.

Select Customer

Customer Q Selected Items Reorder
1. 150147 5 Sydney Snokle x
Name Username Eman Suse Q x
Sydney Snonia Syaney ssnonie@aqua com Patsy Reyncsss x
S5m0 S0 ARGNLLo Lo
Patsy Reyroids D reynoidsgRviciet com © reyroidsi@viciet com m—_—. ¥
Jane Apple | aogiog@cemy com | 8pple@asy com Sam Sman x
LI Ecamel com
Percy ToutXi26m parcytesta128om percyEs0326pm2 makinatce com
Percy Tos0026p0m porcytes) 126 percytest0I26omGenadinator com
Mckong Syad723 mokongeya0223 mokongeys2TI@manatr com
Vathay Sevs ay a1 @madoator com
Parcy Tos22d Darcytesizz) Deecylostd22 M madnator com
John Seven IS223@mainator com PmAN223 (madnance com
QACuUst_Firsihame_VWaSn Tost VWAS qecust_usermame VWAS. QA VWEE@madnator com
QACust_FirstName_DaEh Toa!_DEER aocust_usermame_DSEN QAAu>_DEBN@malinator com
QACust_FirstName_ZZAZN Tost_ZZAZ qecust_usermame_ZZAZ QAN ZZAZ Genainalin com
SEONLANI N M bOOn Com S5 SANOMEEMARNIe Com SEANDAN NG MBI COm

e Inthe Group Details dialog, click Save.
O Optionally, to edit or delete a customer, select a customer group from the list. Click Edit
or Delete. Using the More dropdown arrow, Deactivate or Activate the group.

# Edit Group @ Delete More +

Deactivate Group

Ol

Store Settings

Warehouses

Bridgeline Unbound Commerce helps you to manage digital, internal or external warehouses for
inventory.

e Under Administration — Store Settings, select Warehouses.
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Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses

Customers Deliveries & Restocking
Customer Groups Email Management
Shipping Methods
Payment Methods
Shipping Containers
Tax Category
Countries & States

e Onthe Warehouses page, use the search bar to find users by Keyword; or by the Show menu.

Enter keywords to filter Q

Show v 1-30f3 « »

Add a warehouse
e Onthe Warehouses page, click Add New Warehouse.

m Warehouses

+ Add New Warehouse

e On the Warehouse Details page, enter a Title.
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Warehouse Details

Title

| New Digital Warehouse

Description

For online orders

Warehouse Type

l Internal v
Provider
| DigitalWarehouseProvider -
Countries

4 items selected =

search location

I

Address Type

l Office

Country

I United States

Address Line 1

| 1204 North Street East

Address Line 2

Apt. 4

Address Line 3

City

New York City

State

lu....v..;.

~ 3

O Optionally, enter a Description.

In the Warehouse Type field, use the dropdown arrow to make a selection.

Warehouse Type

External

miuviuer

v Internal

J

In the Provider field, use the dropdown arrow to select:

o DigitalWarehouseProvider
o ExternalWarehouseProvider
o InternalWarehouseProvider.
Provider

i

Optionally, in the Countries field, click the folder icon.
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Countries

v

On the Select Region page, under Regions, select a region. Select countries by scrolling through
the list or by using the search bar.
In the Selected Items panel, click Select.

Select Region

American Samoa
AS

Modified: 10/9/12, 3:29 PM
Status: Inactive

Andorra Modified: 7/19/11, 11:42AM
AD Status: Active

Angola Modified: 7/19/11, 11:42 AM
A0 Status: Active

Anguilla Modified: 10/9/12, 3:29 PM
A Status: Inactive

Regions Q Selected Items
Africa AT 5 Canada x
Asia Brazil x
Euopd Aland Islands Modified: 10/9/12, 3:29 PM
North America AX Status: Inactive Australia x
South America Albania Modified: 7/19/11, 11:42 AM Hong Kong x
Py Staus Acive
Algeria Modified: 7/19/11, 11:42 AM
oz Status: Active

Close

On the Warehouse Details page, add the street address, City, State (or province or other area),
and Postal Code.
Click Save.

Optionally, to edit or disable a warehouse, select a warehouse from the list. Click Edit or
Disable/Enable.

