Business Console Dashboard

Every time you log in, the first thing you’ll see is your dashboard.
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Your dashboard gives you a set of key charts that give you a quick overview of exactly how your
business is tracking. You can see your visitors, online sales, web enquiries and list subscriptions as

below.
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Click the arrow underneath the first set of graphs and you’ll also see forum activity, bookings made,

secure zone logins and affiliate referrals.
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Below the graphs you can see your Live Feed. This is a live account of the interactions your customers
are having with your online business. You’ll be able to see everything from web form enquiries
through to online orders, and even comments, subscriptions and more. This is an important part of
your online business, and it’s worth keeping an eye on!

Live Feed

03-Dec

W Fhil Sylvester made a purchase Online $hop 03-Dec-2008 0156 AM. 03-[ec-2008 01 58 A1

W Phil Sylvester made a purchase Online Shop 02-Dec-2008 11:36 PM. 03-Der- 2008 1217 Al
02-Dec

W Fhil Sybrester made a purchase Gnline $hop 30-Nov-2008 10:54 PM, 02-Dec-2002 07:51 P11

L1 Phil Sylvester made a comment on CastIron Garden Chimnea BEQUAN In Ore, 02-Dec-2008 0151 A0
Ut Phil Sylvester submitted inguiry form Contact Us Farm, 02-Dec-2008 0121 AR

19-Nov

Lt Phil Sylvester submitted inguiry form Cortact Us Farm. 15-Nou-2008 1222 AR
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The Dashboard Sidebar

1. Quick action drop down, which you can use to
quickly create new items, like blog posts, web
pages, products and campaigns.

2. Below that is the news panel. Keep an eye on
this one for news and announcements about the
system.

3. All the tasks that you’ve recorded in the
contact management side of the system are
listed under Upcoming Tasks.

4. The Campaign Summary gives you a quick
overview of all the email marketing campaigns
that are going out or scheduled to go out.

5. System Usage tells you how close you are to
your allocated limits in terms of disk space,
bandwidth usage, users and so on.

Finally, at the top of the screen you’ve got
dynamic help in the blue box, in case you get
stuck - so keep your eye on that.
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Navigation

Website Madules eCommerce Marketing Customer: Reports

1. The Website tab is for managing your website.

2. Modules gives you access to content items that you can add to web pages.
3. Ecommerce gives you access to everything you need to manage your online shop.
4. The Marketing tab gives you access to the system’s email marketing capabilities.

5. Use the Customers tab to navigate through your integrated customer database, including your
customer’s web enquiries, known as cases, or their online shop orders.

6. The Reporting tab gives you a comprehensive view of all the key metrics you need to analyze and
improve your online business.

Note —
Some of these menu items may not be available depending on your chosen Online Business Console
package

Website Management

Hame wehsite Modules eCommerce Marketing Customers Reports

Dynamic Menus Forums

Managing your website with Sitewalk

Sitewalk is a quick and easy way to navigate your site like your customers do, making changes as you
go. Sitewalk is smart and will notice if you hover over a Website Module, and will then allow you to
alter that module within the Sitewalk view

Although Sitewalk is able to make almost all changes to the content in your site, it is often best suited
to changing small areas of text and images.

Managing Web Pages

To manage your web pages, go to Web Pages under Website, where you’re shown a list of pages.
Simply click on a web page to edit it.

Web Pages: List W o He? [ Dgen Hinke

List Ratie View Advanied View Artion Kox

S ——

3 e Related
o @x 1 Urn Fow Manager

s L] Stleshets o Crovis o Tosgitn



SPSY-WEB-UPP@RT

Clicking on a web page in your Web Pages list takes you to the online HTML editor.
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The HTML Editor

This is the actual live content of your web page and is available to be edited.

You may notice that the text and images inside the HTML Online Editor looks different and a lot
simpler than the content on your web page. This is completely normal and is because the styling that
your web page applies to the content is not present. The way your content looks inside the Editor is
not representative of how it will appear on your site.

Using the HTML Editor is often a better way to add more intricate details to your site, especially if you
are not getting the desired results from editing it Sitewalk, as any styling elements that may get in the
way are no longer present. When you edit a webpage, you’ve got a word-processor-like editor to edit
your pages.

With the editor you can:

Make text bold, italic or underlined.
Create bullet points or change indentation.
Add images.

Create a table.

