Q Follett

Store Manager’s Guide to

eFollett.com Website
Maintenance

User Guide



Notice

Store Manager’s Guide to eFollett.com Website Maintenance

Follett Higher Education Group® (“Follett”) provides this manual as a guide for using the
administrative functions of eFollett.com. Follett is providing you eFollett.com “as is”, with no
warranty of any kind, either expressed or implied, including but not limited to the implied
warranties of merchantability and fitness for a particular purpose. Follett may make
improvements or changes in this product or in the programs described in this manual at any time
and without notice.

Follett is not responsible for accuracy, accessibility to, or timeliness of eFollett.com features.
Changes are made periodically to the information contained in this manual. These changes will be
incorporated in new versions of the software.

Copyright Follett Higher Education Group, 1999-2015.

Notes:

eFollett®, edoption™, ecredit™, ePartner®and Follett Blue Book™ are trademarks or registered
trademarks of the Follett Higher Education Group®.

Windows® is a registered trademark of the Microsoft Corporation.
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About This Document

This manual explains the procedures you use to manage your store’s eFollett.com website.
The manual includes the step-by-step procedures you will need to maintain:

[1 Store information

[1 Term information

[J Orders and customer information

[l edoptions

0 Merchandise

The manual also includes instructions for running reports and an appendix containing a Guide to
Using HTML Tags.

Getting Help

For assistance with technical issues related to your store’s eFollett website, contact the Follett
Product Support Center. Product Support Specialists are available Monday through Friday from
7:00 A.M. to 6:00 P.M. Central Time. The toll-free number is 1-800-872-9243. Select Option 2.

You can email the Follett Product Support Center at the following email address:

supportcenter@fheq.follett.com

Please indicate your store & school name (if store number not known) and specific
request in the subject line of the email

For questions about marketing or featured product changes, contact your eFollett Specialist or
send email to:

eFollettsupport@fheq.follett.com

For more information on who to contact for help:

https://images.efollett.com/htmlroot/images/templates/library/IMS Contact Sheet.pdf
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Getting Started

You will perform all store administrative tasks in an area of the administrative site called
Commerce Accelerator. The information in this chapter will help you access Commerce
Accelerator and familiarize you with navigating the administrative site pages. The topics in this
chapter include:

0 Logging onto Commerce Accelerator
0 Logging out of Commerce Accelerator
0 Navigating in Commerce Accelerator

Logging On to Commerce Accelerator

Before you can perform any administrative tasks using Commerce Accelerator, you must have a
user 1D and password. Your user ID and password will be assigned to you. If you have questions
about your user ID and/or password, contact your eFollett coordinator.

Note: If you manage more than one store, you will need to type the store number in the Store
Number field or select it from the list box. If your website appears in both English and French,
accept the default USA English or select French from the drop-down menu.

To log on to Commerce Accelerator the first time:
1. Open Internet Explorer.
2. Inthe Address field, type the website address you have been given.
The Login page appears.
3. Inthe User Name field, type your assigned login ID.
4. In the Password field, type your password.
5. Click Log On.

Note: To save the login address in your Favorites section, click Favorites in the menu
bar; then click Add to Favorites. Click OK.

The Website Administration home page appears.

If you saved the address as a Favorite, in the future, you can select the address from your
Favorites menu.

Logging Out of Commerce Accelerator

To log out of Commerce Accelerator from any page, click Logout in the browse sequence on any
page.
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Getting Started

Navigating in Commerce Accelerator

The information in this section will help you use Commerce Accelerator effectively.

Home Page of the Administration Main Menu

il

i i ,l‘ —'[b
- e
936 - Carleton University Bookstore = ‘ ....' P

Store chandise Operations Reports

Logout > Home A

Wechme to your website adnjinistration area.

Please qelect from the above navigation ¢ptions to administer your website.

Store Agnouncements

Safari I§sue Resolved

The issup where Mac based Safari users werd not able to select a shipping or a store pick-up method at checkout has been resolved.

Browse Sequence has been implemgnhted for an enhanced shopping experience.

Please contact the Product Support
Follett Managed Stores: 888-327-4:

re to contact the PSC by email
epartners: 800-872-9243 option 2 ol Menu Bar

The Home page is the starting point for moving from one page to another. It includes a menu bar
providing the following options:

Option Definition

Store Provides access to pages for viewing and maintaining store and term
information that appears on the store website.

Merchandise Provides access to pages for viewing and maintaining products that appear
on the store website.

Operations Provides access to order and customer information.

Reports Provides access to order management reports.

The browse sequence appears on every page and helps you easily navigate back to a previous
page or log out easily from anywhere in the application.
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Menu Panels

Within Commerce Accelerator you will see pages that include a menu panel on the left side of the
page. Selecting an option on the menu panel provides access to additional pages. The name of the

page you select will be highlighted.

Menu Panel

Store| Merchandise Operations Reports

Logoul = Home > Change Profile

[
[ institutions Served |

CT Setup

] Store name
Community College Bookstore

Store description
Community College Bookstore

Sort Priority

No

BuyBack/Rush Messages
No

Pre-Orders Allowed
No

Reserve Orders Allowed
No

Booklist Format Conversion
Courseworks

Manager Name

SAN

Division Label

edoptions Password
70000

Follett CourseTracks
No

Inventory
No

Taxware
No

Catalog Load

Directory Name
70000

Manager Title

JDA Number

Required Label
Optional Label
Recommended Label

Edoption Division Label

oK |[ cancel
GeneNgr s
[Ty General
Contact
Location Store Number Store Type
- = 70000 ePartner
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Getting Started

List Pages and Data Entry Pages

Pages such as the example shown below are referred to as list pages. On these pages you can
perform actions that will change the information that appears on the store’s website.

Action buttons appear on the right side of the page. If an action is not available, the button is
grayed out. If you want to apply an action to a particular item in the list, click the box to the left
of the item and then click the action button on the right side of the page. Another page may
appear where you enter or change information or select more options. See the example on the
next page.

o == =

(MUSSSll 999 - University Bookstore y = N 00008 "
Store Merchandise Operations Reports
Logout = Home > Manage Institutions
Term List

1| Go H H
Eege Number < Navigational
9 items « First| 1 of 1 ILast » ! .
Aids
University = University Bookstore = All Add New Term
dit T
l_‘ Term Active Term ID | Last Booklist =
| sload Booklis
" Fall 2005 Inactive 200530 05/09/2006 at 03:44:56 PM
Order Terms
I Fall 2006 Inactive 200630 09/27/2006 at 08:16:43 AM
N

" Fall 2007 Inactive 200730 11/16/2007 at 07:55:34 AM
" spring/Summer 2005 Inactive 00304 07/21/2005 at 01:10:02 PM
" spring/Summer 2006 Inactive 200620 05/25/2006 at 07:42:25 AM
" Spring/Summer 2007 Inactive 200720 07/05/2007 at 03:25:13 PM
" winter 2006 Inactive 200610 05/09/2006 at 03:46:21 PM
" winter 2007 Inactive 200710 02/12/2007 at 03:11:45 PM
" winter 2008 active, Allow Purchasing 200810 01/18/2008 at 12:19:18 PM

Action Buttons

The action you can perform is stated on the button. Examples of typical actions you might select
include:

Option Action

View View the information for the item selected.
Edit Modify the information for the item selected
Add Add a new item to the list.

Delete Delete an item from the list.

Activate Activate the option selected.

Deactivate Deactivate the option selected.

Note: While the system is processing your request, you will see the “loading” bar shown below.

Please wait while loading ...

= =
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Getting Started

The navigational aids in the upper right corner of the page let you find the information in a list

faster.
To... Do this...
Move to the first page in a list Click First
Move to the last page in a list Click Last
Move to the next page in a list Click Next
Move to the previous page in a list Click Previous

Move to a specific page in a list

and click Go.

Type the page number in the Page Number field

Many data entry pages have buttons at the bottom of the page or within the page. The action of
these buttons is stated on the button. In the example below:

If you... Click...
Entered information for a new term Add a Term
Changed existing term information Update This Term

Wanted to delete the term

Delete This Term

Wanted to return to the previous page without saving

changes

Cancel

Note that this page also contains links that will take you to other pages.

Links

Store Merchandise Operations Reports
Logout > Home = Manage Institutions
Add a Term I I Update This Term | [ Delete This Term | I Cancel
Term Maintenance A
Term Name VWinter 2008 Active Active, allow Purchasing ¥
Term ID 200810
Prepay Yes ¥ Prepay End Date 01 12j0¢ 72008
MM/DD/YYYY
ship Yes ¥ Ship End Date 04 4130 72008
MM/DD/YYYY

Please give us two : Send PreOrder Notifications |

Drapas Macea ebusmess day to
pay 9 gather your
materials. =
The Bookstore will E
% be closed Dec 21

ShipiMessage through Jan 1 -

deliveries will =
Edit Descriptors
Last Course Upload Date
01/18/2008 at 12:19:18 PM
Upload Bogklist

Buttons

Store Manager’s Guide to eFollett.com Website Maintenance
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Maintain Store Information

The information in this chapter will help you maintain the store information that appears on your
store’s website.

Tasks associated with maintaining store information include:

g

O 0o 8o &

Viewing store information
Maintaining return policies
Maintaining store messages
Maintaining hours of operation
Maintaining calendar of events

View Store Information

Store information appears on the store’s website and displays the settings and parameters that
control how the website functions. Store information includes:

g

O O 0o 0o o &

General information including store name and description, manager’s name and title,
edoptions password, and a number of options and parameters that control how the website
works.

Contact information including phone numbers, fax numbers, and email address.
Location including store address.

Language for the website

Currency or currencies used in store transactions

Institutions served by the store

Drop shippers

You can only view store information; you cannot change it. If you need to change the existing
information, communicate the changes to an eFollett coordinator.

Viewing Store Information

To view store information:

1.

2.

Log on to Commerce Accelerator.
The Website Administration home page appears.

From the menu bar, select Store » Change Profile.

Store Manager’s Guide to eFollett.com Website Maintenance 12



Maintain Store Information

The General store information page appears. For more information, refer to the field
definitions below.

Store  Merchandise  Operations Reports
Logout > Home > Change Profile
General | 5 =]
P General
Contact |
Location ‘ Store Number Store Type
L 70000 ePartner
Language |
Currency 1 Store name: edoptions Password
e Community College Bookstore 70000
Institutions Served |
Store Groups ]
| Drop Shippers |
Store BuyBack 1 Store description Follett CourseTracks
= Y = Community College Bookstore No
CT Setup ‘
T Inventory
No
Sort Priority Taxware
No No
sgyﬁack/Rush Messages Catalog Load
Pre-Orders Allowed Directory Name
No 70000
ﬁgserve Orders Allowed Manager Title
Booklist Format Conversion IDA Number
Courseworks
Manager Name Required Label
SAN Optional Label
Recommended Label
Division Label Edoption Division Label
~]
3. Select an option from the menu panel on the left side of the page to view additional store

information.

4. When you are finished viewing information, click OK.

5. Select another option from the menu bar at the top of the page.
_Or_

Log out of Commerce Accelerator.

Field Definitions for the Store Profile—General Page

Displays the general store information that was entered when the store’s website was created.

Field Name Field Definition

Store humber Identifying number for the store.

Store Type Description of type of store, such as Follett-managed, ePartner, Drop
Shipper, etc.
Store name Name of the store as it should appear on the store’s website.

edoptions Password Password faculty must use to enter edoptions on the store’s website.

Follett CourseTracks Not applicable. (Default is No)

Store description Descriptive information about the store. This information is not posted

on the store’s website.

Store Manager’s Guide to eFollett.com Website Maintenance

13



Maintain Store Information

Field Name

Field Definition

Sort Priority

Option established at store site setup that allows certain items to be
displayed first instead of in the default order. (Default is alphabetical)

Inventory Option established at store site setup defining whether the store
maintains real-time inventory. (Default is No)

BuyBack/Rush Option established at store setup to enable or disable buyback/rush

Messages messages. (Default is No)

Taxware Option established at store site setup indicating whether the store is

using Taxware (Yes) or tax tables (No). (Default is Yes for Follett-
managed stores, No for independently managed stores)

Pre-Orders Allowed

Option established at store site setup indicating whether or not the store
accepts pre-orders. (Default is No)

Rental Orders Allowed

Option established at store site setup indicating whether or not the store
accepts rentals. (Default is No)

Reserve Orders
Allowed

Option established at store site is setup indicating whether or not the
store accepts reserve orders. (Default is No)

Catalog Load

Option established at store site setup defining how catalog information
is loaded to the website. (MMS or Manual)

Booklist Format
Conversion

Text management software the store uses.

Directory Name

Defines where store-specific images are assigned to this store.

Manager Name

Name of the store manager.

Manager Title

Store manager’s official position title.

SAN Store’s Standard Address Number.

JDA Number Indicates which JDA system the eFollett system should feed into.
(Blank for independently-managed stores.)

Division Label Word or abbreviation the school uses to describe divisions.

Required Label

Word or abbreviation the school uses to describe required course
materials.

Course Label

Word or abbreviation the school uses to describe courses.

Optional Label

word or abbreviation the school uses to describe optional course
materials.

Section Label

Word or abbreviation the institution uses to describe course sections.

Recommended Label

Word or abbreviation the school uses to describe recommended course
materials.

Instructor Label

Word or abbreviation the school uses to describe this position. For
example some schools use “Professor”.

Store Manager’s Guide to eFollett.com Website Maintenance
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Maintain Store Information

Field Name Field Definition

Department Label Word or abbreviation the school uses to describe departments.

Bookstore URL Store’s web address.

Download Orders Indicates whether or not the store is allowed to download orders.

Send Email Update Option established at store site setup indicating whether an email will be
automatically sent to a customer whenever the order status changes.

Field Definitions for the Store Profile—Contact Page

Displays the contact information entered when the store’s website was created.

Field Name Field Definition

Phone # 1 Store’s primary phone number.

Phone # 1 Label Descriptor for phone, e.g., main phone.

Phone # 2 Additional phone humber.

Phone # 2 Label Descriptor for additional phone, e.g., text department.

Phone # 3 Additional phone number.

Phone # 3 Label Descriptor for additional phone, e.g., software department.

Phone # 4 Additional phone humber.

Phone # 4 Label Descriptor for additional phone, e.g., merchandise department.

Phone #5 Additional phone number.

Phone # 5 Label Descriptor for additional phone.

Fax number Store’s fax number.

E-mail address Store’s actual email address, e.g., mollymanager@bookstore.com.
Customer email will be redirected to this address.

E-mail address alias Email address that appears on the website, e.g., university@bkstr.com.
The email will be redirected to the email address store’s actual email
address.
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Maintain Store Information

Field Definitions for the Store Profile—Location Page

Displays the address information entered when the store’s website was created.

Field Name Field Definition

Address 1 Store’s street number, street name.

Address 2 Additional address information.

Address 3 Additional address information.

City City associated with the store’s street address.

State/Province

State associated with the store’s address.

ZIP/Postal code

Zip code or postal code associated with the store’s address.

Country/Region

Country associated with the store’s address.

Allow In-store Pick-
up?

Indicates whether this store allows customers to order online and pick
up their orders at the store.

If you click Manage Pick-Up Locations, you can view the pick-up
locations set up for your store, but you cannot edit them. Click Cancel
to go back to the General page.

Field Definitions for the Store Profile—Language Page

Displays the language information entered when the store’s website was created.

Field Name

Field Definition

Selected languages

Language selected when this store was created appears on this page. If
more than one language is selected, the website will appear in the default
language, but the customer may select an alternative language.

