MIU Stores

Apparel and Gifts Product Maintenance

There are a variety of ways to control the content of product listings on your site that will allow you to maximize the product’s appeal to your school’s specific customer base.  In addition to customizing your products, you also want to make sure that only the products you have available are visible to customers.  The following pages give you the information you need to optimize your online campus shop.

Product Maintenance in Accelerator.

Details Tab
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Name: This is the Product Name that will appear to customers on the website.  Products are loaded with basic or generic names.  They should be changed to more accurately describe the product.  If a product features a mascot or other school identifier, consider including it in the Product Name.  

Hint: The customer website organizes products alphabetically, using a space before the product name will move it to the top of the category listings.

Descriptions Tab
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Long Description:  The Long Description field is the one that will appear to customers on your website.  All products are loaded with a basic or generic description, but it doesn’t refer to any of the specifics of the graphic.  You can change the description to more accurately and specifically describe the graphic or to describe a specific aspect of the quality or fit of the product.  

Custom Tab
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Inventory Status:  Driven by on-hands in WinDSS.  Will display In-Stock, Out-of-Stock, or Back-Ordered (On Order) based on WinDSS on-hands or pending PO’s.  It should not be changed manually.

Visibility: Makes a product visible on your site – provided Inventory Status is In-Stock or Back-Ordered.  This is initially not checked, but when you’ve received notification of newly available images and have the product in-store, check the Visible column.  After that, the Inventory Status, driven by WinDSS on-hands, will determine the product’s visibility.

Hint: If a product is marked Visible, it will show online if the Inventory Status is In-Stock or Back-Ordered.  If a product is not marked Visible, it will not show at all, regardless of Inventory Status.
Global:  Checking the Global box makes your product available for sale on the efollett.com global site, giving your product additional visibility. Only one product per category can be selected as a Global product.

Product Pricing
As of May 7th, all pricing updates come directly from WinDSS.  This is to ensure that all products are receiving the correct WinDSS pricing and to ensure that future pricing updates are executed correctly.  Unfortunately, there isn’t currently a process to reflect store-level markdowns on-line, except to make a notation of the lower price in the Long Description.
Computer Product and Supplies
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Name, Description, Inventory Status, Visibility, and Pricing updates for Computer Products and Supplies are driven completely by WinDSS.  Stores should not administer these areas themselves.  If a Computer or Supply product is available on your site in error, please contact your efollett coordinator.
Creating a New Category
Accelerator gives you the ability to create custom categories.  If you want to group similarly themed items or highlight Clearance merchandise, you can create a category that will instantly point them out to customers.
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To create a new category, go to Merchandise along the top and select Categories.  

On the left is the list of all current categories on your site (the “+” and “-“ means a category can be either expanded or contracted).

To create a new category, select New from the right hand side of the screen.
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On the next screen, the following fields should be filled in Category Code (this should be your store number followed by the category name) and Name (this is the category name as it will appear to customers).  Additionally, the Display to customers box should be checked so that customers will be able to see it on the site.

Once that is done, click on Next in the lower right.
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On the next screen, you’ll get to select where your new category will reside.  You can place it anywhere in Apparel and Gifts – be it at the same level as Apparel and Gift and Accessories, or as a sub-category of an already existing category.   Once you’ve selected where you want this new category, click Finish in the lower right.
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This will take you back to the main Category listing.  And as you can see, the new category you created is ready to be used.

To move a product into this new category – find the product you want to move and click on the Product Code.
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On the next screen, select Category from the right hand side of the screen.  This leads to the screen below.  On the right hand side is every category available on your website, on the left hand side of every category that this product is currently associated with.  To make a product appear in more than one category, find more applicable categories from the right hand column, select them, and click the << Add button in the middle.  The new categories will move over to the left hand side.  Click OK in the bottom right and the change will take effect.

Note: If a category isn’t already visible on your site, it will become visible the day after a listed product becomes visible.
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Non MIU Store

Apparel and Gifts Product Maintenance

There are a variety of ways to control the content of product listings on your site that will allow you to maximize the products appeal to your school’s specific customer base.  Also, you want to make sure that only the products you have in stock are visible to customers.  The following pages give you the information you need to optimize your online campus shop.

Product Maintenance in Accelerator.

Details Tab
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Name: This is the Product Name that will appear to customers on the website.  Products are loaded with basic or generic names.  They should be changed to more accurately describe the product.  If a product features a mascot or other school identifier, consider including it in the Product Name.  

Hint: The customer website organizes product alphabetically, using a space before the product name will move it to the top of the category listings.