Create links to other pages in your site
Change the type of text format you use

ﬁ-ﬁ@@%@ s:% Qa.g. &&Eglmneks_vl

= 'EE = iz = A-Or- [Normal h [ Fant Mame '][ 12px '][ border ']
© [

ounswNR

Web Page Content

Havaab

B 7 U =

Tips for using the HTML Editor

e The HTML editor is mainly for content — Text and Images
e The web page does most of the styling!
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e The web page that wraps this content is designed specifically to do large amounts of the
styling for you. This is so that everything on your site looks nice and remains constant.

e  Paragraphs look the same site-wide with the same font and using the same colour.

e Headers are sized bigger than Paragraphs by default which splits your content up nicely for
the user to digest easily.

e Unless you specifically need to change the way your content looks, it is best to leave the Font
Name, Text Size and Colour Settings well alone, or your site will become difficult to read and
will confuse visitors to your site — as well the browsers displaying it.

Nobody likes centred text!

Centred text is difficult to read and puts readers off actually reading the text. This is why you hardly
ever see centred text in newspapers or magazines. Again, the website will usually decide for you
which way the text is aligned.

Header and Paragraphs

Text on your site is mainly in blocks of paragraph format (note — this is sometimes called ‘p’ or
‘Normal’ in the editor) You can see the current format of the text by selecting it in the editor and
taking note of the status in the format selection box.

Web Page Content

S ah RGBSR 9-4- ¢ @ B-© - & 8% & custon Links -

= A-S- [, qium mame 7| 12 ~|[ Apply co5 c17)

PsyWeb Design - Online Business Console ! Selected text is in ‘Paragraph’ format '

Headers are there to split up paragraphs and are numbered logically according to size and
importance.

B I U E=E= E =

E.g. Some Header 2 text will be bigger than some Header 3 text, and will appear higher up in the page.

-@-F- B 8% @ custom Links -

[ Font Mame '][ 12px '][ Apply CS35 CI(']

This is a Header 2

A Header 3 is smaller and appears further down
the page. Again you can check the status of some
text by selecting it and checking the format area

Coming Soon, the PsyWeh Online Business C
Manage your website content, sell products, 1

Having your Headers and Paragraphs in the right order will help your pages look better, and will help
with general Search Engine Optimisation of your site.

Important — Header 1 or h1 text should NOT be used in a web page — the reason being that a Header
1 should only be used once in every page and we often use Header 1 text to display as your logo and
link to your homepage. Adding more Header 1 tags may cause certain Search Engines to classify your
site as spam and not index it.

Copying and Pasting from Word

Microsoft Word contains its own styling code behind the scenes that is generally not accepted by
most web browsers. Copying and Pasting content directly from a Word file into your HTML Editor can
give unexpected results on your web page because of these hidden styling rules. Therefore, if you
want to copy and paste from Word, you should do so in a slightly different way than you normally
would.
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1. You should copy your text from Word as normal

2. In the HTML Editor, click the “Paste from Word” button in your Tool Panel.

Web Page Content

HavaabBh &

B 5 0

]

P [ Font Marme '][ 12px 'M intra

This will strip any of the code that Microsoft Word adds to your text and will paste it into your HTML
Editor. It should now display correctly in your site.

If this hasn’t worked, or if you have made a mistake in formatting some of your text, you can strip all
styling and formatting using the Strip Formatting button in the HTML Editor. Highlight your text and
select the option that is best for your situation

Web Page Content
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& &Eg Custom Links ~

> Strip Al Formatting
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s

If your text still does not look right, you can strip
all styling and formatting using the Strip Format
option.

Strip Cas Formetting

Strip Font Elemerts

Select the text affected and click on the option that
applies the best to you

N I ¢

Strip Span Elements

OUr CUStame
Strip Word Formatting

Thiciz 2 Haadar o T rarar drm in tha nana than tha Hasdar =
Hyperlinks

Hyperlinks allow you to link to other pages in your site. Using the ‘Custom Links’ selector in you HTML
Editor Tool Panel allows you to link to pages, modules, blogs, catalogues and anything else contained
within your site. To use this, simply highlight the text you want to act as a link in the Editor, then
choose an option from the ‘Custom Links’ selection box.

AU T
Web Page Content
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External Links and Email Addresses

You can also link to pages externally hosted on the internet, provided you have the web address. Also,
it is possible to link directly to an email address, so that an email can be sent directly to the recipient
from your webpage.

This can be achieved by using the Hyperlink Manager Button in your HTML Editor.

Web Page Content
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Select your text and click the
Hyperlink Manager button to link to
pages on other sites

This is a Header 2

Coming Soon, the
Manage your website cantent, sell products, take bookings, manage your customers and run marketing campaigns.
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:\ B Hyperlink Manager
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Blogs
Blogs or Weblogs are a powerful way to communicate with your customers in a more personal, one-

on-one fashion. Adding a blog to your website is a great way to develop and grow your relationships
with your customers online.