Available languages

Additional languages you can select for the store’s website.

Field Definitions for the Store Profile—Currency Page

Displays the currency information entered when the store’s website was created.

Field Name

Field Definition

Selected currencies

Currencies selected when this store was created appear on this page as
the default. If more than one currency is selected, the website will show
monetary information in the default currency.

Available currencies

Additional currencies you can select for the store’s website.

Store Manager’s Guide to eFollett.com Website Maintenance
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Maintain Store Information

Field Definitions for the Store Profile—Institutions Served Page

Displays the institution information associated with the store.

Field Name Field Definition

State State where the institution is located.

Institution Institution associated with this store.

Campus Campus of the institution served by this store. For example, a large
university might have different stores serving geographically distant
campuses.

Program Education program, such as Undergraduate or Graduate.

Store Groups Page

The eFollett staff uses this page to indicate whether or not a store uses certain features like
showing ISBNs in the course results area and so on.

Field Definitions for the Store Profile—Drop Shippers Page

Displays the drop shipper information associated with the store.

Field Name Field Definition

Selected Drop Book vendors such as WMS (2000), Ingram (2001) or Rittenhouse
Shippers (2002) who service the general books section of the website.
Available Drop Additional drop shippers you can select for the store’s website.
Shippers

Store Buyback Page

Indicates the address where customers should mail their buyback orders.

Course Tracks Setup

Not applicable.

Store Manager’s Guide to eFollett.com Website Maintenance
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Maintain Store Information

Maintain Store Messages

Store messages appear on various pages of the store’s website. The Store Messages page contains
three major categories of messages with various subcategories.

You can create or change messages in these categories:
0 General Message
0 Academic
O Apparel and gifts
0 Buyback/Rush remote locations and times
0 Buyback most wanted titles
0 Buyback store events
0 Email message for orders submitted
[0 edoptions
0 Payment Methods
0 Multi-tendering help
0 Payment Method — Check
0 Payment Method — Money Order
0 Return Policies
0 Computers and Software
General Goods
Apparel and Gifts
Non Textbooks
Textbooks

O 0o &a &8

Creating or Editing a Store Message

For help with formatting store messages, refer to Appendix A: Guide to Using HTML Tags, on
page 100.

To create or edit a store message:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.

2. From the menu bar, select Store » Store Messages.

Store Manager’s Guide to eFollett.com Website Maintenance
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Maintain Store Information

The Store Messages page appears.

Store Messages

Page Number 1 [ea]
18 items « First! 1of 1 lLast»
| category Message Type Message Text
" General Messages Academic
r Hours of Operation

Mon-Thurs, 8:00am to 6:00pm
Apparel and Gifts Friday, 8:00am to 5:00pm
Pags o Saturday, 9:00am to 5:00pm
2 Sunday, Nocn to S:00pm
We only process online orders Monday thru Friday.
Please allow 2 business days to process your order.

General Messages

8uy Back/Rush
General Messages  Remote Locations &
Hour:

Go to www.uuu,edu/bookstare/buyback for complete information on buyback.

coaqes  Buyback Most Wanted
General Messages DD

NEW! Now you can get your buyback on a MasterCard debit
card, which you can use just like a credit card - OR in cash!

Visit the buyback counter for details.

- IR

..enjoy the
convenience of a
debit card
General Messages  Buyback Store Events

~

oR
- (N
B oy o

3. Click the box to the left of the appropriate Category and Message Type and click Update.

The Store Messages text box appears.

Store  Merchandise  Operations  Reparts

Logout > Home > Store Messages

Store Messages -> Buyback Most Wanted Titles

Message

I

Preview Message

4. Inthe Message field, type a new message or edit the text of an existing message.

5. To review the message, click Preview Message. Click Close Window when you are
finished viewing the message.

Note: If you have used HTML tags to format your message, view the message on the
store’s website to see how the message will actually look to customers.

6. If you do not want to save your work, click Cancel.
_Or-
Click OK.
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The Store Messages page reappears.

Repeat steps 3-6 until you are finished creating or editing messages.
Select another option from the menu bar at the top of the page.

_Or_

Log out of Commerce Accelerator.

Deleting a Store Message

To delete a store message;

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Store Messages.

The Store Messages page appears.

Click the box to the left of the message and click Delete.

At the prompt, click, Cancel to avoid deleting the message.
-or-

Click OK to delete the message.

Select another option from the menu bar at the top of the page.
-or-

Log out of Commerce Accelerator.

Maintain Store Hours

Store hours are posted in the Store Information section of the Help page. You can set up to 10
sets of hours to address various times of the year such as rush, buyback or various academic
terms. Tasks associated with maintaining store hours include:

g
g
g
g

Adding a new set of store hours
Activating or deactivating store hours
Changing store hours

Deleting store hours

Adding a New Set of Store Hours

To add a set of store hours:

1.

2.

Log on to Commerce Accelerator.
The Website Administration home page appears.

From the menu bar, select Store » Hours of Operation.
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The Hours of Operation list page appears.

Store Merchandise  Operations Reports
gout > Home > Hours of Operation

Hours of Operation
Page Number 1

2 items «First! 1 of 1 [Last »

| Name Note | status
|I” standard Hours Activated
Monday Tuesday wednesday Thursday Friday Saturday Sunday

7:30am - 8:00pm 7:30am - 6:00pm :00am - 2:00pm Closed

Thursday Friday

8:00am - 7:30pm 8:00am - 5:00pm

3. Click New.
The Add Hours of Operations page appears.

Add Hours of Operations

........

4. In the Sequence field, type a number if you have multiple sets of store hours. Entering the
number 1 will make that particular set of hours display at the very top.

5. Inthe Note field, type any special information related to hours. Example: Closed on
Christmas and New Year’s Day.

6. Inthe Name field, type a description for the set of hours. Example: Regular, Rush, or
Buyback.

Note: Once you click OK, you cannot change the name for the set of hours.

7. Type the hours of store operation in the fields for Monday through Sunday.

8. Click OK.
A confirmation message appears.
9. Click OK.

The Hours of Operation list page reappears with the hours you have entered.

10. Refer to the table below to determine your next step.

To... Do this...

Perform another task on Select another option on the list page.
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To... Do this...

the list page

Perform another task on Select another option from the menu bar at the top of the
the administrative site page.

Log out of Commerce Click Logout in the browse sequence.
Accelerator

Important: The hours do not appear on the store’s website until you activate them. Go on to the
next procedure.

Activating or Deactivating Store Hours

To activate or deactivate store hours:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Hours of Operation.

The Hours of Operation list page appears.

Click the box to the left of the set of hours you want to activate or deactivate.
Click Activate to ensure that the hours appear on the store’s website.
-or-

Click Deactivate to remove the hours from the store’s website.

A confirmation message appears.

Click OK.

The status in the Status field changes depending on your selection.

Refer to the table below to determine your next step.

To... Do this...

Perform another task on the list page Select another option on the list page.

Perform another task on the Select another option from the menu bar at the
administrative site top of the page.

Log out of Commerce Accelerator Click Logout in the browse sequence.

Changing Store Hours

To change store hours:

1.

2.

Log on to Commerce Accelerator.
The Website Administration home page appears.

From the menu bar, select Store » Hours of Operation.
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The Hours of Operation list page appears.

Click the box to the left of the set of hours you want to change.

Click Change.

The Change Hours of Operations page appears.

Edit the store hours as needed. You cannot change the Name field.

Click OK.

A confirmation message appears

Click OK.

The Hours of Operation list page reappears showing the changes you have made.
Refer to the table below to determine your next step.

To... Do this...

Perform another task on the list page  Select another option on the list page.

Perform another task on the Select another option from the menu bar at the top
administrative site of the page.
Log out of Commerce Accelerator Click Logout in the browse sequence.

Deleting Store Hours

To delete store hours:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Hours of Operation.
The Hours of Operation list page appears.

Click the box to the left of the set of hours you want to delete.
Click Delete.

At the prompt, click Cancel to avoid deleting the store hours.
-or-

Click OK to complete the deletion.

A confirmation message appears.

Click OK.

The Hours of Operation list page reappears. The set of store hours you deleted is no
longer in the list.
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7. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the list page Select another option on the list page.

Perform another task on the Select another option from the menu bar at the
administrative site top of the page.

Log out of Commerce Accelerator Click Logout in the browse sequence.

Maintain Store Events

Store events are posted on the store’s home page and throughout the site. Tasks associated with
maintaining store events include:

0 Adding a store event
0 Changing a store event

0 Deleting a store event

Adding a Store Event

Important: The information about the event will not appear on the website until the event is
activated. The information remains on the website until the event is deactivated.

To add a store event:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Calendar of Events.
The Calendar of Events list page appears.

Calendar of Events

Page Number 1 -m

0 items «First| 1 of 1 |Last »

| Title Start Date End Date | status New
" Graduation Announcements 02/07/2006 02/09/2006 Active
" Gradustion Fair 04/04/2006 04/06/2006 Active

3. Click New.
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11.

Maintain Store Information

The Add Calendar Event page appears.

gout > Home > HNew Calendar Event

Ganca

Add Calendar Event

Title

Start date (required) End date (required)
Year  Month Day Year Month Day
gl 2]

Message

5]

In the Title field, type the name of the event.

In the Start Date field, type the starting date for the event (YYYY/MM/DD format), or
click the calendar icon and select the date.

In the End Date field, type the last date for the event (YYYY/MM/DD format), or click
the calendar icon and select the date.

In the Message field, type the information that you want to appear on the store’s website.
Click OK.

The Calendar of Events list page reappears with the new event listed, but not activated.
To post the event on the website, click the box to the left of the event.

Click Activate.

The Status field changes from “Deactive” to “Active”. The information remains on the
website until the event is deactivated. To deactivate an event posting, click the box to the
left of the event and click Deactivate.

Refer to the table below to determine your next step.
To... Do this...
Perform another task on the list Select another option on the list page.
page
Perform another task on the Select another option from the menu bar at the top
administrative site of the page.

Log out of Commerce Accelerator  Click Logout in the browse sequence.

Store Manager’s Guide to eFollett.com Website Maintenance

25



Maintain Store Information

Changing a Store Event

Start and end dates are the dates an event begins and ends. An event must be activated before it
will appear on the website. The event will continue to appear on the website until it is deactivated
or deleted.

To change a store event:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Calendar of Event.
The Calendar of Events list page appears.

Click the box to the left of the event you want to change.
Click Change.

The Change Calendar Event page appears.

Edit the fields as needed.

Click OK.

The Calendar of Events list page reappears.

Refer to the table below to determine your next step.

To... Do this...

Perform another task on the list page  Select another option on the list page.

Perform another task on the Select another option from the menu bar at the
administrative site top of the page.
Log out of Commerce Accelerator Click Logout in the browse sequence.

Deleting a Store Event

To delete a store event:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Calendar of Events.
The Calendar of Events list page appears.

Click the box to the left of the event you want to delete.
Click Delete.

At the prompt, click Cancel to avoid deleting the event.
-or-

Click OK to complete the deletion.
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The Calendar of Events list page reappears. The event is no longer in the list.
6. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the list Select another option on the list page.

page

Perform another task on the Select another option from the menu bar at the top of
administrative site the page.

Log out of Commerce Accelerator  Click Logout in the browse sequence.
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Terms are associated with the campuses and programs established for your institution. Tasks

associated with maintaining terms include:
0 Viewing an institution

Viewing a program

Viewing terms

Adding a term

Editing a term

Deleting a term

Adding a term descriptor

Editing a term descriptor

Deleting a term descriptor

Selecting the sort order for terms

Uploading a booklist for a term

Viewing term upload dates

Iy s [ s [ Y [ [ [ s o N |

Sending pre-order notifications to customers

Viewing an Institution

To view an institution:
1. Log onto Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Manage Institutions.

The Campus List page appears.

Store  Merchandise Operations  Reports

Logout > Home > Manage Institutions

Campus List

Page Number 1

1item “Firstl 1 of 1 [Last»

State Community College

l“ Campus
" state co

Active
Yes All

Program Term

Spring 2007, Auturmn 2007, Summer 2007, Winter 2008

View Institution
__Ed«t Institution
Add New Campus

3. Click View Institution.
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The page containing institution information appears.

Store Merchandise Operations Reports
Logout > Home > Manage Institutions
[_add an Instittion | [ update This Institution | [ Delete This Institution | [ cancel |
State Community College
Institution ID 1111
Institution Name State Community College Institution URL http://scc.edu
State Province OH Active Yes
Team Name
Team Mascot
Textbook browse labels Edoption labels
Campus Campus Campus Campus
Program Program Program Pragram
Term Term Term Term

4. Refer to the table below to determine your next step.

To... Do this...

Return to the Campus List page Click Cancel.

Perform another task in Commerce Select another option from the menu bar at the top of
Accelerator the page.

Log out of Commerce Accelerator Click Logout in the browse sequence.

Viewing a Program

To view a program:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Manage Institutions.
The Campus List page appears.
3. Click the box to the left of the campus associated with the program you want to view.
4. Click View Programs.

The Program List page appears.

Store Merchandise Operations Reports

Logout > Home > Manage Institutions

Program List

Page Number [—_1-
1 item « First| 1 of 1 |Last »
State Community College = State Community College Add New Program
l_‘ Program Program Type Active Term
™ al Textbook browse and Edoptions Yes Spring 2007, Auturnn 2007, Summer 2007, Winter 2008
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5. Refer to the table below to determine your next step.

To...

Do this...

Return to the Campus List page

Click the campus name link above the list of programs.

Perform another task in Commerce
Accelerator

Select another option from the menu bar at the top of

the page.

Log out of Commerce Accelerator

Viewing a Term

If you are already on the Campus List page, start at step 3.

To view a term:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

Click Logout in the browse sequence.

From the menu bar, select Store » Manage Institutions.

The Campus List page appears.

Click the box to the left of the campus associated with the terms you want to view.

Click View Terms.
The Program List page appears.

Note: If a campus has only one program, clicking View Terms will take you directly to
the Term List page. Continue with step 7.

Click the box to the left of the program associated with the terms you want to view.

Click View Termes.

The Term List page appears.

Store Merchandise Operations Reports

Logout > Home > Manage Institutions

Active, Allow Purchasing

Term List
Page Number 1
4 items “ First] 1 of 1 [Last »
State Community College = State Community College = All
| Term Active | Term 10 Last Booklist
I autum 07 Inactive Auturn 2007 11/27/2007 at 09:46:34 AM
L s Inactive
L s Inactive

3 at 06:35:39 AM

Add New Term
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Maintain Terms

Refer to the table below to determine your next step.

To... Do this...

Perform a task on the Term List ~ Select an option on the list page.
page

Return to the Program List page  Click the program name link above the list of terms.

Return to the Campus List page  Click the campus name link above the list of programs.

Perform another task in Select another option from the menu bar at the top of the
Commerce Accelerator page.
Log out of Commerce Click Logout in the browse sequence.

Accelerator

Adding a Term

If you are already on the Campus List page, start at step 3. If you are on the Program List page,
start at step 5.

To add a new term:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Manage Institutions.
The Campus List page appears.

Click the box to the left of the campus you want to work with.
Click View Terms.

The Program List page appears.

Note: If a campus has only one program, clicking View Terms will take you directly to
the Term List page. Continue with step 7.

Click the box to the left of the program you want to add a term to.
Click View Terms.

The Term List page appears.

Click Add New Term.
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The Add a New Term page appears.