™ Warehouses
Q
# Edit Disable Show v 1-30f3 «
Name Type Active Address City State/Province Country Postal Code
Canadian warehouse Synchronized  Yes 1000 Gerrard Street East Toronto Ontario CA M4M 3G6
Default warehouse Manual Yes 5655 Triangle parkway Suite Norcross Georgia us 30092
Digital Warehouse Digital Yes
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Deliveries & Restocking
Bridgeline Unbound Commerce helps you to manage your deliveries and restocking.
Manage Deliveries and Restocking

e Under Administration — Store Settings, select Deliveries & Restocking.

Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses

Customers lDeliveries & Restockingl

Customer Groups Email Management
Shipping Methods
Payment Methods

Shipping Containers
Tax Category

Countries & States

e On the Deliveries & Restocking page, in the panel on the left, filter by Keyword, Status, Delivery
Date, and Warehouse.

™ Deliveries & Restocking

Keyword

Status N /EditDelvery @ Delete Show v 1-1of1 « »

Purchase Order Number  Restocking Code Warehouse Delivery Date Status

Delivery Date Ruby Slippers A4242 Default warehouse Oct 19, 2019 Created

Year to Date [-:}]

Warehouse

— 3

O Alternately, use the search box to look for items in the Deliveries and Restocking list.

Add a Delivery
e On the Deliveries & Restocking page, click Add New Delivery.
o Alternately, to make changes to a delivery, select the delivery from the list and click Edit
Delivery or Delete.
e On the Delivery Details page, fill in Purchase Order Number, Delivery Date, and Status.
In the Receiving Warehouse field, click the folder icon to make a selection.
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Receiving Warehouse

v
x

® On the Select Warehouse page, select a Warehouse and click Select.

O Optionally, state the Restocking Code and make any comments.

o C(lick Save.

Delivery Details

Purchase Order Number

[ 123456

Delivery Date

[ 73172019
Restocking Code
Suatus

Queved

SKUs

Receiving Warshouse

r—

Comments

No SKUs found!

Add SKU

e Optionally, on the Delivery Details page, in the SKUs section, click Add SKU (or use the search box

to find one).

SKUs

& Import

e Optionally, in the SKUs section, click Import to import Delivery Details.

In the Import Delivery Details dialog, select the folder icon to browse your files for the

information. Click Save.

e Inthe SKU Details dialog, select the folder icon to browse for the information from Product Types

and Products.
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SKU Details

SKU

Expected Quantity

v
x

Received Quantity

Comments

Close

On the Select SKU page, select a Product Type, then a product. Select a product. Click Select.
Optionally, in the SKU Details dialog, state the Expected Quantity and Received Quantity, or leave
Comments.

e C(lick Save.

e On the Delivery Details page, click Save.

Email Management

Bridgeline Unbound Commerce provides a set of system-generated emails for Administrators to manage.
For example, when the inventory dips below a certain level, a “Low Inventory Alert” is automatically sent
to the Administrator.

Other email messages go to customers and are triggered by their actions on the site — for example,
registering, ordering or changing a password.

Website users can also generate emails by sending friends a copy of their Wish List.

These Email templates are set up by developers when the site is created, but Administrators can change
the wording.

Email templates

e Under Administration — Store Settings, select Email Management.
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Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses
Customers Deliveries & Restocking
Customer Groups
Shipping Methods
Payment Methods
Shipping Containers
Tax Category
Countries & States

Add an Email Template

e On the Email Templates page, click Add Email Template.

& Email Templates

4+ Add Email Template

e On the Email Template Detail page, in the Key field, enter the information.

e |n the Title field, enter a title.

e Optionally, in the Description field, enter a description.

e |nthe Subject field, enter the subject.

e Optionally, in the Default Sender Email, enter the information.
e Optionally, in the Mail Merge Tags field, enter the information.
e |nthe Body text box, enter your text.

e At the top of the page, click Save.

Edit an Email Template
e On the Email Templates page, select a template from the list.
In the row of icons at the top of the list, click Edit.

+ Add Email Template ¢ Edit More ~

® On the Email Template Detail page, make any revisions.
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& Email Template Detail

Key Subject
CustomerApprovedEmail Customer Approved

Title Default Sender Email
CustomerApprovedEmail info@bridgeline.com

Description Mail Merge Tags
CustomerApprovedEmail _NAME_

7
Body
Click Save.

Email Template Translation options

Select an Email Template from the list.