Horne Wehsite | Modules eCommerce Marketing Custormers Reports

Posting to your Blog

A post is an entry on your blog. Posting to your blog is simple. Go to Website -> Blogs, click on the
"Blog Posts" link. To create a new post:

1. Click the New Post button

2. Give your post an engaging title

3. Pick a release date. The default is today, but you can set the date into the future if you want
to schedule you post to go out later.

4. If you got inspiration from another blogger, copy the "Trackback" url for their post and put
them in Trackback URLs, one per line (click on the "Show Advanced Options" link to see this
field). Remember you should have a link inside your post to the blog you are trackbacking to,
to show you are genuine and not spamming the other blogger!
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5. Write the body text of your post.
6. Click Save and you're done! You'll see if the Trackbacks you've entered have succeeded or
not.

At any time you can come back and click on the title of the post to load that post and edit/delete it.
Blog Tags

Tags are simply labels that people use to make it easier to find blog posts, photos and videos that are
related. So, if you write a post about life and art you'd place these words into tags and people
interested in arts can click on it to display the relevant articles. When writing your post you can select
the tags that are relevant to your post from the list of checkboxes or you can enter the new tags
(separated by semicolon ;) into the New Tags field.

Blog Post Details

Releaze Date Mewy Tags (separate with semi-colons ;)
[o1-Jan-z000 | hosting,control
Post Tile buziness [ cortent online

[ wielcome to my Blag! |

Trackback URL(=) (separate with semi-colons ;)

of trackback ling approval: ¢

Trackbacks and Comments

Trackbacks are a mechanism to automatically create a relationship between your post and
another bloggers post via links. To complete a Trackback we need to "ping" the Trackback
address or URL. The Trackback contains all the necessary information to the other Blog so
that a link appears on the other blog, back to your blog. It’s a great way to have a
conversation with other bloggers.

You can allow Trackbacks by checking the checkbox in the "Details" tab.
Classifying Blogs

Some companies have several blogs about different things. Using classification, you can classify a blog
primarily about product support under "Support", or a blog about marketing under "Marketing". To
classify your blog, simply click on the Classify this blog in Action Box and select the classifications that
apply to your blog.

When you publish your blog on a web page you can choose to publish all blogs within a Classification.
By choosing the Support classification the system will automatically display all blogs within this
classification on your web page. If in the future you create a new blog and also classify it in the
Support classification, it will automatically appear on those web pages that have the other Support
related blogs.

Most types of content can be classified. These include announcements, FAQs, literature and so on.
This feature allows you to easily create a support area on your website and publish all support related
Blogs, FAQs, announcements effortlessly in one central area.
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Modules — Announcements

Modules are controlled from within the Admin Panel or via Sitewalk.
The advantage of using modules is that, even if the module appears in every page in the site, you only
have to alter the module once to have it affect the entire site.

Home Website Modules eCommerce Marketing Customers Reports

Sitemap  WebApps  Web Forms

Announcements  Bookings  Comments  FAQs  Literature

You can quickly and easily publish Announcements, News Stories, Press Releases, Calendar Events or
even Employment Advertisements using Announcements.

When announcements are created and added to your web page, your customers will see the
announcement title and a release date on your site.

Announcements allow you to quickly and easily maintain a list of newsworthy events that helps you
keep your site fresh and communicate important messages with your customers. When
Announcements are viewed by a web site visitor, a record is made of the action. This means that you
can now accurately track what events and news stories are being viewed, how often and so forth.

Home ‘ifehsite s eCommerce farketing Customers Reports
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Adding or editing an Announcement contains the following steps:

1. Announcement Subject - this acts as a title for your item, and also provides a link to the
announcement content in the website’s list view.

2. Template Selection - this selects the template to use when a user views the full
announcement content. This lets you keep your branding constant throughout your site.

3. Events, Release and Expiry dates- If your announcement is to happen on a certain date, you
can specify so here.
The event date lets customers know when the announcement event is scheduled for. This
date will appear on the Announcement in your website.
The Release and Expiry dates allow you set your Announcement to display only from one
date to another, or to display at all times.

4. Announcement Content - this is the content that will be shown on the Announcement Full
View (after a user clicks the link to view all)

5. Preview Announcement - you can preview you Announcement in a new window before
making it live, to check how it looks.

6. Classifying the Announcement - this option allows you to set a classification for your

announcement to allow it to only be displayed in certain areas of the site.( see below for
more information)

Classification of Announcements

Sometimes, you may want to display certain Announcements in specific areas of your site.

For instance, you may want an announcement about a new product to display on your online shop
page, but not on your homepage. Your website classifications will have been set upon design of your

site. (Ask us if this hasn’t been set up)

You can do this by classifying the Announcement.