Add a New Term
Term Name
Term 1D

In-Store Pickup Yes v

Ship Yes v/

In-Store Pickup Message
~

v

Ship Message
A

v

Term Open / Closed Open
In-Store Pickup End Date
MM/DD/YYYY
Ship End Date /
MM/DO/YYYY

8. Complete the fields on the page. Refer to the field definitions on page 34.

9. Click Add a Term.

The Term List page reappears.

10. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the Term Select another option on the list page.

List page

Return to the Program List page Click the program name link above the list of terms.
Return to the Campus List page Click the campus name link above the list of programs.

Perform another task in Commerce  Select another option from the menu bar at the top of the

Accelerator

page.

Log out of Commerce Accelerator  Click Logout in the browse sequence.

Editing a Term

If you are already on the Campus List page, start at step 3. If you are on the Program List page,

start at step 5.

To edit a term:

1. Log onto Commerce Accelerator.

The Website Administration home page appears.

2. From the menu bar on the top of the page, select Store » Manage Institutions.

The Campus List page appears.

3. Click the box to the left of the campus you want to work with.

4. Click View Terms.

The Program List page appears.

Note: If a campus has only one program, clicking View Terms will take you directly to
the Term List page. Continue with step 7.
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5. Click the box to the left of the program you want to work with.
6. Click View Terms.
The Term List page appears.
7. Click the box to the left of the term you want to edit.
8. Click Edit Term.
The Term Maintenance page appears.

Term Maintenance
Term Name

Term 1D

In-Store Pickup Yes v

ship Yes v

Term Status.
Term Open / Closed

In-Store Pickup End Date

Ship End Date

Rental End Date

Inactive

Open
MM/DD/YYYY

MM/DD/YYYY

05/08/2015

In-Store Pickup Message [,

Ship Message

9. Edit the fields on the page. Refer to the field definitions on page 34.

10. Click Update This Term.
The Term List page reappears.

11. Refer to the table below to determine your next step.

To...

Do this...

Perform another task on the Term
List page

Select another option on the list page.

Return to the Program List page

Click the program name link above the list of terms.

Return to the Campus List page

Click the campus name link above the list of
programs.

Perform another task in Commerce
Accelerator

Select another option from the menu bar at the top of
the page.

Log out of Commerce Accelerator

Deleting a Term

Click Logout in the browse sequence.

If you are already on the Campus List page, start at step 3.If you are on the Program List page,

start at step 5.

To delete a term:
1. Log on to Commerce Accelerator.
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The Website Administration home page appears.
2. From the menu bar, select Store » Manage Institutions.
The Campus List page appears.
3. Click the box to the left of the campus you want to work with.
4. Click View Terms.
The Program List page appears.

Note: If a campus has only one program, clicking View Terms will take you directly to
the Term List page. Continue with step 7.

5. Click the box to the left of the program you want to work with.
6. Click View Terms.
The Term List page appears.
7. Click the box to the left of the term you want to delete.
8. Click Edit Term.
The Term Maintenance page appears.
9. Click Delete This Term.
10. At the prompt, click Cancel to avoid canceling the term.
-or-
Click OK to complete the deletion.
The Term List page reappears. The term you deleted is no longer on the list.
11. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the Term Select another option on the list page.

List page

Return to the Program List page Click the program name link above the list of terms.
Return to the Campus List page Click the campus name link above the list of

programs.

Perform another task in Commerce  Select another option from the menu bar at the top of
Accelerator the page.

Log out of Commerce Accelerator  Click Logout in the browse sequence.

Field Definitions for the Add a New Term and Term Maintenance Pages

Note: If you do not see fields related to Reserve and/or Rental, it is because they were not turned
on when your store’s profile was created. To have these options made available, please contact
eFollett support.
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Options are Yes or No.

Field Name Field Definition

Term Name Name for the Term, for example, Fall #### (where #### is the year).

Term Status Designation of whether or not the term is active. If a term is active, the
booklist for the term will be displayed on the store’s website. The options
are:

0 Active, Allow purchasing

[0 Active Pre-Order (only available if Pre-order is marked “Yes” in store profile)

O Inactive, Pre-Order (only available if Pre-order is marked “Yes” in store
profile)

[0 Inactive

Term ID Unique identifier that can be used for registration integration. Use whatever
designation the school uses. A term ID is required before you can activate a
term.

Term Open/Closed Identifies whether the term is opened or closed for activity.

In-Store Pickup Identifies whether your store provides in-store pickup for purchases.

pickup in the store.

In-Store Pickup If the store provides in-store pickup, the field identifies that last day for

store’s website. The options are Yes or No.

Ship Determines whether or not the option to ship orders will appear on the

Ship End Date Date when orders will no longer be shipped for this term. The option to
ship orders will disappear from the website after the end date.

your store.)

Rental Determines whether or not the In Store Pick-Up, Pay Later options will
appear on the store’s website. The options are Yes or No. (If available to

end date. (If available to your store.)

Rental End Date Date when rental orders will no longer be accepted for this term. The In
Store Pick-Up, Pay Later options will disappear from the website after the

Prepay field, this field disappears.

Prepay Message Message customers see when they select the Prepay option. You can accept
the default message or type your own message. If you select “No” in the
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Ship field, this field disappears.

Field Name Field Definition

In-Store Pickup Message the customers see when they select the In-Store Pickup option.
Message Use the space to enter the message as you want it to appear for customers.
Ship Message Message customers see when they select the Ship option. You can accept

the default message or type your own message. If you select “No” in the

the Reserve field, this field disappears.

Reservation Message | Message customers see when they select the Reserve option. You can
accept the default message or type your own message. If you select “No” in

Rental field, this field disappears.

Rental Message Message customers see when they select the Rental option. You can accept
the default message or type your own message. If you select “No” in the

Adding a Term Descriptor

Term descriptors are names or abbreviations describing divisions, departments, courses or
sections that will be meaningful to customers. Descriptors are specific to the term you select.

Note: If you are already on the Campus List page, start at step 3. If you are on the Program List

page, start at step 5. If you are on the Term List page, start at step 7.

To add a new term descriptor:

1. Log on to Commerce Accelerator.
The Website Administration home page appears.

2. From the menu bar, select Store » Manage Institutions.
The Campus List page appears.

3. Click the box to the left of the campus you want to work with.

4. Click View Terms.
The Program List page appears.

Note: If a campus has only one program, clicking View Terms will take you directly to

the Term List page. Continue with step 7.

5. Click the box to the left of the program you want to work with.

6. Click View Terms.
The Term List page appears.
7. Click the box to the left of the term you want to work with.
8. Click Edit Term.
The Term Maintenance page appears.
9. Click the Edit Descriptors link at the bottom left of the page.
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Maintain Terms

Store  Merchandise  Operations  Reports

Logout > Home > Manage Institutions

Term Descriptor List

1item

Page Number 1 -Go

“First] 1 of 1 ILast»

" | Database Code Description
[T nsc Nursing

\ Level \ Display
Department Yes

Add New
Descriptor

10. Click Add New Descriptor.

The Add a New Term Descriptor/Abbreviation page appears.

Store Merchandise Operations Reports

Logout > Home > Manage Institutions

Add a New Term Descriptor/Abbreviation

Descriptor Code
Descriptor Name

Level Division hd
Display Yes v

[__Add a Descriptor | [ update This Deseriptor _ |[ cancel |

11. In the Descriptor Code field, type the code for the division, department, course or

section.

12. In the Descriptor Name field, type a name for the descriptor code.

13. In the Level field, select Division, Department, Course or Section from the drop-down

list.

14. In the Display field, select “Yes” or “No” to indicate whether the descriptor should

appear on the store’s website.

15. Click Add a Descriptor.

The Term Descriptor List page reappears.

16. Refer to the table below to determine your next step.

To...

Do this...

Perform another task on the Term
Descriptor List page

Select another option on the list page.

Return to the Term Maintenance page

Click Return in the lower right corner of the page.

Return to the Term List page

Click Cancel in the lower right corner of the Term
Maintenance page.

Return to the Program List page

Return to the Campus List page

Click the program name link above the list of terms
on the Term List page.

Click the campus name link above the list of
programs on the Program List page.
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To... Do this...

Perform another task in Commerce Select another option from the menu bar at the top of
Accelerator the page.

Log out of Commerce Accelerator Click Logout in the browse sequence.

Editing a Term Descriptor

Note: If you are already on the Campus List page, start at step 3. If you are on the Program List
page, start at step 5. If you are on the Term List page, start at step 7.

To edit a term descriptor:

1.

10.
11.

12.
13.

14.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Manage Institutions.
The Campus List page appears.

Click the box to the left of the campus you want to work with.
Click View Terms.

The Program List page appears.

Click the box to the left of the program you want to work with.
Click View Terms.

The Term List page appears.

Note: If a campus has only one program, clicking View Terms will take you directly to
the Term List page. Continue with step 7.

Click the box to the left of the term you want to work with.
Click Edit Term.

The Term Maintenance page appears.

Click the Edit Descriptors link at the bottom left of the page.
The Term Descriptor List page appears.

Click the box to the left of the term descriptor you want to edit
Click Update Descriptor.

The Term Descriptor/Abbreviation Maintenance page appears.
Edit the descriptor information as needed.

Click Update This Descriptor.

The Term Descriptor List page reappears.

Refer to the table below to determine your next step.
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To...

Do this...

Perform another task on the
Term Descriptor List page

Select another option on the list page.

Return to the Term Maintenance
page

Click Return in the lower right corner of the page.

Return to the Term List page

Click Cancel in the lower right corner of the Term
Maintenance page.

Return to the Program List page

Click the program name link above the list of terms on
the Term List page.

Return to the Campus List page

Click the campus name link above the list of programs
on the Program List page.

Perform another task in
Commerce Accelerator

Select another option from the menu bar at the top of
the page.

Log out of Commerce
Accelerator

Deleting a Term Descriptor

Note: If you are already on the Campus List page, start at step 3. If you are on the Program List

Click Logout in the browse sequence.

page, start at step 5. If you are on the Term List page, start at step 7.

To delete a term descriptor:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Manage Institutions.

The Campus List page appears.

Click the box to the left of the campus you want to work with.

Click View Terms.

The Program List page appears.

Click the box to the left of the program you want to work with.

Click View Termes.
The Term List page appears.

Note: If a campus has only one program, clicking View Terms will take you directly to

the Term List page. Continue with step 7.

Click the box to the left of the term you want to work with.

Click Edit Term.

The Term Maintenance page appears.
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9. Click the Edit Descriptors link at the bottom left of the page.
The Term Descriptor List page appears.
10. Click the box to the left of the term descriptor you want to delete.
11. At the prompt, click Cancel to avoid deleting the descriptor.
-or-
Click Delete to complete the deletion.

The Term Descriptor List page reappears. The term descriptor you deleted is no longer on
the list.

12. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the Term  Select another option on the list page.
Descriptor List page

Return to the Term Maintenance  Click Return in the lower right corner of the page.
page

Return to the Term List page Click Cancel in the lower right corner of the Term
Maintenance page.

Return to the Program List page  Click the program name link above the list of terms on the
Term List page.

Return to the Campus List page Click the campus name link above the list of programs on
the Program List page.

Perform another task in Select another option from the menu bar at the top of the
Commerce Accelerator page.
Log out of Commerce Click Logout in the browse sequence.

Accelerator

Selecting the Sort Order for Terms

The sort order option allows you to arrange the order in which you want terms appear to on the
website. Inactive terms do not appear on the store’s website.

If you are already on the Campus List page, start at step 3. If you are on the Program List page,
start at step 5. If you are on the Term List page, start at step 7.

To select a term’s sort order:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Manage Institutions.

The Campus List page appears.

Store Manager’s Guide to eFollett.com Website Maintenance

40



Maintain Terms

3. Click the box to the left of the campus you want to work with.
4. Click View Terms.
The Program List page appears.

5. Click the box to the left of the program you want to work with.
6. Click View Terms.
The Term List page appears.
7. Click the box to the left of the term you want to establish a sort order for.
8. Click Order Terms.
The Term’s Sort Order page appears.

Store Merchandise Operations Reports

Logout > Home > Manage Institutions

Term's Sort Order

Term ID | Term Sort Order Status ‘ Apply

Autumn 2007 Auturnn 2007 [Fosss Inactive
Spring 2007 Spring 2007 -9999 Inactive
Summer 2007 Summer 2007 'w Inactive

winter 2008 Winter 2008 W Active, Allow Purchasing

9. Inthe Sort Order field for each term, accept the default 9999.
_Or_

Type the order in which the terms should appear, for example, 1 for Summer, 2008; 2 for
Fall, 2008; 3 for Winter, 2009 and 4 for Spring 2009.

10. Refer to the table below to determine your next step:

To... Do this...
Apply the sort orders and remain on Click Apply.
this page

Apply the sort orders and return to the Click Apply and Return.
Term List page

Return to the Term List page without Click Cancel.
saving any changes

11. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the Term List page  Select another option on the list page.

Return to the Program List page Click the program name link above the list of
terms on the Term List page.
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To... Do this...

Return to the Campus List page Click the campus name link above the list of
programs on the Program List page.

Perform another task in Commerce Select another option from the menu bar at the

Accelerator top of the page.

Log out of Commerce Accelerator Click Logout in the browse sequence.

Uploading a Booklist for a Term

If you are already on the Campus List page, start at step 3. If you are on the Program List page,
start at step 5. If you are on the Term List page, start at step 7. If you are on the Term
Maintenance page, click the Upload Booklist link to reach the Booklist Upload window. Start at
step 9.

To upload a booklist for a term:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Manage Institutions.
The Campus List page appears.
3. Click the box to the left of the campus you want to work with.
4. Click View Terms.
The Program List page appears.
5. Click the box to the left of the program you want to work with.
6. Click View Terms.
The Term List page appears.
7. Click the box to the left of the term you want to upload a bookilist for.
8. Click Upload Booklist.
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The Booklist Upload window appears.

Maintain Terms

’3 https://www.v6q1.qa-efollett.com:8000 - Booklist Upload - Microsoft Internet Exj lo

(‘ fOHEtt(.@com

: ONLINE. ON CAMPUS.
Booklist Upload
File Conversion

Store Number: 70000

Source Format: Courseworks

Choose File to Upload: Browse...

Submit Cancel

9. Inthe Choose File to Upload field, type the path and file name.

_Or_

Click Browse to search for the file. Highlight the file name and click Open.

10. Click Submit to convert the booklist file to the website format.

The Processing Data File Received... window appears.
[ sFotet Fio Converson Resu Page - icrsoi inamme Evpir = E

Processing Data File Received... =

Creating Converted BookList File...

[File Conversion Results

The current time is Fri May 28 07:18:03 2004,
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11. Refer to the table below to determine your next step.

To... Do this...

Save the booklist file as a text a. Right-click the link in the window.

file before you upload it Select Save Target As in the drop-down menu.

c. Select the directory where you want to save the
text file.

d. Rename the file so you recognize it (Optional).

e. Click Save.

f.  Click Close.

g. Click Submit Booklist.

A confirmation message appears.
h.  Click Close this window.

Upload the booklist without a. Right-click the link in the window.
saving a text file. b. Click Submit Booklist.
A confirmation message appears.
¢. Click Close this window.

Cancel the process without Click Cancel.
uploading the booklist

12. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the Select another option on the list page.
Term List page

Return to the Program List page  Click the program name link above the list of terms on
the Term List page.

Return to the Campus List page  Click the campus name link above the list of programs
on the Program List page.

Perform another task in Select another option from the menu bar at the top of
Commerce Accelerator the page.
Log out of Commerce Click Logout in the browse sequence.