In the row of icons at the top of the page, use the More dropdown arrow to select Submit for

Translation or View Translation Status.

# Edit MoreB

« Submit for Translation

Key Title

.View Translation Status
ClaimSubmitEmail Claim Stw.vun

Submit for Translation

o If you choose Submit for Translation, in the Submit for Translation dialog, in the Targets

field, click the folder icon.

Submit for Translation

Select target(s) and submit to add to translation queue.

Document status can be tracked from 'Translation Activity' screen.

Targets

Close

v

Unbound Commerce User Guide

187



o On the Select Site List page, choose a site or sites.

Select Site List

Site Lists Q Selected Items
T CE-German x
All Child Sites Modified: 8/4/17, 11:02 AM
Site 104 Modified: 3/2/20, 2:37 PM
Site 164 Modified: 3/2/20, 3:46 PM

o Inthe Selected Items panel, click Select.
o Onthe Submit for Translation dialog, click Submit.

Submit for Translation

Select target(s) and submit to add to translation queue.

Document status can be tracked from 'Translation Activity' screen.

Targets
1 item selected =
Selected Items
CE-German x
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View Translation Status
o If you select View Translation Status, you'll see at a glance the status of your variant sites.

Translation Status

1-20f2

Site Locale Status Submitted Updated
CE-German de-DE Ready for translation 2/21/20, 9:53 PM
France fr-FR Not translated
. .
Shipping Methods

A shipping method combines a shipping type (such as Ground Shipping) with an associated shipping
vendor (for example, UPS).

Most shipping methods are set up prior to your site launch, but administrators can later revise them for
each approved shipping vendor. (This is not typically done, however.)

Manage Shipping Methods

e Under Administration — Store Settings, select Shipping Methods.

Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses

Customers Deliveries & Restocking

Customer Groups Email Management
Payment Methods

Shipping Containers
Tax Category
Countries & States

e On the Shipping Methods page, in the Shipper panel on the left, select a Shipper. In the panel on
the right, choose a Shipping Method.
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&8 Shipping Methods
B .
Shipper +Add New Shipping Method P EIT P VRTINS 1.0
Firt Ovemnight Staus: v
uPs Collége dOccitanie Modified: 4/1/16, 6:56 PM
uses Home Delivery Status: InActive
Modified: 4/1/16, 6:56 PM
International Economy Status: InActive
Modified: 4/1/16, 6:56 PM
International Next Flight Status: InActive
Modified: 4/1/16, 6:56 PM
International Priority Status: InActive
Modified: 4/1/16, 6:56 PM

Add or edit a Shipper
On the Shipping Methods page, in the Shipper panel, click the add icon.

&8 Shipping Methods

B--

On the Edit Shipper Detail page, name the Shipper. In the Provider field, use the arrow to make a

selection.

Edit Shipper Detail

Name

l Joe's Cartage

Description

Tracking URL

Shared

Dravidar

v FedexProvider I
UpsProvider

USPSProvider
o

Click Save, or Close to return to the Shipping Methods page.
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Add a Shipping Method

On the Shipping Methods page, in the panel on the right, click Add New Shipping Method.

On the Shipping Option Details page, name the Shipping Method.

Shipping Option Details

l ups
[+

Description -

Start Amount End Amount Shipping Price Action

No shipping option rates have been added
Days to Ship
5
Active
M International
Service Code
External Ship Code
Close { Save

o Optionally, enter a Description, Days to Ship, Service Code and External Ship Code.

o Optionally, select a check box beside Active and/or International.
o Optionally, under Rates, click the add icon.

e In the Shipping Option Rate dialog, use the arrows in the Shipping Price field to

enter the Shipping Price.

Shipping Option Rate

Start Amount

Shipping Price

1

d ]

Close
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o Click Add; or Close to return to Shipping Option Details.
e On the Shipping Option Details page, if you click Add again, in the second

Shipping Option Rate dialog, use the arrows in the Start Amount field to enter a

Start Amount; and also use the arrows in the Shipping Price field to add a
Shipping Price.

Shipping Option Rate

Start Amount

Shipping Price

Close

Click Save, or Close to return to the Shipping Methods page.