I W Classify this ftem

By into ong or you are able to of Rems effordessly on any wed page.

Classify this item by moving categories from left to right Manage Categories

Ewsinies | Company
---Candidates Recruiment
==ma--Candidates Secure *

=-=-=-Candidetes Unsecure
===Clignts

~Latest -
Surcess —
Websites *

You classify the item by moving the desired the desired category from left to right. Then, wherever set
to do so, this announcement will only be shown in the correct areas of your site.

If you do not classify an announcement, it will be shown in all Announcement modules throughout
your site by default.

10
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Modules - Comments

Comments enable you to create micro-communities around any type of content on your website.
Comments encourage visitor participation on your website, creating an increased level of
transparency and higher levels of credibility for your business. Comments also help towards creating a
sense of community on your website.

Home Wekhsite hodules elommerce harketing Custormers Reports

Announcements  Bookings  Comments  FAQs  Literature  Ph alleries earch  Sitemap  Web Apps  Web Farms

It’s likely that you’ve already seen similar Comments features implemented on most blogs. Accepting
reader-input on ones blog entry is now more or less a standard. However with this system you can
encourage user-input on any type of content and not just blog entries such as Web Pages, FAQs,
Announcements, Web App Items, Products and more.

Comments made on your site are part of the Live Feed on your Dashboard Home Page.
You can also setup workflows to receive an email or text message when a user makes a comment
on your site.

Livre Feed

04-Dec

1) Sylwester Phil made 3 comment on Surviving your firstweek in a new job. 0 mins ag )
Comments appear in your

live feed like all events on
your site.

Clicking on these will take
you to the customer record
of the person who made the
comment

M Gordon Goldman opened Success Unlimited - BN Inwite Victary campaign. 12 mins ago
.. Cordon Goldman opened Success Unlimited - BMI Invite Victory campalan. 12 mins ago
¥ sarah Koyman opened Success Unlimited - BNI Inwite Bounces campaign. 20 mins ago

'ﬂ' Chris Pinches clicked on Success Unlimited - BNI Inwite Godiva campaign link. 21 mins ago
M Chyis Pinches opened Success Unlimited - BMI Invite Codiva campaign. 23 mins ano

M jdrian Goodaker opened Success Unlimited - BMI Invite Moseley campaign, 24 mins ago
M jdrian Coodaker opened Success Unlimited - BRI Invite Moseley campaign. 24
M oy Fellows opened $uccess Unlimited - BMI Invite Eaton cam,
(1 Sylvester Phil made a comment an Mew Start. 26 mins 500

M corah whitticase opened Success Unlimited - BNI Invite Eaton campaign, 32 mins 2a0

Approving, editing or deleting Comments

Comments: List (o
General Filsers View Unappreved Comments Action Box.
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Comments do not get displayed on your site, unless specifically requested to do so (not
recommended!!) until an Admin User has approved the content. From the Comments home page, you
can view all current comments and choose to approve them, edit them or delete them.

General Filters Iew Unapproved Comments Action Box
Quickly view all comments to be approved

Ferioad From

Te
List Wrek ¥l [Z7-Nov-zo08 [0a-Drc-2008
ﬁ I A MBNAgE Nbw COMMIENt rules
Filter comments

B Add comments to aweb page

T Filter Edit the content to

Apprave or change the
content p(n\.'lﬁ‘ﬂ hor
Dt it 1

Jor dedete the
comment straight
vy

You can edit any content by clicking the Edit button on the corresponding comment.

Date Tvpe Mame Rating Wehsite Feedback Approved? Edit Delete

When Clicking Edit, the editing panel
opens underneath the item

e
Yehsite: hitp: e psy-web. oo,

Feedback: |Agnean a magna at tortor pretium vulputate. Pellentesgue lorerm dui, auctor nec, lobortis id, sodales sit amet,
lorem. In hac hahitasse platea dictumst. Nullam non metus sed augue iaculis iaculis. Duis eget augue.
Magcenas consequat urna ut serm. In hac habitasse platea dictumst. Pellentesque vel libero. Marki
fermentum arcu dignissim lectus. Mauris auctor egestas odio. Morbi tellus nisi, tristique a, tincidunt eu,
wulputate id, orci. Sed utvelitvitae mi imperdiet hendrarit.

Edit any content if you have to, then either
approve or delete the comment.

Approved?: []

Ce

Saving the item means that it will be displayed on the webpage, blog post, product or Announcement
it was created under.

12
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Date Type MName Rating Website Feedback Approved? Edit Delete
| Bx

Website; hitp iy psy-web.co.