Accelerator

Viewing Booklist Upload Dates

To view booklist upload dates:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.

2. From the menu bar, select Store » Manage Institutions.
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The Campus List page appears.
3. Click the box to the left of the campus you want to view.
4. Click View Term Upload Dates.

The Booklist Upload Dates list page appears.

Store  Merchandise  Operations  Reports
Logout > Home > Manage Institutions
Booklist Upload Dates
Page Number 1
9 items “ First! 1 of 1 |Last »
Program Term | Active Last Uploaded Booklist Return
All mmer 2005 Inactive 07, S at 01:10:02 PM
Al Inactive
al Fall 2 Inactive
al Winter 200 Inactive
al Spring/Summer 2006
al Winter 2007
Al Fall 200
Al Spring/Summer 2007
Al Winter 2008 Allow Purchasing 01/18/2008 at 12:19:18 PM

5. Click Return.

6. Refer to the table below to determine your next step.

To... Do this...

Perform another task on the Campus  Select another option on the list page.

List page

Perform another task in Commerce Select another option from the menu bar at the top
Accelerator of the page.

Log out of Commerce Accelerator Click Logout in the browse sequence.
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Maintain Orders and Customer Information

The information in this chapter describes the processes involved in maintaining orders and
customer information for your store.

Maintain Orders

Tasks associated with maintaining orders include:
0 Finding and viewing orders
0 Editing orders
0 Changing order status
a

Printing order information

Finding and Viewing an Order

To find and view an order:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Operations » Find Orders.
The Find Orders page appears.

Store  Merchandise  Operations  Reports

Logout > Home > Find Orders

Find Orders

To search for a customer order, type information in ane or mare of the fields below and click Find.

Status Product type

Il -
New

In-process
Fulfiled =

Order Date

Ordered Date ¥

Start date End date

All il
General Merchandise
Trade Book

Textbook =l

Year Month Day Year  Month Day
2008 |02 19 18] 2008 |02 19 sl

Last name

[ [Exact match K|
E-mail address

| [Exact match =
Order Number Store Number

70489

Product Name

3. Complete one or more of the fields on the page. Refer to the field definitions table on
page 48.

4. Click Find.
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The Orders list page appears with a scroll-down list of the orders matching the search
criteria you entered. (Up to 25 orders per page.)

Store  Merchandise  Operations  Reports
Logout > Horne > Find Orders > Orders

Orders

1item

Update Order Status to |Please Select =

=] a + | Last
r -mail

™| Order Number E-mail address oy

|M| 704890000015264  liohnson@fhea follett.com bogus  Order

Status ‘ Ordered

In-process  2/19/08 4:06 PM

* | Modified

2/21/08 10:28 AM

Page Number 1 -

“ First! 1 of 1 |Last»

« | Receipt
Method

Ground

“ Term(s)

winter 2008

View Details

Edit Details

Change Order
Status

Download Orders

Export Order List
to

Print Order Detail
Print Packing Slip

Print Pick List by
Order Nurnber

o

= m
by
3
=

Print Pick List By
CS

5. Click the box to the left of the order you want to view.

6. Click View Details.

The Order Details page appears. Scroll down to see information on the bottom of the

page.

Store  Merchandise  Operations  Reports
Logout > Home > Find Orders > Orders > Order Summary
Print Packing Slip__| [ oK. | —r— |
Order Details m
Store #70489
Order Information Shipping Information
Order Number: 704890000015264 Shipping Method: Ground
Customer Name: Test Order Shipping Address: Test Order
Order Date: 2/19/08 04:06 PM 123 bogus street
Last Updated: 2/21/08 10:28 AM Oakbrook, OH 44130
Order Status: In-process us
Customer Email: lohnson@fheg. follett.com. bogus
Home Phane: 111-222-3333
Substitution Preference:
NO - Please do not substitute
Estimated Available Tracking Unit Total
Produict L Status Date Number Qty Price Price
ACCOUNTING PRIN WEYGANDT 7TH USED All > Winter 2008 > ACCT > z i
> 108 > IN-CLASS 978-0-471448-57-0-u 1 105,50 105.50
Columbus State Cougar Hooded sweatshirt Large 315148232627 1 45,99 45.99
Subtotal 151.49
Order level discount 0.00
Tax 10.23
Total shipping charge 7.00
Order total [USD] 168.72
Tax Rate 6.7529% =
Payment Information
Name on Card: 7est Order
Payment Method: Visa
Card Number: 4111111111111111
Expiration Date: & / 2010 [
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7. Refer to the table below to determine your next step.

To... Do this...

Print the Order Summary a. Click Print.
In the Print window, click Print.
c. Click OK to return to the Orders list page.

Print a packing slip a. Click Print Packing Slip.
(also prints shipping label, return b. Inthe Print window, click Print.
instructions and return label) c. Click OK to return to the Orders list page.

Return to the Orders list page Click OK.
without printing

Note: Any action taken on a new order including viewing it, places the order in the “In-
process” status. An email is automatically sent to the customer to inform him/her that the
order is in process.

8. Select another option from the Orders list page or the menu bar.
_or_

Log out of Commerce Accelerator.

Field Definitions for the Find Orders Page

Field Name Field Definition

Status Stage of processing the order is in. The options are: All, New, In-process,
Fulfilled, Canceled, and Back Ordered. Orders with back ordered items remain
“in-process” until the order is completely filled or the items are canceled.

Product type Major category of a product. The options are: All, General Merchandise, Trade
Book, Text Book, Gift Card, Software, and Custom Gift.

Order Date Date the order was placed or the date it was modified.

Start Date First date in the date range for orders you want to view. For example, if you

enter 2007/05/20 and 2007//05/22 as the start and end dates, the system will
find orders placed on 5/20, 2/21, and 5/22.

End Date Last date in the date range for orders you want to view. See example above.

Last name Customer’s last name. The search can ignore the case, look for names
containing selected letters, or match exactly.

E-mail address Customer’s email address. The search can ignore the case, look for addresses
containing selected characters, or match exactly.

Order Number Order number, if known.

Store Number Default is the number used at logon. You can change to another number if you

have proper authorization.
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Editing an Order

To edit an order:

1.

6.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Operations » Find Orders.
The Find Orders page appears.

Complete one or more of the fields on the page. Refer to the field definitions on page 48.

Click Find.

The Orders list page appears with a scroll-down list of all orders matching the search
criteria you entered. (Up to 25 orders per page.)

Click the box to the left of the order you want to edit.
Click Edit Details.

The Order Items page appears. Scroll down to view information at the bottom of the
page.

Store Merchandise Operations Reports

Logout > Home > Find Orders > Orders > Change Order
cancel |[_Emailto customer | [ print Packing stip | [ oK ][ erint

Order Items
Store: 70489
Order Information Shipping Information
Order Number: 704890000015264 Shipping Method : Ground
Customer Name: Test Order Select another shipping method
Order Date: 2/19/08 4:06 PM 2
Last Updated: 2/21/08 10:28 AM =hipping Addrasst Testorder

123 bogus street
Order Status: In-process Oakbrook, OH 44130
Customer Email: ljohnson®@fheg. follett.com us !
Home Phone: 111-222-3333

Substitution Preference

NO - Please do not substitute

love t 1l rder
Estimated Unit Total
r Product SKU Status Availability Date Tracking Number Quantity Brica Brive
ACCOUNTING PRIN WEYGANDT 7TH s
™ USED All > Winter 2008 > ACCT > 108 o ¢ 047144857 ~ 1 10550  105.50
> IN-CLASS
Columbus State Cougar Hooded SR AT 5 ees s
I | e sehitatos 315148232627 1 45.99 45.99
Subtotal 151.49
Order level discount 0.00
adjustment reason Please specvfyj Order level adjustment 1.00
Tax 10.23
Total shipping charge 7.00
Order tatal [USN] 16

Refer to the following table to determine your next step.

Note: If you want to make multiple changes to one item, click the box to the left of the
item, make all your changes and then click the Update button below the Order Total
field.
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To... Do this...
Change the pickup a. Click Change Pickup Location.
location The Change Pickup Location page appears.
(This option is available b. Click the box to the left of the appropriate location.
only if your store has ] )
more than one pickup c. Click OK to save the setting
location.) d. Click OK to continue.
Change the shipping a. Click Select another shipping method.
method The Shipping Method page appears.
(This option is available b. Click on the appropriate shipping method
only if your store has S Prop . Pping '
more than one shipping c. Click OK to save the setting.
method.) d. Click OK to continue.
Move item information to a. Click the box to the left of the item.
anew order b. Click Move to new order.
Note: The most common A message dialog box appears asking if payment method
use for this option is to needs to be changed.
move back-ordered items .
to a new order and c. If the payment method does not need to be changed, click
complete the order Cancel.
process for the remaining -or-
:)tfg;? in the original Click OK to change the payment method.
' A Web Page Dialog appears for entering new
information.
d. Enter the new payment information and click Submit.

A new order is created.

Change the status of an
item

Edit or add a tracking
number

Click the box to the left of the item.

In the Status field, select the appropriate status. The
options are: Fulfilled, Cancelled or Backordered.

Click Update.
Click OK to continue.

Note: Once an order status is changed to Fulfilled or Canceled,
you can view the order summary, but you can no longer make
changes to the order.

a.

b
C.
d

Click the box to the left of the item.

Type a tracking number or edit an existing number.
Click Update.

Click OK to continue.
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To...

Do this...

Change the quantity

a. Click the box to the left of the item.
b. Type the correct number in the Quantity field.
c. Click Update.
d. Click OK to continue.
The order total is updated.

Make an adjustment to the
order

a. Type the reason for adjustment in the Adjustment reason
field. (Required)

b. Inthe Please specify field, select the type of adjustment
(Add or Subtract).

c. Inthe Order level adjustment field, type the adjustment
amount.

d. Click Update.
The dollar amounts are updated.

Adjust a shipping charge

Add comments

Type the appropriate charge in the Total Shipping field.

Note: When you make adjustments to an item or order total, the
shipping charges are automatically recalculated if the new total
changes the range for shipping costs. However, if you elect to type
an amount in the Total Shipping field, the system will use this
amount for the shipping charge and will no longer recalculate for
any item or subtotal changes you make.

Type comments about the order in one or both of the Add New
Comments fields, such as what prompted editing or making an
adjustment in the order.

Comments typed in the Internal Comments field are viewable only
by store associates.

Comments typed in the Comments to Customer field appear on the
packing slip and in the order history section of the customer's
account page on eFollett.

Note: You can also use this field to communicate with the
customer. For example, if you need to ask approval for a
substitution or you want the customer to call the store, you can
type your question or request in the field and click Email to
customer.
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When you are finished editing the order, refer to the table below to determine your next
step.

To... Do this...

Return to the Orders list page Click OK.

To return to the Orders list a. Click Cancel.

page without saving changes b. Click OK to continue.
(If you have previously clicked

the Update button those

changes are already saved.)

Print the order detail and save a. Click Print.
changes. Click OK to save the changes.
The Print window appears.

c. Accept the printer defaults or change them as
needed.

d. Click Print.

e. Click the X in the upper right corner of the Print
window to return to the Order Items page.

Send an email to the customer Click Email to customer.

A blank window appears and disappears. The email is sent to
the customer’s email address.

The Orders list page appears.
Select another option from the list page or from the menu bar.
_Or_

Log out of Commerce Accelerator.

Changing an Order’s Status

To change an order’s status:

1.

Log on to Commerce Accelerator.
The Website Administration home page appears.
From the menu bar, select Operations » Find Orders.

The Find Orders page appears.

Complete one or more of the fields on the page. Refer to the field definitions on page 48.

Click Find.

The Orders list page appears with a scroll-down list of the orders matching the search
criteria you entered. (Up to 25 orders per page.)
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Click the box to the left of the order whose status you want to change.

Note: You can select more than one order if you are changing them all to the same status.

In the Update Order Status to field, select the status from the drop-down list.
Click Change Order Status.

The Orders list page refreshes itself reflecting the new order status.

Select another option from the list page or from the menu bar.

-or-

Log out of Commerce Accelerator.

Printing Order Information

To print order information from the Orders list page:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Operations » Find Orders.

The Find Orders page appears.

Complete one or more of the fields on the page. Refer to the field definitions on page 48.
Click Find.

The Orders list page appears with a scroll-down list of the orders matching the search
criteria you entered. (Up to 25 orders per page.)

Click the box to the left of the order you want to print.

Refer to the table below to determine your next step.

To... Do this...
Print Order Detail a. Click Print Order Detail.
The Order Details page appears.
b. Click Print.
The Print dialog window appears.
c. Click Print.

The Order Detail page remains visible while the
information is printed.

d. Click OK to return to the Orders list page.
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To... Do this...

Print Packing Slip a. Click Print Packing Slip.

The Packing Slip page appears. The upper portion may be a
message from the store to the customer.

b. Click Print.
The Print dialog window appears.
c. Click Print.
The Packing Slip page remains visible while the information
is printed.
d. Click OK to return to the Orders list page.
Print Pick List by a. Click Print Pick List By Order Number.
Order Number The Pick List page appears.
b. Click Print.
The Print dialog window appears.
c. Click Print.
The Pick List page remains visible while the information is
printed.
d. Click OK to return to the Orders list page.
Print Pick List by a. Click Print Pick List By DDCS.
DDCS The Pick List page appears.
b. Click Print.
The Print dialog window appears.
c. Click Print.
The Pick List page remains visible while the information is
printed.

d. Click OK to return to the Orders list page.
7. Select an option from the list page or from the menu bar.
_Or_

Log out of Commerce Accelerator.
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Maintain Customer Information

Tasks associated with maintaining customer information include:
0 Finding a customer

0 Resetting a customer’s password

Finding a Customer

To find a customer:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Operations » Find Customers.

The Find Customers page appears.

Store  Merchandise  Operations  Reports

Logout > Home > Find Customers

Find Customers
To search for a customer, provide information below and click Find. The system performs a fuzzy search, based on the search criteria specified.

Customer email address

[Exact match =
Last name

[Exact match =l
Order number

3. Enter information into one or more of the fields.

4. Use the drop-down selection fields to refine your search. The choices are: “Exact match”
or “Ignore case, beginning with”.

5. Click Find.

The Find Customers — Search Results page appears. The page lists the customers
matching the search criteria you entered. Customers are listed by their email addresses.

Store  Merchandise  Operations  Reports

Logout > Home > Find Customers > Search Results

Find Customers - Search Results

Page Number 1
1item « First! 1 of 1 [Last »
I~ | customer Logon 1D “| First Name  * | Last Name  * | Phone Number “ | city * | Zip/Postal Code *
" ljohnson@fheg follett.com Test Order 111-222-3333 0ak Brook 60523 1 T ]

6. View the customer information.
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Select another option from the list page or the menu bar.
_Or_
Log out of Commerce Accelerator.

Resetting a Customer’s Password

To reset a customer’s password:

1.

10.

11.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu, select Operations » Find Customers.
The Find Customers page appears.

Enter information into one or more of the fields.

Use the drop-down selection fields to refine your search. The choices are: “Exact match”
or “Ignore case, beginning with”.

Click Find.

The Find Customers — Search Results page appears. The page lists the customers
matching the search criteria you entered.

Click the box to the left of the email address for the customer whose password you want
reset.

Click Reset Password.

A Web Page Dialog box appears with an entry field for the Administrator’s password.