Edit a Shipping Method

On the Shipping Methods page, select a Shipping Method from the panel on the right.

@8 Shipping Methods
+ R
Shipper
Jos's Cartage Express Saver
First Overnight
usPs Collége dOccitanie
Home Delivery

International Economy

International Next Flight

8l 7/ Edit Shipping Method

B Delete

Status: Active
Modified: 9/22/11, 3:30 PM

Status: InActive
Modified: 4/1/16, 6:56 PM

Status: InActive
Modified: 4/1/16, 6:56 PM

Status: InActive
Modified: 4/1/16, 6:56 PM

Status: InActive
Modified: 4/1/16, 6:56 PM

Click Edit Shipping Method.

¢ Edit Shipping Method

On the Shipping Option Details page, make any revisions.
Under the Rates tab, click the Edit icon beside a Shipping Rate.
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Start Amount End Amount
0.00 4.99
5.00

Shipping Price
5.00
5.00

)
Action

&S x

[7]x

In the Shipping Option Rate dialog, make any revisions.

Shipping Option Rate

Start Amount
End Amount

Shipping Price

L B

Close U
Shipping Option Rate
Start Amount

s O
Shipping Price

s B

Click Update or Close to return to the Shipping Option Details page.

o Alternately, to delete a Shipper, in the Shipper panel, click the trashcan icon.

i

Delete a Shipping Method

To delete a Shipping Method, in the Shipping Method panel, click Delete.
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# Edit Shipping Method @ Delete

e Inthe Confirm dialog, click Confirm, or Cancel to return to the Shipping Methods page.
Payment Methods

The payment process is initially set up during custom development of Bridgeline Unbound Commerce.
Much of this will depend on the payment gateway your company chooses in whatever currency.

Bridgeline Unbound enables payments with credit cards, Paypal, gift cards and other popular methods. It
is a simple way for customers to pay for items and for the company to manage authentication between
store server and payment gateway; and also to keep track of payment.

Manage Payment Methods

e Under Administration — Store Settings, select Payment Methods.

Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses
Customers Deliveries & Restocking
Customer Groups Email Management

Shipping Methods
Shipping Containers
Tax Category
Countries & States

e Onthe Payment Methods page, select the checkboxes under Accepted Payment Types and
Supported Types.
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B Payment Methods

IAccepted Payment Types |

Il OnAccount
B GiftCard
M cop

M Paypal

Credit Card Details

I Supported Types I

B American Express
B Discover

M MasterCard

B visa

Under Payment Gateway, use arrow for a dropdown menu.

Payment Gateway

None

)

Make your selection.

Payment Gateway

None

Website Payments Pro
Cybersource

Payflow Pro
Authorize.Net
TokenizedAuthorize.Net
TokenizedCybersource
CardWorks
TokenizedCardWorks

Stripe

Click Save.

O You will see this message:
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Payment options saved successfully. For this change to work properly, you need to reset server cache.

Please contact your hosting team.

Close

Shipping Containers

This feature is useful when you want to manage and view shipping containers — by shipper, size, weight,
value and packing preference.

Add a Shipping Container

e Under Administration — Store Settings, select Shipping Containers.

Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses

Customers Deliveries & Restocking

Customer Groups Email Management
Shipping Methods
Payment Methods

Shipping Containers

Tax Category

Countries & States

e On the Shipping Containers page, click Add New Container.

@ Shipping Containers

e On the Shipping Container Details page, enter a Name.
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Shipping Container Details

Name
Description
Box Code

Shipper

W Active

Length

Width

Height

Maximum Weight

Maximum Value

Packing Preference

Close

Optionally, enter:
o Description
Box Code
Length
Width
Height
Maximum Weight
Maximum Value

O O O O O O O

Packing Preference

o Optionally, select the check box beside Active.

In the Shipper field, click the folder icon.

Shipper

[=] =

On the Select Shipper page, under Shippers, select a Shipper.
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Select Shipper

Shippers

PercyShipping
QA0424
QATEST
TestShip

UPS

USPS

Click Select or Close to return to the Shipping Container Details page.

Edit a Shipping Container
On the Shipping Containers page, select a Shipping Container and click Edit.