Feedback: | THIS HAS BEEM EDITED

Aenean & magna at tortor pretium vulputate. Pellentesgue lorem dui, auctor nec, lohortis id, sodales sit amet,
lorem. In hac habitasse platea dictumst. Nullam non metus sed augue iaculis iaculis. Duis eget augue.
Maccenas conseguaturna ut sem. In hac habitasse platea dictumst, Pellentesgue vel libero, Marbi
fermentum arcu dignissim lectus. Mauris auctor egestas odio. Morhi tellus nisi, tristique a, tincidunt eu,
wulputate id, arci. Sed ut velit vitae mi imperdiet hendrerit

After saving, the comment, rating and website link
will be displayed on the page or item it was made on.

Approved?:

An approved comment being displayed on a Blog post:

Comments

EE sylvester Phil commented on 04-Dec-200& 05:42 Phi

THIS HAS EEEM EDITED Aenean a magna at tortor pretium wulputate. Pellentesque lorern dui, auctor
nec, lobortis id, sodales sit amet, larem. In hac hahitasse platea dictumst. Mullam non metus sed
augue jaculis iaculis. Duis eget augue. WMaecenas consequat urna ut serm. In hac habitasse platea
dictumst. Pellentesque vel libero. Morbi fermentum arcu dignissim lectus. Mauris auctor egestas
odio. Maorbi tellus nisi, tristique a, tincidunt eu, wulputate id, orci. Sed ut velit vitae mi imperdiet
hendrerit.

Post a Comment

Harne gaprionaly

Modules - Photo Gallery

Home Wehsite Module BCommerce hiarketing Customers Reports

Ad Rotators Announcements Sookings Comments FaQs Literature Photo Galleries : Siternap ieb Apps Web Forms
an

The Photo Gallery feature enables you to present any set of your images on your website so
customers can easily navigate through and view them. The Photo Galleries feature is extremely easy
to use and can be implemented on any web page with just a few clicks of the mouse.

It automatically generates thumbnails for every image in the set and allows visitors to navigate from
one to another. You can optionally provide a description for each photo which is displayed when the
user views the full size image.

Adding new images to your gallery

Select the images you want to appear in your gallery, you can then upload them to your site via the
Admin Panel

Custamers Recent ltems

Weksite Modules eCommerce Reports

Open your File Manager from the admin panel

karketing

I® File Manager

Arnouncements  Bookings  Comments  F

13
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Upload Files with File Manager

Your File Manager allows you to keep track of Files on your web site, as well as uploading new ones.
This is just like using folders and files on a Windows PC.

Haimé: | webite Modduses ecommerce. Marketing Cugtomers Heparts Rectnt mems

You can view your Fle Manages in a detined view or 3 -
File Manager List I o e o Vouir Bl ®# More Meis? ) Open Hines
A trewe Folder L Delews Folder g Uptond Flleiz) © Dot Voew 5 Thumbmall View
I Roent
busines images i recrumment Anylesheecs nuccess wabdesign Skee: N /4

Dienensions N (&

We always set up a folder made specfically
for imAQEs in your Fike Manager

| back o Top

In the images folder you will find a folder called photo gallery, click to open this and you can now

upload all the images you have on your computer. Choose to ‘Upload Files’ once inside your folder to
begin uploading.

File Manager: List '

d Upload Files to your new folder by clicking here '
}E Create Folder m Delete Folder m Upload File(: -E Det:

Choose folder to upload ta
‘flmagesfPhntn—GaHerv—lf El

Select the images from your computer by clicking here

Select file to upload to server (100Mb limit applies to each

You can upload as many files as you need to the
server (so long as the size is below 100Mb).
To add extra files to this upload, dick 'Add" here

Select

{3 Upload

+ Didyou knowyou can use FTP to upload web pages and files!

£ Root { mages / Photo-Gallery-1 £

Once you have uploaded your images, you can go back to your photo gallery via Modules — Photo
Gallery

Photo Gallery: PsyWeb Logo Work

Photo Gallery Items

acvanced_logo@_wings.ipg
Galf lago with house jpg
Guinotjpy
large_red png

Description(s)
Qutlook Unlimited Jigsaw Logo

50 logo S.jpo

Select each Image, then add a description
of that image in the box provided.
Then save each item.

o Back

Here you can select each individual File and provide a description for each.
Save each item then click on Preview in the Action Box for a look at your Gallery.

14
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/A
—

outlookunlimited

specialist recruitment

Outlock Unlimited Logo 2006 PREV NEXT CLOSE X
Image 5 of &

Previewing your Gallery lets you see it as your website visitors would

Modules - FAQ’s

On the admin panel under modules you have the option to add FAQ'’s to your website

Harme Website Modules eCommerce Marketing Customers Reports

You will see in the right hand side action box an option to create new FAQ, this will open up the
following page for you to complete

FAQs: New FAQ 9 MoreHep? | Openitint

FAO Dotails. Action Box.