4 -- web Page Dialog N x|
—_ |
Type the password you used to log onto the WebSphere Commerce Accelerator in the field
below and click OK. Only users with proper authority can reset a customer's password.
I OK I I Cancel l
}‘https:ﬂwww.vsql .ga-efollett.com:8000/webappfwes/toolsfs {Q Internet

Enter the password you used to log on to Commerce Accelerator.
Click OK.

A temporary password is emailed to the customer. The Web Page Dialog appears
indicating that the password has been reset and that a notification email has been sent to
the customer.

Click OK.

The Find Customers — Search Results page reappears.
Select another option from the list page or the menu bar.
_Or-

Log out of Commerce Accelerator.
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Faculty or other school personnel can enter course material adoptions through the store’s website.
These adoptions are referred to as “edoptions” in the system. You are responsible for processing
the edoptions and, if necessary, updating the general edoption information (e.g., course number or
section number) or information about the course materials.

The person who submits the edoption always receives email notification when:
0 An edoption is submitted or renewed
0 The status is changed.

0 Information on the edoption is changed (e.g., section number changed, title added or
deleted)

If the Send additional copies field on the edoption Details page contains valid email addresses,
copies of all the above communications will be sent to those addresses. If the instructor and the
submitter are not the same person, the instructor will receive copies of the email notifications if
the Send email notification flag has been turned to “Yes” on the edoption Details page.

Maintain edoption Information

The tasks associated with maintaining edoption information include:
O Searching for edoptions
O Printing edoption detail
[0 Editing edoption information

Searching for edoptions

To search for edoptions:
1. Logon to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Edoption Search.
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The search edoptions page appears.

Logout > Home > Edoption Search

edoption
search edoptions

Date type: [W]
Start Date: E "F W 18]
End Date: E W W G|
Bookstore #: [—
Submitter Last %
Name:
Submitter Email: [7
Division
Course [—
Course Number [—
Section r—
edoption ID: %

Status:
new
revised ;_l

3. Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.

4. Click Search.

The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up t0o100 edoptions; 25 per page) You can
resort columns by clicking the ¥ symbol to the right of the column name.

Store Merchandise Operations Reports

Logout > Home > edoptionsSearch

edoption search results

Page Number 1 -m
1 item “ First! 1 of 1 ILast »
|| edoption 10 * | instructor name * | status * | create date * | last modified  * |
I 1053494 Hauser, Mona PROCESSED 01/02/2008 01/02/2008

Public Affairs > Political Science > 2200 > A

Change Status |Please select: » s;;:m to Search
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5. Refer to the table below to determine your next step.

To... Do this...

View edoption detail a. Click the edoption ID number.

Refer to the procedure on page 61 for more information
on editing edoption information.

Print edoption details a. Click Print selected items.
b. Refer to the procedure on page 60.

Change the status of an a. Click the box to the left of the edoption whose status
edoption you want to change.

Note: You can change the status of multiple edoptions if
you are changing them to the same status.

b. Inthe Change Status field at the bottom of the page,
select the status from the drop-down list.

c. Click Change selected item status.

The list page refreshes itself. Depending on your
original search criteria, edoptions may disappear from
the list once their status has been changed.

Perform another search Click Return to Search Page.
for edoptions

Perform another task in  Select another option from the menu bar at the top of the page.
Commerce Accelerator

Log out of Commerce Click Logout in the browse sequence.
Accelerator

Field Definitions for the Search edoptions Page

Field Name Field Definition

Date Type Date the edoption was placed (Create Date) or the date it was modified
(Last Modified Date). The default is “Create Date”.

Start Date First date in the date range for edoptions you want to view. For example,
if you enter 01/01/2008 and 01/03/2008 as the start and end dates, the
system will find edoptions for 1/1, 1/2, and 1/3. Your selection of Date
Type also influences the search results.

Note: If you don’t include a start and end date, the system searches for
all edoptions within the last three months that meet the other criteria you
enter.

End Date Last date in the date range for edoptions you want to view. See example
above.
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Field Name Field Definition

Bookstore # Identification number of the bookstore you want to search edoptions for.
If you leave the field blank, the system will search all stores you have
access to.

Submitter Name Last name of the person who submitted the edoption. Enter the first few
as letters of the last name.

Submitter Email Email address of the person who submitted the edoption. Enter the first
few characters of the email address.

Division Division the edoption was submitted for.

Department Department the edoption was submitted for.

Course Course the edoption was submitted for.

Section Section the edoption was submitted for.

edoption ID System-assigned identification number for the edoption. This field is
especially useful when you want to look up a particular edoption and you
know the 1D number.

Status Stage of processing the edoption is in. The options are: new, revised,

canceled, processed, pending approval and approved.

Printing edoption Detail

If you are already on the edoption search results list page, start at step 5.

To print edoption details:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Edoption Search.
The search edoptions page appears.

Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.

Click Search.

The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up to100 edoptions; 25 per page)

Click the box to the left of the edoption you want to print. (You can click more than one
box.)

Click Print selected items.
An Internet Explorer window opens.

From the menu bar, select File » Print.

Store Manager’s Guide to eFollett.com Website Maintenance

60



Maintain edoptions

The Print window opens.

8. Accept the default printer options or change them as needed.

9. Click Print.

The edoption prints (landscape mode). If you print more than one edoption, each
edoption is printed on a separate page.

10. Click = in the upper right corner of the window to close the window.

11. Refer to the table below to determine your next step.

To...

Do this...

View edoption detail

Click the edoption ID number.

Refer to the procedure Editing edoption
Information on this page.

Change the status of an
edoption

a. Click the box to the left of the edoption whose
status you want to change.

Note: You can change the status of multiple
edoptions if you are changing them to the same
status.

b. In the Status field at the bottom of the page, select
the status from the drop-down list.

c. Click Change selected item status.

The list page refreshes itself. Depending on your
original search criteria, edoptions may disappear
from the list once their status has been changed.

Perform another search for
edoptions

Click Return to Search Page.

Perform another task in
Commerce Accelerator

Select another option from the menu bar at the top of the
page.

Log out of Commerce
Accelerator

Editing edoption Information

Click Logout in the browse sequence.

You can change certain information on edoptions, if necessary. You cannot change the
instructor’s or the submitter’s name or email address or the bookstore.

If you need permission for changes from the faculty person and/or the submitter, you have the
option to send email requesting approval for the changes. Email notifications of updates, change

in status or cancellations are:

0 Always sent to the submitter.

[0 Sent to the instructor if the Send email notification field is marked “Yes” on the edoption

Details page.

Store Manager’s Guide to eFollett.com Website Maintenance

61



Maintain edoptions

O Sentto any valid email addresses in the Send additional copies to field on the edoption
Details page.

If you are already on the edoption Details page, start at step 6.

To edit edoption information:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Edoption Search.

The search edoptions page appears. The edoption number, status, creation date and date
the edoption was last updated appear at the top of the page.

3. Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.

4. Click Search.

The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up t0100 edoptions; 25 per page)

5. Click the edoption ID number of the edoption you want to edit.
The edoption Details page appears.

Store  Merchandise  Operations  Reports

Logout > Home > edoptionsSearch

[_uedate ][ Update and send for approval ][ _marked canceled ][ return without changes |

edoption Details B
edoption # 1053494

Status: PROCESSED

Created: 2008-01-02 13:12:26.0

Last Updated: 2008-01-02 13:12:26.0

Instructor Last Name First name

[Hauser [mana

Email: mona_hauser @universi
Send email ,ﬁ
notitfication -

Submitter name ]Mana Hauser

Submitter email  [mona_hauser @university .2du

bookstore [University Bookstore

EstEnroliment 120

Term [Winter 2008
Division [public Affairs
Department [poiitical Science |
Course 200
Section n il
Send additional [————————

copies to

Continuation
course

Comments

no v

=

6. Edit the information in the fields as needed. (Not all fields can be edited.) Refer to the
field definitions on page 64.
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Refer to the table below to determine your next step.

To... Do this...

Save the updates Click Update.

The edoption search results list page reappears. The current
date appears in the “last modified” column.

Save the updates and send Click Update and send for approval.

email request for approval e eqoption search results list page reappears. The current
date appears in the “last modified” column. The edoption
status changes to “Pending Approval.”

Add or edit course materials  Refer to the information beginning on page 65.

Return to the edoption Click return without changes.
search results list page
without saving changes

Perform another task in Select another option from the menu bar at the top of the
Commerce Accelerator page.
Log out of Commerce Click Logout in the browse sequence.

Accelerator

Important: Updating information on an edoption does not change its status. You must change the
status on the list page.

Canceling an edoption

If you are already on the edoption Details page, start at step 6.

To cancel an edoption:

1.

Log on to Commerce Accelerator.
The Website Administration home page appears.
From the menu bar, select Store » Edoption Search.

The search edoptions page appears. The edoption number, status, creation date and date
the edoption was last updated appear at the top of the page.

Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.

Click Search.

The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up t0100 edoptions; 25 per page)

Click the edoption ID number of the edoption you want to delete.
The edoption Details page appears.
Click marked canceled.

Store Manager’s Guide to eFollett.com Website Maintenance

63



Maintain edoptions

The edoption search results list page reappears. The current date appears in the “last
modified” column. The edoption status changes to “Cancelled”.

7. Refer to the table below to determine your next step.

To... Do this...
Work with another Select another edoption on the edoption search results list page
edoption or click Return to Search Page to search for another edoption.

Perform another task in
Commerce Accelerator

Select another option from the menu bar at the top of the page.

Log out of Commerce
Accelerator

Click Logout in the browse sequence.

Field Definitions for the edoption Details Page

Display-only information at the top of the edoption Details page includes: edoption number,
status, date the edoption was created, and date the edoption was last updated.

Field Name

Field Definition

Instructor
(Last name, First name)

(Display only) Name of the instructor who is teaching the course
the edoption is being requested for.

Email

(Display only) Instructor’s email address.

Send email notification

(Display only) Indicator (Yes or No) of whether email notification
of submission, updates, changes in status, or renewals will be sent
to the instructor.

Submitter Name

(Display only) First and last name of the person who submitted the
edoption. The name may or may not be the same as the
instructor’s name. For example, the English Dept. secretary might
submit all the adoptions for that department.

Submitter Email

(Display only) Email address of the person who submitted the
edoption.

bookstore

(Display only) Name of the bookstore the edoption was submitted
to.

EstEnrollment

Number of students the instructor (or submitter) estimated will
enroll in the course section the edoption was requested for.

Term Academic term the edoption was requested for.
Division Division the edoption was submitted for.
Department Department the edoption was submitted for.
Course Course the edoption was submitted for.
Section Section the edoption was submitted for.
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Field Name Field Definition

Send additional copies to Email addresses of people who should receive copies of email
notifications when an edoption is submitted, updated, renewed or
the status is changed.

Continuation course Indicates whether the course this edoption is for is a continuation
of a course given the preceding term.

Comments Optional comments about the edoption. These comments print out
on the edoption details and are also included in the natification
emails.

Add or Manage Materials Link to the edoptionMaterials page where you can add or edit

course materials as needed. Refer to the next section, Maintain
Course Materials in an edoption, for more information.

no material required Checkbox indicating that no materials are required for this course.
If you are planning to add materials to a course where this box is
checked, uncheck the box.

Maintain Course Materials in an edoption

The person who submits the edoption provides the initial information about the materials that will
be used in the course, but you can add items, edit item details or delete items from an edoption as
needed.

Tasks associated with maintaining the materials in an edoption include:
0 Adding course materials using the search function
0 Adding course materials manually
[0 Editing course material details in an edoption
a

Deleting an item from an edoption

Adding Course Materials Using the Search Function
Note: You cannot edit course materials added via the search method.

If you are already on the edoption Details page, start at step 6.

To add course materials using the search function:
1. Logon to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar on the top of the page, select Store » Edoption Search.
The search edoptions page appears.

3. Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.
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4. Click Search.

The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up to100 edoptions; 25 per page)

5. Click the edoption ID number of the edoption you want.
The edoption Details page appears.

6. Scroll to the bottom of the page.

7. If the no material required checkbox is not checked, go to step 8.
-or-
If the no material required checkbox is checked, uncheck it.

8. Click the Add or Manage Materials link.

The edoptionMaterials page appears.

Store Merchandise Operations. Reports

Logout > Home > Edoption Search

edoptionMaterials

Below is the list of materials for your course. To add materials, perform search or
add manually
Title author edition ISBN MaterialType

The Good Russell Ed 8
it Dalton 1 978-0-87289-6 |Required ¥| Edit | Delete
Road to the
White

House, 2008

Stephen

Wayne 8 0-495-09632-6 |Required hd Edit | Delete

Done Adding Materials l

search for course material
ISBN

search

e[

author [

Keywords ,7
search

Manual edoption

9. Type an ISBN number in the ISBN field and click the search button below the field.
_Or_

Type all or part of a title, author’s last name or keyword in the corresponding fields, and
click the search button below the Keywords field.
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The Material Search list page appears with a scroll-down list of the titles matching the

search criteria you entered (up to 100 titles).

Store  Merchandise  Operations  Reports

Lagout > Home > Edoption Search

Material Search list
101 items

Material Search Results
Only the first 100 books are displayed. Please refine your search to view more bocks.

Page Number 1

« First! 1 of 5 [Next * |La:

adc to edoption

™| search results
™ Modern Surgical Care: Physiologic Foundations & Clinical Applications
Miller, Thomas A, 9780824742867 2 - TC
-Quality Medical Publishing-1454
™ Foundations of Epidemiology
Lilienfeld, David E. 9760195050356 3 - TC
-Oxford University Press-384
" Foundations of Biophilosophy
Mahner, M, 9783540618386 - TC
-Springer423
" PHYSICAL THERAPY PROFESSIONAL FOLNDATIONS
CURTIS 9781556424113 - TP
-Slack-nul
™ Foundations of Epidemiology
Lilienfield, David E. 9780195050363 3 - TP

rd University Press, USA-371

"' rOUNDATIONS OF NURSING PRACTICE (3G)(W/DISK)
LEAHY 9780721652511 - TP
-Saunders-null

" Diffusions_Markoy Processes, and Martingales: Vcolume 1, Foundations
Rogers, L.C. G, 9780521775946 2 - TP

-Cambridge Univ

™ Foundations Of §
MIKHAILOV §783540610663 2 -

cancel

G

10. Click the box to the left of the item you want to add to the edoption. (You can select more

than one item.)
11. Click add to edoption.

The edoptionMaterials page reappears. The item(s) you added is listed at the top of the

page.

Store  Merchandise  Operations  Reports

Logout > Home > Edoption Search

edoptionMatenals

Below is the list of materials for your course. To add materials, perform search or
add manually

Title author edition ISBN MaterialType
The Good Russell o = l—;| - alate
Citizen palton 978-0-87289-6 |Required Edit | Delete
Road to the
White Houss,  otePhen g 0-495-09632-6 |Required =] Edit | Delete
2008 Wayne

Consensualism

in Principle: On

;';ENng”dBm"S ;‘;L“j" publisher 9780815339830 [Required ~] Edit | Delete
Consequentialist

Moral Reasoning

Done Adding Materials

search for course material

ISBN

search

Tive [

Author l—

Keywords ,7
search

Manual edoption
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In the MaterialType field, accept the default “Required” or select “Recommended” from
the drop-down list.

Repeat steps 9-12 to search for additional items.
_Or_
If you are finished adding materials, click Done Adding Materials.

The edoption Details page reappears. The materials you added appear at the bottom of
the page below the Comments field.

Refer to the table below to determine your next step.
To... Do this...
Save the updates Click Update.

The edoption search results list page reappears. The
current date appears in the “last modified” column.