Description Tab
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Long Description:  The Long Description field is the one that will appear to customers on your website.  Products are loaded with a basic or generic description that describes the products, but doesn’t refer to any of the specifics of the graphic.  You can change the description to more accurately and specifically describe the graphic or to describe a specific aspect of the quality or fit of the product.  

Custom Tab


Inventory Status:  This drop-down should reflect the status of products in your store.  The 3 options are In-Stock (currently available in-store for purchase), Back-Ordered (not currently available, but a re-order or new PO has been created), and Out-of-Stock (not currently available in-store, with no PO’s pending). 

Visibility: Makes a product visible on your site – provided Inventory Status is In-Stock or Back-Ordered.  This is initially not checked, but when you’ve received notification of newly available images and have the product in-store, check the Visible column.  To remove a product from your site you can either change the Inventory Status to Out-of-Stock or remove the check in the Visible column.

Hint: If a product is marked Visible, it will show online if the Inventory Status is In-Stock or Back-Ordered.  If a product is not marked Visible, it will not show at all, regardless of Inventory Status.
Global:  Checking the Global box makes your product available for sale on the efollett.com global site, giving your product additional visibility. Only one product per category can be selected as a Global product.
SKUs: These same changes of Inventory Status and Visibility can be made at the SKU level as well.  Using the example above, if only the Oxford Small SKU was not available, you could go to the SKU level (Actions -> Show SKUs) and change the Inventory Status and Visibility of that single SKU.


Product Pricing: You should always ensure that your products are reflecting the WinDSS current regular retail.  When you store is transitioned to the MIU, having the correct regular retail will make the process a smoother one.  If a markup or markdown needs to be executed on the web, select the product and from the Prices menu, select Set Prices.


If a product is being offered at the regular retail price or is on clearance, the List Price and Offer Price should be the same.  If a product is being offered at a sale price, enter the sale price in the Offer Price. (Click Save in the lower right hand corner for the change to take effect)

SKUs: When a price change is made, it must be made to the Product Level, as well as all of the SKUs underneath it (Actions -> Show SKUs).  Otherwise, the items the customs adds to their shopping cart will reflect the older incorrect price.  To change the price at the SKU level, follow the same procedure above.

Creating a New Category
Accelerator gives you the ability to create custom categories.  If you want to group similarly themed items or highlight Clearance merchandise, you can create a category that will instantly point them out to customers.


To create a new category, go to Merchandise along the top and select Categories.  

On the left is the list of all current categories on your site (the “+” and “-“ means a category can be either expanded or contracted).

To create a new category, select New from the right hand side of the screen.


On the next screen, the following fields should be filled in Category Code (this should be your store number followed by the category name) and Name (this is the category name as it will appear to customers).  Additionally, the Display to customers box should be checked so that customers will be able to see it on the site.  With that information filled in, click Next in the lower right corner.


On the next screen, you’ll get to select where your new category will reside.  You can place it anywhere in Apparel and Gifts – be it at the same level as Apparel and Gift and Accessories, or as a sub-category of an already existing category.   Once you’ve selected where you want this new category, click Finish in the lower right.


\This will take you back to the main Category listing.  And as you can see, the new category you created is ready to be used.

To move a product into this new category – find the product and click on the Product Code.


On the next screen, select Category from the right hand side of the screen.  This leads to the screen below.  On the right hand side is every category available on your website, on the left hand side of every category that this product is currently associated with.  To make a product appear in more than one category, find more applicable categories from the right hand column, select them, and click the << Add button in the middle.  The new categories will move over to the left hand side.  Click OK in the bottom right and the change will take effect.

 

Information for all stores

Web Refreshes

To obtain images outside of Vendor Images, stores should contact their GM Planner and ask for a Web Refresh.  They will work with their GM Planner in selecting merchandise to send away for photography.  They should be sure to follow-up on the process while seeking GM approval and ship merchandise as soon as possible after they have received approval.

CSTV stores
Our goal is to have the same merchandise available on you CSTV site and your efollett.com site.  In order to aid us in this goal, please advise us when you’ve sent new merchandise to CSTV, as well as sending us any product information you send them.  Having this information will allow us to react quickly when the merchandise is posted to your CSTV site and have it posted to your efollett.com site in the shortest amount of time possible.

Contact Information
If you have any additional efollett.com merchandise questions, feel free to contact any of the efollett product coordinators.

Clemente Renteria

crenteria@fheg.follett.com 630-371-5198

Cristina Ruiz

cruiz@fheg.follett.com 630-371-5196

Belinda Dagaas

bdagaas@fheg.follett.com 630-371-7310