Praviéw in Nt Brawines

— I

% i e 1o 8 webs page
[Uew detaul bemptate =] [ T-Jan-anig

Show More Optiens
FAQ Aniswer

WHTan saanon 90 0l @0 &S [cusom Links -

B U FEAEME FIFISIE A-O- | paragraoh sty | rorntiame = || neal || agoly ¢35 ar Loy

Pelated

L4 e e——

If you have different streams to your business and would like separate FAQ’s for each sector then you
will need to classify your FAQ’s under the relevant section (Action Box — Classify this item)

15
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Modules - Literature

You can set up and maintain a powerful Literature library and publish that Literature to your
website. Customers see the filename and file type icon, with a link to download the file.
Literature is a term used for any documents, files or even executable program files that can
be placed on your website for download by your website visitors.

Once you have the document in the format that you would like to be uploaded, go to
Modules -> Literature

Home Website Modules eCommerce Marketing Customers Reports

AnnoLncements Bonkings Commenits FAQs Literature

Click Create a new Literature item

Literature: Maw Litaralure W beca e T O et
Lt it o Details Action Bax
Lisrarre hara Feieaze Date Ermbied 3 ekl Lt
UF-Jan- 2008 =

3 oweussa Lasues
Utsraton Type vnigring [
[t cromat [ T-Jan-wEn b Lierahre tn 8 web page

St Bor o Uptises
N7 M Ltwatrs B pacint.

B ][ Qo | D s s s g 55
[ comeeey i Lematire
@ View Lierafire uzsge
LB

Enter Literature Details in the Details tab.

Click Save

Click Upload Literature to upload the file

Classify this Literature if it is required

Add the Literature to a Secure Zone if it is required.

Add the Literature to an RSS Channel if it is required. (Syndicate and share using RSS)

owuswNR

Managing Your Online Shop
Your Shop is managed entirely from the Ecommerce tab in your Admin Panel

Home Wwebsite Modules eCommerce Marketing Customers Reports

Products  Affiliate Programs  GiftWouchers  Shipping Options

You manage your online shop by adding products to catalogues.

Catalogues not only help you group and manage your products, they are like special web pages that
you can link to that run your online shop.

Note that when you click on a catalogue, you go straight to the catalogue view, which is a special page
managed by the system, not a web page in the strict sense.
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Marna Wabiire Machutes Mk pting Cuptnmurs Bupsrts

o Maremeint (0 Open Minte

List of Catnlogues and 5ub Catalogues ]
[ Action Box
-4 ek oo w
Croate Mow Catakogues hone
Rulated

A Creats u new Froduct

W Listal Froducts

e Aanced ot cusliriE ation

A kv Top

When editing or creating a catalogue you can choose a template to give a consistent look and feel for
each catalogue. We normally provide a Special Template for your shop.

Catalogs. Books

‘Caralog Detslls

[ Bocke miges eroducumayes, | [F6-3808 &
Tampists ey Dot Inchide Productt in <ML Feea
| Use defsun remplare (x| [o1-jan-ce93

Shos More Dptions

W MoreMeip? T Cpen by

Wizard
1 Caaing Deesite

1 aca products 18 this Extaing

Action Box

T Breviem in rew browses

* Acd Catalog 1o amed pige
O A his Catalog te smeny
N Mike Catalog sesure
& e Catalog urage

[ T

You can either add products from here in the Action Box or you can add products to catalogues from

the product view.

Managing Products

Heme: Website Medises Markenng Customers

Products: List

List | Siarch

WACHONS & [ B|CIDIEIFIGIHINIR] LI MM G| RLQTR S TIUIW WX V210011 213] 4158/ 71 81814 LL
[ & breach of Snow and Ashes
[C] B Eldesr dnheritance, Bok 21
[C] ¥ How to Program in &

[ Jown i 0 Matshell

[ # iz ana Tangs

[  Lumar Park

[ Macromeais fissn Mx

1 e e

[ ® Principles of Marteting

[ Rosikits

[ Tne Fair i ook

[5]  Toie Mermaid Chair & Howel
[ = what Remaing

& Actions

Products are the items you actually sell online.

w More Hein? [ Gpen Hint

Action Box

o Create s ne Proguct
b Wripare Products

KN Domeilond erstive Produsct i3t

Related
P Create & R Catalog
133 Vir all Catatage

i Abuanted Iyt custimization

| i | back o Top

Adding or editing a product should contain the following steps:

1. Give your product a name

2. Add some images - small image for the thumbnail view, a large image for the detailed view.
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3.  You can make this an e-product and upload your product.