@ Shipping Containers

+Add New Container |IPT8 l LN

Name Shipper Box Code Length V*
Largest 20 2
Self Shipping Container 0 0
PercyShippingContainer_0411 Fedex 2 2
Joe's Cartage Container Fedex 0 0

On the Shipping Container Details page, make any revisions or additions.
Click Save.
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Delete a Shipping Container

e Onthe Shipping Container page, select a Shipping Container and click Delete.

@ Shipping Containers

# Edit @ Delete

Name Shipper Box Code Length w
Largest 20 2(
Self Shipping Container 0 0
PercyShippingContainer_0411 Fedex 2 2
Joe's Cartage Container Fedex 0 0

e In the Confirm dialog, click Confirm, or Cancel to return to the Shipping Containers page.

Are you sure you want to delete this container?

Cancel

Tax Category

Tax Categories most likely been set up in development and will rarely change. If you do need to change them,
however, this is the place.

Manage Tax Categories

e Under Administration — Store Settings, select Tax Category.
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Administration For Developers

Manage Users & Customers  Store Settings

Commerce Users Warehouses

Customers Deliveries & Restocking

Customer Groups Email Management
Shipping Methods
Payment Methods

Shipping Containers

Tax Category

Countries & States

e On the Tax Category page, click Add New Category.

& Tax Category

Title Commeodity Code Description
01 Generic Taxable Product 01 01 Generic Taxable Product
02 Generic Non-Taxable Product 02 02 Generic Non-Taxable Product

e Inthe Tax Category dialog, enter the required information in the Title, Description and Commodity Code
fields.

Tax Category

Title

| 02 Generic Non-Taxable Product m

Description

02 Generic Non-Taxable Product

Commodity Code

02

Close

o (lick Save.

Edit a Tax Category

e On the Tax Category page, select a category.

e C(lick Edit.
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+ Add New Category & Edit @ Delete

® On the Tax Category page, add or revise the information.

e C(lick Save, or Close to return to the Tax Category page.

Delete a Tax Category

On the Tax Category page, select a category.
Click Delete.

+ Add New Category # Edit @ Delete

e In the Confirm dialog, click Confirm, or Cancel to return to the Tax Category page.

Are you sure you want to delete this category?

Cance' m

Translation Activity
This section allows you to keep track of your translated items in six different ways.

o Under Administration — Site Functions, select Translation Activity.

A For D p

Manage Users & Customers  Store Settings

Commerce Users Warehouses
Customers Deliveries & Restocking
Customer Groups Email Management

Shipping Methods
Payment Methods
Shipping Containers
Tax Category

Translation Activity

Countries & States
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On the Translation Activity page, there are options under these tabs:

O

0O O O O O

Ready for Translation

In Progress

Submitted for Translation
Received from Translation
Failed

Completed

A% Translation Activity

Ready for Translation In Progress Submitted for Translation Received from Translation Failed Completed

Ready for Translation

When you submit a content item for translation, Under the Attention Required tab, the item

awaiting translation appears.

welcome

A% Translation Activity

Ready for Translation In Progress Submitted for Translation Received from Translation Failed Completed

Type: Content | Target
Submitted: 3/3/20, 1:07 PM by Healy, Francie

Show v 1-10f1 « »

You have the option of deleting an item for translation.
Select the item.
Click Ignore Translation.

A Translation Activity

Ready for Translation In Progress Submitted for T

M
Watch out for this guy

In Progress

Under the In Progress tab, you can see the items that are in the process of being translated.

Unbound Commerce User Guide

202



A% Translation Activity

Ready for Translation Submitted for Translation Received from Translation Failed Completed

Enter keywords to filter

Winter sale Type: Content | Target
Submitted: 3/3/20, 1:15 PM by Healy, Francie

Submitted for Translation

Under the Submitted for Translation tab, you can see a list of your submissions.

A% Translation Activity

Ready for Translation In Progress Submitted for Translation Received from Translation Failed Completed

Show v 1-50f5 « »

chairs Type: Content | Target
Submitted: 3/3/20, 12:44 PM by Healy, Francie

children and travel Type: Content | Target
Submitted: 3/3/20, 12:44 PM by Healy, Francie

Hats! Type: Content | Target
Submitted: 3/3/20, 12:43 PM by Healy, Francie

Two perspectives Type: Content | Target
Submitted: 3/3/20, 12:43 PM by Healy, Francie

How to grow daisies Type: Content | Target
Submitted: 3/3/20, 12:32 PM by Healy, Francie

Received from Translation

Under the Received from Translation, you can see the items that have been translated.