Save the updates and send email Click Update and send for approval.

request for approval The edoption search results list page reappears. The
current date appears in the “last modified” column. The
edoption status changes to “Pending Approval.”

Cancel the edoption Refer to the procedure on page 63.
Return to the edoptions search Click return without changes.
results list page without saving

changes

Perform another task in Commerce  Select another option from the menu bar at the top of
Accelerator the page.

Log out of Commerce Accelerator  Click Logout in the browse sequence.

Adding Materials Manually

If you are already on the edoption Details page, start at step 6.

To manually add materials to an edoption:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Edoption Search.
The search edoptions page appears.

Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.

Click Search.

The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up t0100 edoptions; 25 per page)
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5. Click the edoption ID number of the edoption you want.
The edoption Details page appears.
6. Scroll to the bottom of the page.
7. If the no material required checkbox is not checked, go to step 8.
-or-
If the no material required checkbox is checked, uncheck it.
8. Click the Add or Manage Materials link.
The edoptionMaterials page appears.
9. Click the Manual edoption link.
The manually add material details page appears.

Store  Merchandise  Operations  Reports

Logout > Home > Edoption Search

add to edoption cancel

manually add material details
Details

wen [
author [
Tiee[
editon [
Publisher ,—

10. Complete the fields on the page.
11. Click add to edoption.

The edoptionMaterials page reappears. The item you added is listed at the top of the
page.

Store Merchandise Operations Reports

Lagout > Home > Edoption Search

edoptionMaterials

Below is the list of materials for your course. To add materials, perform search or
add manually

Title author edition ISBN MaterialType
The Good Russell s -6 [Requred =] E i
Githen Ear 978-0-87289-6 |Required Edit | Delete
Road to the Stephen
White House, W P 8 0-495-09632-6 |Required ¥| Edit | Delete
2008 BY02

Consensualism

in Principle: On

'Oﬁ;g‘_‘”da""“s ’;‘;E‘j" publisher 9780815339830 [Reguired ~] edit | Delete
Consequentialist

Moral Reasoning

Done Adding Materials

search for course material

1SBN

search

e[

author [

Keywords li
search

Manual edoptior
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In the MaterialType field, accept the default “Required” or select “Recommended” from
the drop-down list.

Repeat steps 9-12 to manually add another item.
_Or_
If you are finished adding materials, click Done Adding Materials.

The edoption Details page reappears. The materials you added appear at the bottom of
the page below the Comments field.

14. Refer to the table below to determine your next step.

To... Do this...

Save the updates Click Update.

The edoption search results list page reappears. The current
date appears in the “last modified” column.

Save the updates and send Click Update and send for approval.

email request for approval The edoption search results list page reappears. The current
date appears in the “last modified” column. The edoption
status changes to “Pending Approval.”

Cancel the edoption Refer to the procedure on page 63.

Return to the edoptions Click return without changes.
search results list page
without saving changes

Perform another task in Select another option from the menu bar at the top of the
Commerce Accelerator page.
Log out of Commerce Click Logout in the browse sequence.

Accelerator

Editing Course Materials in an edoption

Note: You can only edit course materials you added manually.

If you are already on the edoption Details page, start at step 6.

To edit course materials in an edoption:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Store » Edoption Search.
The search edoptions page appears.

Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.

Click Search.
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The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up t0100 edoptions; 25 per page)

5. Click the edoption ID number of the edoption you want.

The edoption Details page appears.

6. Scroll to the bottom of the page.

7. Click the Add or Manage Materials link.
The edoptionMaterials page appears.

8. Click the Edit link to the right of the item you want to edit.
The manually add material details page appears.

Store  Merchandise  Operations  Reports

gout > Home > edoptionsSearch

add to edoption | [ cancel

manually add material details
Details

ISBN [0-495-09632-6
Author [Stephen Wayre
Title [Road to the White Hou:
edition 5
Publisher W

9. Edit the information in the fields as needed.
10. Click add to edoption.
The edoptionMaterials page reappears.
11. Repeat steps 8-10 to edit another item.
-or-
If you are finished adding materials, click Done Adding Materials.
The edoption Details page reappears.
12. Refer to the table below to determine your next step.

To... Do this...

Save the updates Click Update.

The edoption search results list page reappears. The
current date appears in the “last modified” column.

Save the updates and send Click Update and send for approval.

email request for approval The edoption search results list page reappears. The

current date appears in the “last modified” column. The
edoption status changes to “Pending Approval.”

Cancel the edoption Refer to the procedure on page 63.
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To... Do this...

Return to the edoptions list Click return without changes.

page without saving changes

Perform another task in Select another option from the menu bar at the top of the
Commerce Accelerator page.

Log out of Commerce Click Logout in the browse sequence.

Accelerator

Deleting Course Material from an edoption
If you are already on the edoption Details page, start at step 6.

To delete course material from an edoption:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Store » Edoption Search.
The search edoptions page appears.

3. Complete one or more of the fields on the page. Refer to the field definitions table on
page 59.

4. Click Search.

The edoption search results list page appears with a scroll-down list of the edoptions
matching the search criteria you entered. (Up t0100 edoptions; 25 per page)

5. Click the edoption 1D number of the edoption you want.
The edoption Details page appears.
6. Scroll to the bottom of the page.
7. Click the Add or Manage Materials link.
The edoptionMaterials page appears.
8. Click the Delete link to the right of the item you want to delete.
The edoptionMaterials page refreshes itself. The item you deleted is no longer on the list.
9. Repeat step 8 to delete another item.
-or-

If you are finished deleting materials, click Done Adding Materials in the center left
area of the page.

The edoption Details page reappears. The item you deleted no longer appears in the list at
the bottom of the page.
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10. Refer to the table below to determine your next step.

To...

Do this...

Save the updates

Click Update.

The edoption search results list page reappears. The current
date appears in the “last modified” column.

Save the updates and send
email request for approval

Click Update and send for approval.

The edoption search results list page reappears. The current
date appears in the “last modified” column. The edoption
status changes to “Pending Approval.”

Cancel the edoption

Return to the edoptions
search results list page
without saving changes

Refer to the procedure on page 63.

Click return without changes.

Perform another task in
Commerce Accelerator

Log out of Commerce
Accelerator

Select another option from the menu bar at the top of the
page.

Click Logout in the browse sequence.
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The information in this chapter will help you maintain the merchandise sold through the store’s
website. The topics in this chapter include:

0 Maintain merchandise subcategories

0 Maintain products

0 Maintain merchandising associations

You should be familiar with these terms related to merchandise management:

Term Definition

Catalog The entity that contains the category structure for products.

Category The entity that contains multiple subcategories, for example Apparel and Gifts.
Subcategory A subdivision of a category. For example, the category Apparel and Gifts contains

a subcategory for Apparel and a subcategory for Gifts & Accessories.
Subcategories are further subdivided into more specific groupings. For example,
the subcategory Apparel is further divided into Sweatshirts, T-Shirts, Hats, etc.

Product A specific unit of merchandise, for example a women’s logo sweatshirt. Each
product has a product code.

Customers view products on the details page of the website.

Item A subunit of a product that has specific defining attributes attached to it like size
and color. For example, a small red women’s sweatshirt is a separate item from a
medium red women’s sweatshirt. Each item has a unique SKU that identifies it in
the system.

Customers add items to their shopping carts on the website.

Maintain Merchandise Subcategories

General merchandise, that is, the categories of Apparel and Gifts, Computer Products, and
Tradebooks, is maintained within catalogs. All stores use the Follett Default Catalog. When the
catalog is loaded into the store’s website, it already includes major categories and all the products
associated with the categories.

You can add subcategories to the catalog for your own store, and change or delete the
subcategories you have added. You can also add existing products to various subcategories. To
have new products added to subcategories, send your new product images and spreadsheet to
onlinecatalogsupport@fheg.follett.com
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Tasks associated with category maintenance include:

g

O 0o 8o &

Adding a new subcategory

Changing a subcategory

Deleting a subcategory

Viewing a list of products associated with a category or subcategory

Adding a product to a subcategory

Adding a New Subcategory to the Store’s Catalog

To add a new subcategory to the store’s catalog:

1.

Log on to Commerce Accelerator.
The Website Administration home page appears.
From the menu bar, select Merchandise » Catalog Management.

The category tree page appears showing the main categories in the catalog.

Store Merchandise Operations Reports
Logout > Home > Catalog Management

- follett Default Catalog
B-Books

- Computer Products
@ Apparel and Gifts New... .
T ot cena [ cronse B
h
Gift Cards Change
B Faculty Services Delete .
List Products .

Click the + symbol to the left of the category you want to add a subcategory to. Continue
to click down through the category levels until you reach the level you want.

Click New.
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The General page appears.

STore  Merchanaise  Uperaton REpoTts

Logout > Home > Catalog Management > New Category

General

Category Code (required)

Name (required)

Description

Long Description

Keyword

¥ Display to customers

J

B

5. Complete the fields on the page.

Note: The Category Code and Name fields are required. Use words or numbers that make
sense for your store.

6. To make this subcategory visible to customers using the store’s website, verify that the
Display to customers checkbox is checked (checked by default).

7. Click Next.
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The Parent page appears.

Store  Merchandise  Operations  Reports

Logout > Home > Catalog Management > New Category

previous  |[ nNext ][ Finish. ][ cancel

Parent
General
parent Category Select the parent category.
Images
&-follett Default Catalog
B} Books
(- Computer Products
B-Apparel and Gifts
Greek Gear
Supplies
~Applications
El- Computer Products
B Apparel
5}
Alurni
Sale
- Gift Cards
G- Supplies
Gift Cards
B-Faculty Services

i,
| —
.
Select the appropriate “parent” category for the new subcategory. The default is the
category level you selected on the category tree.
Click Finish.
A confirmation message appears.

Click OK.

This category tree page reappears.

Select another option on the category tree page or from the menu bar.
_or_
Log out of Commerce Accelerator.

Changing Subcategory Information

You can change only those subcategories you have created for your own store.

To change subcategory information:

1.

Log on to Commerce Accelerator.

The Website Administration home page appears.

From the menu bar, select Merchandise » Catalog Management.
The category tree page appears.

Click the + symbol to the left of the categories and subcategories until you reach the
subcategory you want to change.
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Click Change.

The General page appears.

Edit the information in the fields as needed.
_Or_

To edit another page, select the appropriate option from the menu on the left side of
the page.

Click OK to save your changes.

A confirmation message appears.

Click OK.

The category tree page reappears showing the change.

Select another option on the category tree page or from the menu bar.
-or-

Log out of Commerce Accelerator.

Deleting a Subcategory from the Store’s Catalog

You can delete only those subcategories you have created for your own store.

To delete a subcategory from the store’s catalog:

1.

Log on to Commerce Accelerator.
The Website Administration home page appears.

From the menu bar on the top of the page, select Merchandise » Catalog
Management.

The category tree page appears.

Click the + symbol to the left of the categories and subcategories until you reach the
subcategory you want to delete.

Click Delete.

A confirmation message appears.

Click OK to delete the category or subcategory.
A confirmation message appears.

Click OK.

This category tree page reappears. The category or subcategory is no longer in the
category tree.

Select another option on the category tree page or from the menu bar.
_Or_

Log out of Commerce Accelerator.
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Viewing a List of Products Associated with a Category or Subcategory

To view a list of products in the Apparel and Gifts, Computer Products, and Tradebooks
categories or their associated subcategories:

1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Merchandise » Catalog Management.

The category tree page appears.

Store  Merchandise  Operations  Reports
Logout > Home > Catalog Management
B-follett Default Catalog

B-Books
El- Computer Products
B Apparel and Gifts New...
Gift Cards Change
B}-Faculty Services Delete .
List Products .

3. Click the + symbol to the left of the categories and subcategories until you reach the
category or subcategory you want to view.

4. Click the category or subcategory.
5. Click List Products.

The product management list page appears.

Store  Merchandise  Operations  Reports
Logout > Home > Catalog Management > Apparel - Products

Edit Actions Prices Tools Attachments Search 1-7 of 7

| | oetails N category N Description N Extended Description N Images N Custom

Code ‘ ‘ Name Buyable Manufacturer ‘ Part Number !
v py 1
[ 042204 55439 5 [Women's Hood 5 Champlon®
VCS7067-1C
— orsa2 sus- , Hooded Sweatshirt = [Dubwear®
KHP\/AP1002
|
Team Tee Westhall®
030100 W1301\V/DES-
B P J 4 l |
i ~Shi [Westhall
030100 WidnIVOES- ) University Mom T-Shirt = esthall®
2261
State T-Shirthirt Dubwear® |
™ 070532 TS-SSVFF25 J 3
|
Hat and T-Shirt Bundle Dubwear® |
[~ 936-002-014 J ~
|
Wornen's Lounge Flare Pant Dubwear® |
I~ 070532 FA-LFP\/HP1B J ~

6. Edit product information as needed. Refer to the instructions on page 83.
_Or_

Click Return to go back to the category tree.
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7. Select another option on the category tree page or from the menu bar.
_Or_

Log out of Commerce Accelerator.

Adding a Product to a Subcategory

You can add an existing product to a subcategory you have created or to an existing subcategory.
When you add a product to a subcategory, all the items (“child” items) associated with the
product (“parent” item) are also added.

To add a product to a subcategory:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Merchandise » Catalog Management.
The category tree page appears.

3. Click the + symbol to the left of the categories and subcategories until you reach the
category or subcategory you want to view.

4. Click the category or subcategory.

5. Click List Products.
The product management list page appears.

6. Click the box to the left of the product you want to copy.

7. From the menu bar above the tabs, select Actions » Change.
The General page appears.

8. From the menu on the left side of the page, select Category.
The Category page appears.

11. In the field on the right side of the page, highlight to the subcategory you want to add the
product to. See example below.

Store  Merchandise  Operations  Reports

Logout > Home > Catalog Management > Test Subcategory - Products > Change Product

| General Category ' AT
\ Descr\pt»on
oot s R n

[ Images Gifts & Accessories - Housewares

|

|

\

‘ Gifts & A Jewel
ifts ccessories - Jewelry

| Manufacturer ‘\ Gifts & Accessories - Music

|

|

1

|

Gifts & Accessories - Novelties

Gifts & Accessories - Pet Supplies
Gifts & Accessories - Plush Toys
s Gifts & Accessories - Sporting Goods

Gifts & Accessories - Tailgate
Gifts & Accessories - Umbrellas
Greek Gear

National Champions Merchandise
Sale

\ Sales Tax
( Shipping Tax |
| Units of Measure

\ Fulfillment

\ “Advanced

9. Click Add.
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The subcategory you selected appears in the field on the left side of the page.

Note: You can remove a product from a subcategory by highlighting the subcategory on
the right side of the page and clicking on Remove.

10. Click OK.
A confirmation message appears.
11. Click OK.
The product management list page reappears.
12. .Select another option on this page.
-or-
Click Return to go back to the category tree.
13. Select another option on the category tree page or from the menu bar
-or-
Log out of Commerce Accelerator.

Maintain Products

You are responsible for maintaining the products in your store’s catalog. Tasks associated with
product maintenance include:

[0 Searching for catalog entries

Editing product information

Deleting a product

Setting prices and adding price ranges
Modifying a price range

Deleting a price range

o Y s I s [ S )

Viewing and editing item SKU information
[0 Deleting an item

Related tasks include maintaining merchandising associations (see page 91).

Searching for Catalog Entries

To search for catalog entries:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.

2. From the menu bar, select Merchandise » Find Catalog Entries.
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The Catalog Entry Search page appears.