4. You can set up inventory/stock control, by clicking “show more options”.

5. Give your product a detailed description here in the editor.

®

6. Add Pricing and Tax settings to your product.
7. You can then add the product to a catalogue.

8. Once you're done, preview the product and save.

Products: Java In a Nutshell
Product Details
J-va " ;ru‘mneu “ i ';;-I\IMIT IZI i
= | ol O

show More Options ()

Fiectronic Produer

Product Description
HZ7A480 sLandad 9-0- 3 B0 & B [Custom ik -
B EEAEMNE ER|EE
by David Flanagan

A~ 0= [ racosracn str | Font ame = neat ]

Book Description
With more than 700000 copies sold to date, Java in & Nutshed from OReailly 1s clearly the favorite
rescurce amongst the legion of developers and programmers using Java technology. And now, with the
retease of the 5.0 version of Java, OFRaily has given the book that defined the "in & Nutshell' categery
ancther impressive uns.up.

I thiss latest revision, readers will find fave in & Nutshell, Sth Edition does more than st cover the
etensive changes impdcitin 50_the newest version of Java I's undergene a complets makedvér-in
SCOpe, SIZ8, and type of Coverage--in ordar 1o more closaly mest the needs of the modem Java
programmer

Towit, Java in 8 Nutsha, Sth Edition now places less emphasis on coming 1o Java from © and C+e_and

adds more discussion on tools and frameworks |t also offers new code examples to illustrate the working
o APls, and, of course, eensie coverage of Java 5.0, But faithul readers take comfort it sbll hasn't lost

9 More et T Open Hims

Wizard

1 trouct Dot

L 1 R R———

[7] 3 hedd this Produeenn s Camiog

Attion Box

Q) rreisspradues

E Agd thiz Productte swed page

B Creae upren

61 Coante Misibute grous
= Aod Foplet mmiager
R T p———
. View Product uisge

[ e

Related
W Cremte another Product
o View i Frogucts

b reorm proguce:

O Dowrdoad eomire Product

amy of it core elements that made it such & clagsic o beginwilh

2 Adanced ey

e Werds: 259 Charscters 1584 s | T coprm reauce

B v MampeRiamant

b im_l © pee | Q newt |

Grouping Products

The Action Box on the Product View gives you to opportunity to group similar items together. You can
group the product with other products. Grouping is used to link products that are almost the same,
but differ in small ways — For example, for a t-shirt you would group the large shirt with the small size
and medium size. Then people could choose which size they want when viewing the product.

W Grop Preducts Tegether

Tris Opmin Moms 1o 15 Group BrRICTE TOgRH! (3 Uiy 4 slewnd 35 Ot I YOI DR 1RGP FEthar Sun Trparstaly, Far
INHAANCE # Yo 300 8 T Ehirt which Comed i e, mndium ke U e 5L, 1T mare degant i dngley the that ance and sl for
the customar 12 choste e rather than Sapley § @fferent shitt for the setpectve biees

A products to 1his greup by moving from Beft 1o right

A Ereamn of Snow and Asher
ekt (nheeiance, Book 71

ar Pk
Matroenatia Flagh M

My Lfe
Principhes of Markesing
Foomie

The FaerTux a0k
The Mermaid Chas & boval
‘what Ramung

Group Products together by moving them from left to right

18



2PSY-WeB ®

Related Products

The Action Box also allows you to relate products to one another. This means that (providing this has
been set up in your shop layout) the related products will show up as clickable thumbnails or links
when the user views the product view of an item related to it. Create related products via Up-
sell/cross-selling relationships. This allows you to suggest or up-sell related products to your
customers.

E.g. Mobile Phones may have Accessories related to that model as Related Products

W Entire Product List

Thas iz u lest of all yousr prodisces. To make amy product rel thiz produce £ ehe Fight-Rana list

Relate products to this product by moving from left te right

A Eream of Snow and Ashes "y
Eldest inhuritance, Book 2) ——
Haw to Program in C >
Jaea b @ Mutshell —
Kiss and Tango

Lumar Park - I
Matromedia Flash Mx )
My Life el I
Principies of Marketing —
Roatkits

The FairTax Book

The Mermaid Chiir & Novel

‘What Remains

® ciose |

Group Products together by moving the related product from left to right

Email Marketing

Let’s take a quick look at email marketing with Online Business Console. First off we get started by
creating some lists. You create lists to define the audience for your marketing. Since we’ve got an

integrated customer database, your lists are simply a way to create sub groups within your main
database. By the way, if you delete a list, you don’t delete the people in the list!