Failed

Under the Failed tab, you can see Translations that were rejected or failed.

A% Translation Activity

Ready for Translation In Progress Submitted for Translation Received from Translation Completed

Show v 1-40fd4 « »

Picture Frames Type: Product | Target
Submitted: 3/3/20, 2:44 PM by Healy, Francie

QA Tennis Nets Type: Product | Target
Submitted: 3/3/20, 2:43 PM by Healy, Francie

Boots Type: Product | Target
Submitted: 3/3/20, 2:43 PM by Healy, Francie

Beach toys Type: Product | Target
Submitted: 3/3/20, 2:43 PM by Healy, Francie
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Completed

e Under the Completed tab, you can see a list of all your completed translations.

A% Translation Activity

Ready for Translation ~ In Progress  Submitted for Translation ~ Received from Translation  Failed | [eSUEeY]

Show ~ 1-260f26

Tote Bag Type: Product | Target
‘Submitted: 3/3/20, 2:44 PM by Healy, Francie
Completed: 3/3/20, 2:46 PM

Women's T-Shirt Type: Product | Target
Submitted: 3/3/20, 2:44 PM by Healy, Francie
Completed: 3/3/20, 2:46 PM

Winter sale Type: Content | Target
Submitted: 3/3/20, 1:15 PM by Healy, Francie
Completed: 3/3/20, 1:17 PM

Watch out for this guy Type: Content | Target
Submitted: 3/3/20, 1:10 PM by Healy, Francie
Completed: 3/3/20, 1:12 PM

welcome Type: Content | Target
Submitted: 3/3/20, 1:07 PM by Healy, Francie
Completed: 3/3/20, 1:10 PM

chairs Type: Content | Target
Submitted: 3/3/20, 12:44 PM by Healy, Francie
Completed: 3/3/20, 1:17 PM

children and travel Type: Content | Target
Submitted: 3/3/20, 12:44 PM by Healy, Francie
Completed: 3/3/20, 12:53 PM

Hats! Type: Content | Target
Submitted: 3/3/20, 12:43 PM by Healy, Francie
Completed: 3/3/20, 12:46 PM

Two perspectives Type: Content | Target
Submitted: 3/3/20, 12:43 PM by Healy, Francie
Completed: 3/3/20, 12:46 PM

Thank You Type: Content | Target
Submitted: 3/3/20, 12:34 PM by Healy, Francie
Completed: 3/3/20, 12:37 PM

Countries & States

This section provides Administrators with the codes for most countries and States (or Provinces and
Counties).

View Geographical Information

e Under Administration — Store Settings, select Countries & States.
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Administration

Commerce Users
Customers
Customer Groups

For Developers

Manage Users & Customers  Store Settings

Warehouses

Deliveries & Restocking
Email Management
Shipping Methods
Payment Methods
Shipping Containers
Tax Category

Countries & States

On the Countries & States page, select a country.

Afghanistan
AF

Aland Islands
AX

Albania

Algeria
bz

& Countries & States

1-50 of 244

Modified: 7/19/11, 8:42 AM
Status: Active

Modified: 3/24/19, 2:37 PM by Espinal, Christian
Status: Inactive

Modified: 7/19/11, 8:42 AM
Status: Active

Modified: 7/19/11, 8:42 AM
Status: Active

Modified: 10/9/12, 12:29 PM

Click View States.

Unbound Commerce User Guide

205



State Name
Buenos Aires
Catamarca
Chaco
Chubut
Ciudad Auténoma de Buenos Aires
Cérdoba
Corrientes
Entre Rios
Formosa
Jujuy

La Pampa

La Rioja

State Code

O EC: T SN D

M) <l v lm s

Edit information

On the Countries & States page, select a country.

Click Edit Country.

In the Country Details dialog, make any revisions.

Country Details

Name

I Cayman Islands

M Active

M Shared with child sites

Click Save, or Close to return to the Countries & States page.
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For Developers

Developer Configurations

If you are a developer, choose an item from For Developers. The first is Developer Configurations.