Store  Merchandise ~ Operations  Reports

Logout > Home > Find General Merchandise

Catalog Entry Search

To search for a catalog entry, complete one or more of the fields below. Select the search method for the applicable fields, and click Find,
Code

[ [Exact phrase, Ignare case x|

Name

[ [Exact phrase, Ignare case x|
™ Include short description
Manufacturer part number

[ |Exact phrase, Ignore case x|

Manufacturer
[ [Exact phrase, lgnore case x|

Catalog

follett Default Catalog ¥

Category

[ [Exact phrase, 1gnore case x|
™ Published ™ Not published

Type
@ Al except SKUs
© Specify types

Number of Search Results: |25 x

3. Complete one or more of the fields on the page. If you click Specify Types, more boxes
appear, and you can narrow the list further by clicking Product, SKU, Prebuilt Kit,
Bundle, and Dynamic Kit.

4. Click Find.

The Details tab of product management list page appears containing a list of products that
matched the criteria you entered.

Store Merchandise Operations Reports
Logout > Home > Find General Merchandise > General Merchandise Management
Edit Actions Prices Tools Attachments Search 1-11 of 11
_J Details N Category " Description " Extended Description N Images ( Custom
Code ’ ‘ Name ‘ Buyable ‘ Manufacturer ’ Part Number

Waornen's Hood Champion®

[T 010738232 O ~
itormen's Hood Champion®

[C 010738233 "
Women's Hood Champion®

[T 010738234 i 5
Wornen's Hood Champion®

I~ 010738235 i 2
ormen's Hood Champion®

I~ 010738236 L] 12
Women's Hood Champion®

I~ oio7sses7 2
Women's Hood Champion®

I~ 010738258 i ~
Women's Hood Champion®

I 010738259 ] ~
Women's Hood Champion®

I~ o10738260  [mn v
Women's Hood Champion®

I 010738261 v v [~]

<

D
5. To view product information, click in the box to the left of the product you want to view.
The product is highlighted.
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6. Click on other tabs to view other types of product information.
7. Select another option on the product management list page.
-or-
Click Return to return to the Catalog Entry Search page.

Editing Product Information

There are two methods of editing product information. You can edit information on the:
0 Product management list page

0 Product information pages

Editing Information on the Product Management List Page

Note: This procedure assumes a product list is already displayed on the product management list
page. If you need instructions for finding products, refer to page 81.

To edit information on the product management list page:
1. Click the box to the left of the product you want to edit.
The product row is highlighted.
2. Click the tab for the information you want to edit.

3. Click the cursor in the fields you want to edit and type the new information. Refer to the
table below for information on which fields you can edit.

Tab Fields you can edit...
Details Name
Manufacturer

Part number

Category On special
On auction

Description Short description
Long description

Extended Description Description 3
Description 4
URL

Images Thumbnail

Full Image
Keyword
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Tab Fields you can edit...
Custom Inventory status

Visible

Global

Availability Date

4. When you are finished, click Save.
A confirmation message appears.

5. Click OK.

6. Select another option on the product management list page or from the menu bar.
-or-

Log out of Commerce Accelerator.

Editing Product Information on Product Information Pages

You can change a variety of product information on the 10 product information pages.

Note: This procedure assumes a product list is already displayed on the product management list
page. If you need instructions for finding products, refer to page 81. To add products to selected
subcategories, refer to the instructions on page 80.

To change information on one or more of the product information pages:
1. Click the box to the left of the product you want to edit.
The product row is highlighted.
2. From the menu bar above the tabs, select Actions » Change.

The General page appears for the product you selected.

Store  Merchandise  Operations  Reports

gout > Hame > Find General Merchandise > General Merchandise Management > Change Product

[ General ] Y
General
Description |
Category | Code (required)
Images ‘ 058890 55300/K69:
[ Manufacturer |
Sales ]

Name (required)

s t
Shipping Tax with University imprinte

[ Units of Measure.

Date Date

Fulfillment Year Month Day Year Month Day
‘Advanced ] [ @ [ [Tm

Availability Date Last Order Date

Year Month Day Year Month Day
e e
End Of Service Date Discontinue Date

Year Month Day Year Month Day

e T T a
Last updated: 5/9/07 9:13 AM
P Display to customers

P For purchase
On auction: No

Store Manager’s Guide to eFollett.com Website Maintenance



Maintain Merchandise

3. Edit the information in the fields on this page.

-or-

Select another information page from the menu on the left side of the page.
4. When you are finished, click OK.

This message appears: The changes made to this product have been completed
successfully. These changes will not be made to the product’s SKUs. You may want to
update the SKU separately.

5. Click OK.
The product management list page reappears.

6. Select another option on the product management list page or from the menu bar.
_or_

Log out of Commerce Accelerator.

For instructions on changing item information (updating SKUs) refer to page 89.

Deleting a Product

You can use this procedure to delete a product that is no longer in your inventory and you know
you won’t be receiving any more of it

Note: This procedure assumes a product list is already displayed on the product management list
page. If you need instructions for finding products, refer to page 81.

To delete a product:
1. Click the box to the left of the product you want to delete.
The product row is highlighted.
2. From the menu bar above the tabs, select Actions » Delete.
3. Atthe prompt, click Cancel to avoid deleting the product.
-or-
Click OK to complete the deletion.
The product disappears from the product management list page.
4. Click Save.
A confirmation message appears.
5. Select another option on the product management list page or from the menu bar.
-or-

Log out of Commerce Accelerator.
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Setting Prices and Adding Price Ranges

You can set the list price and offering price for a product and add separate pricing ranges. For
example you can set one price for quantities of 1-9, another price for quantities of 10-25 and
another price for quantities of 26-and up.

Note: This procedure assumes a product list is already displayed on the product management list
page. If you need instructions for finding products, refer to page 81.

To set prices and add price ranges:
1. Click the box to the left of the product you want to set prices for.
The product row is highlighted.
2. From the menu bar above the tabs, select Prices » Set Prices.
The Pricing page appears.

Store  Merchandise  Operations  Reports

Logout > Home > Find General Merchandise > General Merchandise Management > Set Price

Pricing
State Hooded sweatshirt
Hooded Sweat

Currenc:

USD -~ Preferred ¥

A list price is your regular selling price.

The offerprice is a sale price.

If there is no list price for a currency, then the offer price for the currency will be used as the list price.

List Price

45.99

Offer Price

\I’} Start Units | End Units | Price ‘
‘ 1 And Up 45.99 [ Wodify Price Range

| Delete price Range ]

3. Inthe Currency field, accept the default (USD - Preferred)
-or-
Select the preferred currency.
4. Inthe List Price field, type the regular selling price for the product. (Optional)

Note: Complete this field to show a product on sale. For example, if the List Price is
10.00 and the Offer Price is 8.00, both prices will appear on the website, but the $8.00
price will appear in red indicating that it is a sale price.

5. Inthe Price field (under Offer Price), type the price the product will be sold for.
6. If you are finished, go to step 11.
_Or_

To set a range for selling quantity levels at different prices, click Add Price Range to the
right of the offer price list.

The Range Starts at field appears.
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7. Type the starting number for the range. For example, if you give a discount for quantities
of 5 or more, type 5.

8. Click OK to the right of the range field.

9. Inthe Price field, type the price for the range. See example below.

Store Merchandise Operations Reports

Logout > Home > Find General Merchandise > General Merchandise Management > Set Price

Pricing
State Hooded sweatshirt
Hooded Sweat

Currenc

USD -- Preferred v

A list price is your regular selling price.

The offerprice is a sale price.

If there is no list price for a currency, then the offer price for the currency will be used as the list price.

List Price

45.99

Offer Price

|| start units | End units Price
1 4 45,99 Modify Price Range |

(s And Up 41,99 Delete Price Range |

10. Repeat steps 6-9 to add more ranges.
-or-
If you are finished, click OK.
A confirmation message appears.
11. Click OK.
The product management list page reappears.
12. Select another option from the product management list page or from the menu bar.
-or-
Log out of Commerce Accelerator.

Note: To view the list price and offer price ranges you have set, select Prices » Pricing
Summary from the menu bar above the tabs on the product management list page. Be sure the
box to the left of product is checked. When you are finished viewing the summary, click OK to
return to product management list page.

Modifying a Price Range

Note: This procedure assumes a product list is already displayed on the product management list
page and that you select a product with price ranges. If you need instructions for finding products,
refer to page 81.

To modify a price range:
1. Click the box to the left of the product you want to modify.
The product row is highlighted.
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From the menu bar above the tabs, select Prices » Set Prices.
The Pricing page appears.

Click the box to the left of the range you want to modify.
Click Modify Price Range.

Change the information in the fields as needed.

Click OK.

A confirmation message appears.

Click OK.

The product management list page reappears.

Select another option from the product management list page or from the menu bar.
-or-

Log out of Commerce Accelerator.

Deleting a Price Range

Note: This procedure assumes a product list is already displayed on the product management list
page and that you select a product with price ranges. If you need instructions for finding products,
refer to page 81.

To delete a price range:

1.

Click the box to the left of the product you want to delete a price range for.
The product row is highlighted.

From the menu bar above the tabs, select Prices B Set Prices.
The Pricing page appears.

Click the box to the left of the range you want to delete.

Click Delete Price Range.

At the prompt, click Cancel to avoid deleting the price range
-or

Click OK to complete the deletion.

The range no longer appears in the Offer Price list.

Click OK.

A confirmation message appears.

Click OK.

The product management list page reappears.
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8. Select another option from the product management list page or from the menu bar.
_Or_
Log out of Commerce Accelerator.

Viewing and Editing Item SKU Information

Note: This procedure assumes a product list is already displayed on the product management list
page. If you need instructions for finding products, refer to page 81.

To view and edit item SKU information:
1. Click the box to the left of the product you want to view or edit.
The product row is highlighted.
2. From the menu bar above the tabs, select Actions » Show SKUSs.

The product management list reappears. The SKUs are listed in the Code field.

Store Merchandise Operations Reports

Logout > Home > Find General Merchandise > General Merchandise Management > Show SKUs

Edit Actions Prices Tools Attachments

_J Details \ Category \ Description \k Extended Description \ Images N Custom

T
Code ‘ Name Buyable Manufacturer Part Number

'Women's Full-Zip Hood Westhall®

T 9859350 [l

r

Womnen's Full-Zip Hood Westhall®

" 9859355 r

Women's Full-Zip Hood Westhall®
w

I 9859354 ]

'Women's Full-Zip Hood
™ 9859352 "

Wornen's Full-Zip Hood Westhall®

T ess93ss  (m

'Women's Full-Zip Hood Westhall®

I 9859351

Westhall® |

Save Return

3. Click the box to the left of the item you want to edit.

4. Click the cursor in the fields you want to edit and type the new information. Refer to the
table below to see which fields you can edit.

Tab Fields you can edit...
Details Name

Manufacturer

Part number
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Tab Fields you can edit...
Category On special
On auction
Description Short description
Long description
Extended Description Description 3
Description 4
URL
Images Thumbnail
Full Image
Keyword
Custom Inventory status
Visible

Availability Date

5. When you are finished making changes, click Save.

A confirmation message appears:

6. Click OK.
7. Select another option on the product management list page or from the menu bar.
_Or_

Log out of Commerce Accelerator.

Deleting an Item

Note: This procedure assumes an item list is already displayed on the product management/show
SKUEs list page. If you need instructions for finding products, refer to page 81.

To delete an item:
1. Click the box to the left of the item you want to delete.
The item row is highlighted.
2. From the menu bar above the tabs, select Actions » Delete.
3. Atthe prompt, click Cancel to avoid deleting the item.
-or-
Click OK to complete the deletion.
The item is deleted from the list.
4. Click Save.
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5. Select another option on the product management list page or from the menu bar.
_Or_
Log out of Commerce Accelerator.

Maintain Merchandising Associations

Merchandising associations establish a connection between products that might logically be sold
together, for example sweatpants that match a sweatshirt. You can also use merchandise
associations to suggest products that a customer might like in association with the product they
are looking at. For example, customers who purchased [product] often like [product A], [product
B] and [product C].

Tasks associated with maintaining merchandising associations include:
0 Finding merchandising associations
0 Adding merchandising associations
0 Editing merchandising associations

Finding Merchandising Associations

To find merchandising associations:
1. Log on to Commerce Accelerator.
The Website Administration home page appears.
2. From the menu bar, select Merchandise ™ Find Merchandising Associations.

Note: If you are already on the product management list page, click the box to the left of
a product and select Tools » Merchandising Associations from the menu bar above the
tabs.

The Catalog Entry Search page appears.

Store  Merchandise  Operations  Reports

Logout » Home > Find General Merchandise

Catalog Entry Search

To search for a catalog entry, complete one or more of the fields below. Select the search method for the applicable fields, and click Find.
Code

[ [Exact phrase, Ignore case ¥]

Name

[ [Exact phrase, Ignore case x|
I™ Include short description

Manufacturer part number

[ [Exact phrase, 1gnore case x|

Manufacturer

[ [Exact phrase, Ignore case x|
Catalog

follett Default Catalog >

Category

| |Exact phrase, Ignore case;[
I Published ™ Not published

Type
@ Al except SKUs
€ Specify types

Number of Search Results: |25 ¥
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3. Complete one or more of the fields and click Find. If you need instructions for finding
products, refer to page 81.

The Source Catalog Entries/Target Catalog Entries page appears.

Store  Merchandise  Operations  Reports

Logout > Home > Find Merchandising Associations >

Source Catalog Entries

S
| code | | Name [ Targets | L Lol
I” | 070532 TS-SS/FE30 T-Shirt

J

T 070532 TS-SS/FF121-1C J T-Shirt
J
J

I 070532 TS-SS/FF25 State T-Shirt

™' 070532 TS-55/FF52 My Kid T-Shirt

- 0o N o

Target Catalog Entries

View |All Association ¥
G

[ Date ‘
I | code ) Quantity

Association Semantic

Select a source catalog entry from the table above to display its associated target catalog entries.

4. Click the box to the left of the product you want to view associations for.

If there are any products associated with the one you selected, they are listed in the
Common Target Catalog Entries section of the page.

Products are shown with this symbol ~ : items are shown with this symbol: "

Store Merchandise Operations Reparts

Logout > Home > Find Merchandising Associations > Merchandising Associations

Source Catalog Entries

Flcodle | [Name " rarges | Db
P — o 1 L | fiTergers

" 070532 TS-SS/FE30 J T-Shirt 0

¥ 070532 TS-S5/FF121-1C J T-shirt 2

I 070532 TS-SS/FF25 J state T-Shirt 0

I 070532 TS-SS/FF52 J My Kid T-Shirt 0|

Target Catalog Entries

view |All Association ¥

. Code
| Assaciation Semantic R:gf, R 0D) Quantity .
I~ 936-002-014 ) [cross sell =] [comes with =] [ [[TTa [ 1 L
IV 070532 FA-LFP/HP18 ) [eross sel =] [comes wath =] [ [T [

I | code [

Find Catalog
Entries

Move Up

ptoyeDowe o)
Add to Pick List

Note: To see whether there are associations between two or more products, click the
boxes to the left of the products and click Show Common Targets.
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5. Refer to the table below to determine your next step:

Adding Merchandising Associations

To... Do this...

Add associations Refer to the next procedure, Adding Merchandising Associations,
on page 93.

Edit associations Refer to the procedure, Editing Merchandising Associations, on
page 96.

Find another Click Return to go back to the Catalog Entry Search page.

association

Perform another task in  Select another option from the menu bar

Commerce Accelerator

Log out of Commerce Click Logout in the browse sequence.