Store Manager Reports Administration For Developers

Manage Developer Configurations

e Under For Developers, select Developer Configurations.

For Developers

Developer Configurations

Cache Management

UPS Registration

On the Developer Configurations page, in the panel on the left, select a Category.

e Inthe panel on the right, select a setting.

2% Developer Configurations

Category # Edit Setting
Name Value
General
DefaultProductHeight 10
jQuery o~
Default Product Height for shipping
WYSINYG Fdior DefaultProductLength 10
Default Product Length for shipping
Cart & Order DefaultProductWeight 1

Default Product Weight for shipping
Shipper Settings

DefaultProductWidth 10

Payment Settings Default Product Width for shipping

1-60f6 « »

CSR email

828 Settings StoreAdminEmail com, vsi com
Tax Settings Store admin email (comma delimited)
Custom StoreCustomerServiceEmail Iinfo@bridgelinesw.com

Edit a Setting

e On the Developer Configurations page, select a category and then setting.
e Click Edit Setting.
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& Edit Setting

e Inthe Site Setting dialog, add or revise information.

Site Setting

Name

| DefaultProductLength

Description

Default Product Length for shipping

Value

10

e Click Save or Close to return to the Developer Configurations page.

Add a Setting

e On the Developer Configurations page, in the Category panel, select Custom.
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Category

General

jQuery
WYSIWYG Editor
Store Settings
Cart & Order
Shipper Settings
Payment Settings
B2B Settings

Tax Settings

e C(Click Add New Setting.

& Developer Configurations

Category

e In the Site Setting dialog, add or revise information.
e Click Save, or Close to return to the Developer Configurations page.

Cache Management

Your Product Catalog can be very large —in some cases, hundreds of thousands of products. Of course,
with five to 10 Attributes per product, the amount of data adds up.

Also, of course, it needs to be refreshed at periodic intervals.
Refresh your cache

e Under For Developers, select Cache Management.
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For Developers

Developer Configurations

Cache Management
UPS Registration

e On the Cache Management page, beside the cache you’d like to refresh, click Refresh.

£¥ Cache Management

Type Last Updated

Navigation Filter Cache 4/11/17,12:32 AM
Product Facet Cache 10/21/19, 2:09 PM Refresh
Price Set Cache 4/11117, 12:32 AM Refresh
Feature Output Cache 10/21/19, 4:16 PM Refresh
Application Cache 41117, 12:32 AM Refresh
Application Base Data Cache 4/1117, 12:32 AM Refresh
Site Settings Cache 411117, 12:32 AM Refresh

All Cache 411117, 12:32 AM Refresh

UPS Registration
Add a new registration

e Under For Developers, select UPS Registration.
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For Developers

Developer Configurations
Cache Management
UPS Registration

On the Registration page, click Add New.
On the Add New Registration page, select the appropriate option.

© End User®) Hosting Provider

Add New Registration

Cancel m

Thank you for choosing our application. Please select the option below that applies 1o you:
An End User is a single user of this product who s using the Application for internal business purposes only. An End User may not resell this product to others.
A Hosting Provider is a third party company who hosts the product and licenses use of the product to multiple users. A Hosting Provider is not the user of the product.

©End User  Hosting Provider

UPS, the UPS Shiokd racemark, avd the cokor Evomn ar racdemarks of Unted Pavcel Service of Amercs, inc. Al Rights Reserd.

Click Next or Cancel to return to the Registration page.

If you have selected End User, on the next page, select Yes | Do or No | Do Not Agree.

Yes | Do No | Do Not Agree

Add New Registration

DO YOU AGREE TO ACCESS THE UPS SYSTEMS IN ACCORDANCE WITH AND BE BOUND BY EACH OF THE TERMS AND CONDITIONS SET FORTH ABOVE?

Yes | Do No | Do NotAgree

UPS, the UPS . and the color brown 7 , Inc. AV Rights Resenved.
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If you have selected Hosting Provider, select Yes | do or No | Do Not Agree, and enter the
information in the fields that follow.

Yes | Do No | Do Not Agree

Contact Name *

Title *

Company Name *

Street Address *

City *

Country * Select

State/Province *

Postal Code *
Phone Number *

Email Address *

<>

<

Click Finish.
o Optionally, click Print, Cancel, or Back.

Print Cancel Back
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