Accelerator

Note: This procedure assumes you are already on the Source Catalog Entries/Target Catalog
Entries page. If you need instructions, see page 91.

To add merchandising associations:
1.

In the Source Catalog Entries section of the page, click the box to the left of the product

you want add an association to.
In the Target Catalog Entries section, click Find Catalog Entries.
The Pick List page appears.

Store  Merchandise  Operations Reports

Logout > Hame > Find Merchandising Associations > Merchandising Associations > Select Targets

Pick List

" | Code Name Short Description
TR
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The Catalog Entry Search page appears.

Store  Merchandise  Operations  Reports

Lagout > Home > Find General Merchandise

Catalog Entry Search

To search for a catalog entry, complete one or more of the fields below. Select the search method for the applicable fields, and click Find.
Code

| |E><act phrase, Ignore case;]

Name

I [Exact phrase, Ignore case ¥]
I Include short description
Manufacturer part number

| |E><act phrase, Ignore case_:j

Manufacturer

] |E><a|:t phrase, Ignore casel]
Catalog
follett Default Catalog ¥

Category

| |Exacx phrase, Ignore caselj
™ Published ™ Not published

Type

@ all except SKUs

© specify types

Number of Search Results: |25 =

4. Complete one or more of the fields for a product you want to associate with the

previously selected product and click Find. If you need instructions for finding products,
refer to page 81.

The Pick List page reappears with items matching your search criteria.

Store  Merchandise  Operations  Reports.

Logout > Home > Find Merchandising Associations > Merchandising Associations > Select Targets

Pick List

= Code Name Short Description i Find
" 936-002-014 J  Hat and T-Shirt Bundle Hat and T-Shirt Bundle i [Eemove

5. Click the box to the left of one or more products in the pick list that you want to associate
with the previously selected product.

6. Click Add.
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The Catalog Entries/Target Catalog Entries page reappears. The products you selected
are listed in the Target Catalog Entries section of the page.

................................................ P T e R

Logout > Home > Find Merchandising Associations > Merchandising Associations

Source Catalog Entries

I | Code [ Name [Targets | l S Sammen

I~ 070532 TS-SS/FE30 ) T-Shirt o

WV 070532 TS-SS/FF121-1C  J T-Shirt 1 ‘

" 070532 TS-SS/FF25 ) state T-Shirt ol

" 070532 TS-SS/FFS52 J My Kid T-Shirt 0|

Target Catalog Entries oW m

; Code

‘ I | Code Association Semantic (Dj(tﬁ, MM DD) | Quantity

‘ [~ 936-002-014 J  |accessary =] [comes with =] [ [T @ [ 1| [[aa =5
Find Catalog
Entries

7. If you want the association to be a cross-sell, in the Association field, you may select
“cross sell” from the drop-down list.

Cross sell: The product appears on the customer’s product detail page for the associated
product with a message suggesting that the customer might also like this product.
Associate products with other products; do not associate products with items or items
with other items. Do not edit the other fields.

Products are shown with this symbol ~ ; items are shown with this symbol: ™"
8. Click Save.

A confirmation message appears.
9. Click OK.

10. Refer to the table below to determine your next step:

To... Do this...

Add more merchandise Repeat steps 2-9.

associations

Find another product to make Click Return to go back to the Catalog Entry Search
associations to page.
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To... Do this...

Perform another task in Select another option from the menu bar
Commerce Accelerator

Log out of Commerce Click Logout in the browse sequence.
Accelerator

Editing Merchandising Associations

Note: This procedure assumes you are already on the Source Catalog Entries/Target Catalog
Entries page. The page should resemble the sample shown below. If you need instructions, see
page 91.

Store Merchandise Operations Reports

Logout > Home = Find Merchandising Associations > Merchandising Associations

Source Catalog Entries

Code T Name I Targets
070532 TS-SS/FE30

T-Shirt
T-Shirt

070532 TS-SS/FF25

il
=

Vv 070532 TS-5S/FF121-1C
r State T-Shirt
-

@ e e
o o N o

070532 TS-SS/FF52 My Kid T-Shirt

Target Catalog Entries View |All Association =

Code

| [ Date I
| [T | Code | Association Semantic (Y¥YY MM DD) Quantity
[T 936-002-01A J [cross sel =] [comes with =] | [ @ | ] l:
V| 070532 FA-LFP/HP1B J ||:ross sell ~] [comes with =] | [T @ | 1
— — ~ Find Catalog
Entries
Move Up
e M

To edit merchandising associations:

1. Inthe Source Catalog Entries section of the page, click the box to the left of the product
you want to work with.

2. Inthe Target Catalog Entries section of the page, click the box to the left of the product
whose associations you want to edit.

3. Edit the fields as needed. Refer to table below to determine your options.

To... Do this...
Move the item up in a. Click the box to the left of the target catalog entry.
sequence on the customer’s b. Click Move Up.

product detail page. o ) )
The association moves up one row in the list.

c. Repeat step b until the association is in the position you
want
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To...

Do this...

Move the item down in
sequence on the customer’s
product detail page.

Click the box to the left of the target catalog entry.

b. Click Move Down.
The association moves down one row in the list.

c. Repeat step b until the association is in the position you

want.

Add an item to the session
pick list

You can use this option to
avoid having to search for
the item each time you
want to associate it with a
product.

Click the box to the left of the target catalog entry.

Click Add to Pick List.
A confirmation message appears.
c. Click OK.

Note: The pick list is automatically deleted when you

log out of Commerce Accelerator.

Remove an association

4. Click Save.

Click the box to the left of the target catalog entry.

Click Remove.

The association is removed from the Target Catalog

Entries list.

A confirmation message appears.

5. Click OK.

6. Refer to the table below to determine your next step:

To...

Do this...

Edit more associations

Repeat steps 1-5.

Find another product to edit
associations for

Click Return to return to the Catalog Entry Search page.

Perform another task in
Commerce Accelerator

Log out of Commerce
Accelerator

Select another option from the menu bar.

Click Logout in the browse sequence.
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Reports

You can access the Order Summary Report through the eFollett.com administrative site. This

report provides a summary of order information such as order totals and average sales per order.

The information on the report is only for the store you are signed into.

Order Management

Reports

The Order Summary Report is the only Order Management report available at this time.

Running an Order Summary Report

To run an Order Summary report:

1. Log on to Commerce Accelerator.

The Website Administration home page appears.
2. From the menu bar on the top of the page, select Reports » Order Management

Reports.

The Order Summary parameter page appears.

Stare Merchandise Operations

Logout > Home > Order Summary

Order Summary

Start date (required)

Year Month Day

[ m

Reports

This report summarizes orders by volume (number of orders) and value (in currency).

End date (required)

Year Month Day

[

[

OK

1l

Cancel

]

3. Inthe Start Date fields, type the first date to include in the report (YYYY/MM/DD
format) or click the calendar icon and select a date.

4. Inthe End Date fields, type the last date to include in the report (YYYY/MM/DD)
format, or click the calendar icon and select a date.

5. Click OK.
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The report request is processed and the report data appears on the page.

Store  Merchandise  Operations  Reports

Lagout > Home > Order Summary > Report Content
Order Summary
This report summarizes orders by volume (number of orders) and value (in currency).

Selected date range: January 1, 2008 to January 31, 2008

Report generated: February 26, 2008 06:13

Store: 999 - University Bookstore

Total Total Total Total Total Total Number Avera

Year Month Product Charges Tax on Products Shipping Charges Tax on Shipping Ad Order Value of Orders Sales per Order Currency
2008 January $27,583.85 $1,527.38 $1,841.00 $0.00 $0.00  $30,952.23 219 $141.33 USD

6. If you are finished, go to step 9.
-or-
To print the report, click Print.
The Printer window appears.
7. Accept the default parameters or change them as needed.
8. Click Print to continue.
9. To return to the Order Summary parameter page, click OK.
-or-

Select another option from the menu bar.
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Appendix A: Guide to Using HTML Tags

The following information will help you use HTML in the administration of your store website.

Q. What are HTML tags and what do they do?

R. Tags are companions to the text you type and they help you achieve a desired look or effect to
enhance the look of your text. Typing HTML tags in CAPITAL letters makes it easier to keep
track of what you’ve done.

Q. Whatdo HTML tags look like?

R.  There are two kinds of HTML tags: start tags and end tags. Both are put inside of angle brackets,
e.g., <P>.

End tags look very similar to start tags but they are preceded by a forward slash, e.g. </P>. Think
of these tags as on/off switches. Start tags turn the feature on; end tags turn the feature off.

Q. What HTML tags are important for me to know when administering my site?

R. Here’s a list of tags you will use most often and a brief description of them.

<p> Defines the start of a paragraph
</P> Defines the end of a paragraph

When coding leave an open space between the closing of paragraph and the start of the next. It’s
easier on your eyes and makes it easier to keep track of what you do.

<HR> Defines a horizontal line (does not have an end tag)

<BR> Defines a line break (does not have an end tag)

<B> Sets text in bold </B> Turns off bold text

<I> Sets text in italics </I1> Turns off italicized text

<U> Underlines text </U> Turns off text underlining

<CENTER> Centers the text inside the tags </CENTER> Turns off centering

<TT> Typewriter style font </TT> Turns off typewriter style font

<A HREF="url"> Allows you to link your page to another website

</A> Closes link tag.

e.g., <A HREF="http://www.eFollett.com”><I>e</I>follett.com</A> this will create a link to
eFollett.com

<FONT> Changes the font of your text ~ </[FONT> Turns off the font in use

<FONT SIZE=3> Makes text larger or smaller. The general font range is from 1 to 7 with 3 being
the size of standard font. Anything below 3 gives you a smaller font, anything above, a larger font.

<FONT COLOR=(insert hexadecimal # here)> Makes text color that corresponds to hex. #
</FONT>

e.9. <FONT COLOR=0000FF>The font will be blue with this #</FONT>

Within text, if you want a [JJmark, it's &reg; for example, type Jansport&reg; and it will show up as
Jansport[]

Within text, if you want a [JJmark, it's ALT0153 for example, type Jansport hold down ALT key and
type 0153, it will show up as Jansport[]
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Below is a partial list of colors and their hexadecimal numbers that can be used when writing in
HTML. Feel free to experiment with the colors and find the ones that best suit your needs.

White #FFFFFF/ Black #000000/ Slate Grey #708090/ Grey #BEBEBE/
Royal Blue #4169E1/ Blue #0000FF/ Dark Green #006400/ Green #00FF00/
Forest Green #228B22/ Yellow #FFFF00/ Gold #FFD700/ Brown #A52A2A/
Orange #FFA500/ Red #FF0000/ Pink #FFCOCB/ Maroon #B03060/

Blue #0000FF/ Green 1 #00FF00/ Brown 1 #FF4040/ Navy Blue #00080/

Note: These are not the only colors available. For a larger list of HTML colors try:

http://www.w3schools.com/html/html colornames.asp

If you have any questions about HTML and your store site, feel free to contact Follett Product
Support at productsupport@fheg.follett.com or 1-800-872-9243.
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Activate store hours, 22

Add
course material to an edoption, 68
merchandise subcategory, 75
merchandising associations, 93
price ranges for discounts, 86
product to merchandise subcategory, 80
store hours, 20
store messages, 18
term descriptor, 36

B

Booklist
upload, 42
view upload dates, 44

C

Campuses, view list, 28
Cancel an edoption, 63
Catalog entries, search for, 81
Category (merchandise), list products, 79
Change
course material in edoption, 70
edoption information, 61
edoption status, 59, 61
information on an order, 49
item status on an order, 50
merchandise item information, 89
merchandise subcategory, 77
merchandising associations, 96
order status, 52
price ranges, 87
product information, 83, 84
store event, 26
store hours, 23
store messages, 18
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Commerce Accelerator
logon, 7
log out, 7
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add to edoption, 68
delete from edoption, 72
edit, 70
Cross sell, 95
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find, 55

reset password, 56

D

Deactivate store hours, 22
Delete
course material from edoption, 72
merchandise item, 90
price ranges (merchandise), 88
product, 85
store event, 26
store hours, 23
store messages, 20
term, 33
term descriptor, 39
Discounts (merchandise), set ranges, 86

E

Edit
course material in edoption, 70
edoption information, 61
merchandise item information, 89
merchandise subcategory, 77
merchandising associations, 96
order, 49
price ranges, 87
product information, 83, 84
store event, 26
store hours, 23
store messages, 18
term descriptor, 38
edoption
add course material, 68
cancel, 63
change status, 59, 61
delete course material, 72
edit
course material, 70
general information, 61
find, 57
print details, 60
view details, 59, 61
edoptions Details page, field definitions, 64
Event. See Store event

F

Field definitions
edoptions Details page, 64
Find edoptions page, 59
Find Orders page, 48
Store Profile
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Contact page, 15
Course Tracks Setup page, 17
Currency page, 16
Drop Shippers page, 17
General page, 13
Institutions page, 17
Language page, 16
Location page, 16
Store Buyback page, 17
Store Groups page, 17
Find
catalog entries, 81
customers, 55
edoptions, 57
merchandising associations, 91
orders, 46
products, 81
Find edoptions parameters page, field definitions, 59
Find Orders parameters page, field definitions, 48

G

Getting started, 7

H

Help, getting, 6
Hours of operation. See Store information, hours
HTML tags, 100

Institution, view, 28

L

Log on to Commerce Accelerator, 7
Log out of Commerce Accelerator, 7

M

Maintain

edoptions, 57

merchandise, 74

merchandising associations, 91

orders, 46

store information, 12

terms, 28
Management reports. See Order Summary Report
Manually add course material to an edoption, 68
Merchandise item

delete, 90

edit, 89

view, 89
Merchandise subcategory

add, 75

add product to, 80
change, 77
Merchandising associations
add, 93
edit, 96
find, 91
Modify price ranges, 87

N

Navigation in Commerce Accelerator, 8

O

Order
change item status, 50
change status of, 52
edit, 49
find, 46
Order Summary Report, 98
print detail, 53
view, 46

P

Password, reset for customer, 56
Prices
set for product, 86
set ranges for discounts, 86
view pricing summary, 87
Print
edoption details, 60
order detail, 53
Order Summary Report, 98
Product
delete
entire, 85
item from, 90
price ranges, 88
edit information, 83, 84
modify price ranges, 87
search for, 81
set pricing/ranges for discounts, 86
Product Support, 6
Programs, view list, 29

R

Reports, Order Summary Report, 98
Reset customer password, 56
Return policy. See Store Messages

S

Search for
catalog entries, 81
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customers, 55
edoptions, 57
orders, 46
products, 81
Set product prices/ranges for discounts, 86
SKUs, view or edit information, 89
Sort order, select for terms, 40
Status
edoption, 59, 61
item in an order, 50
order, 52
Store information
events, 24
hours, 20
store messages, 18
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Store Profile, field definitions
Contact page, 15
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Currency page, 16
Drop Shippers page, 17
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Institutions page, 17
Language page, 16
Location page, 16
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Subcategory (merchandise)
add, 75
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change, 77

T

Telephone Support, 6
Term

delete, 33

select sort order, 40

upload booklist, 42
Term descriptor

add, 36

delete, 39

edit, 38

U

Upload booklist for a term, 42

V

View
booklist upload dates, 44
campuses, 28
customers, 55
edoption details, 59, 61
institution, 28
merchandise item, 89
merchandising associations, 91
orders, 46
pricing summary, 87
products associated with a category, 79
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store information, 12
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