Haorme Wehsite Modules eCommerce Marketing | Custamers Reports

Ermail ©

Once your list has been saved you are able to add customers to it through segmenting customer
database.

Segmenting Customer Database

Segment Your Customer Database tab will take you to the custom customer reports section where
you'll be able to define your recipient selection criteria

Click on the 'Create a New Customer Report' button shown in the action box. Now, choose your
report type. Each report type will result in a list of customers. However, each different report type will
also enable you to set extra criteria and export extra information based on the report type you
choose.
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Choose Report Type

@ Cortacts Only

) Comparies Oy

¢ Customers (Contacts & Companies)

£ Customers and Cases

€ Customers and Orders

) Customers and Opparunities

£ Customers andl Bockings

£ Customers and sh Apps

O Hext

For creating email marketing lists we're interested in the 'Contacts' type reports.

Contacts Only is for a mailing list whose criteria and results are purely based on contact
records (such as location, age, gender etc)

Customers and Cases is for creating mailing lists based on who has submitted web forms and
their responses.

Customers and Orders is for creating mailing lists based on customer’s orders e.g. you may
want to target high spenders at your online shop whose shopping basket exceeded a certain
value.

Customers and Opportunities is creating mailing lists to be sent to prospects who have sales
opportunities in your system. You may want to send an email to the group of prospects who
are in the final stages of the sales pipeline to give them a final push.

Customers and Bookings is for creating mailing lists to be sent to customers who have made
bookings in your systems before.

Important Each Report Type is slightly different. We recommend you explore each type to understand
the differences fully.

Selecting What You Want To Show

When creating a mailing list, the system will put the customers name and email addresses

into the

list only. However, to ensure our report is correct, it's helpful to show any other

relevant fields.

Customer Name
Email 1 (Primary) - so we can see the customer's email address

Choose the Flekds that you waist to appear ol your Tepert

Dt Pt
[ ey
[ Craste oy
[ Crasts Dutn
Como
0] Cumomar Ty

[ Dot vt Bt

Acsvars Giatad Faks react Dot Ptk

[twine

[ Dot Cortaet Tyzn

I g Acress

[ e acress st 1 i)
CroBo Clensd 2
[ ek Awass [nlCE]

e Fa

7 Bt ptn Stntus [ Hone Phons

[ Festtiane
[

[ st pimer:

[ Last Upaate By
7 Lt Uit Dot
[ Lewd Seurce

[ bt s

[ ey

[ rwmbnte

[ Passwena

[ Fating

e

[ Uzemame

v Address
I vk

[ vaork Phane

O] O]
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Click 'Next' to move onto the following step.
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In this stage of the process you'll need to apply the relevant search filters to your customer records.

Filter by Fields

[ Fating = fequals [ et E
[~ rne - =] [eauats [~ |
[ rene - ] [eauats |

[~ Hone - =] [eavats = | —
[~ Hone - =] [eauats =]

Filter by your own custom CRM Forms and Fields

|—— Flease Select -

0 Back | o Generate Report |

If you want a list of all customers who you have rated as a ‘hot prospect’ you would filter as above. As
you would've noticed, you have the ability to select customers based on all different types of criteria
that you're able to choose in the filtering step.

Click on 'Generate Report' after you've set your criteria

You should now see a list of customers with their email addresses.

Reports: New Customer Report

e
Tony Reidy

Ryan bortan

Paul Diselsors
Seam Powell
Marice Arfidge
Fraser McCubloch
Maxim Vorobiee
Tracy Martoeeia
et Weir

Andrew Hermimway
Trevor Rowe
Daved Allsoe
Joeph Termes

e it

Esreban Chavez
Seepman Kerrigan
Bl Kaylor

Sarah Worsham
Amangs tman

Jarmes Reggel

Crmte Dste
A-Jul- 200K

17-jun-2008
17-Jun-2008
05-Aug-2008
22-Aug-2008
L2-Aig- 2008
22-Aug-T00RK
O dug - F00R
24-Aug- 2008,
29-Aug- 2008
24-Aug-2008
15-jul-2008

F4-Aug-2008
30-Aug- 2008,
31-Aug- 2008
31-Aug-2008
31-Aug-2008
Di-Aug-2008
Hi-Aug-7008
30 Aug-F008

Chagopage: « 13145678910 »
© age Cuomers To ol —— e Click here to 30d your customers to a mailing list

To add these customers to a mailing list you'll need to click on the 'Add Customers to' then choose the
mailing list and then click on 'Submit'

0 Mare Helgt

T2 Opan Hints

Diaplaying page  of 29, hama 1 10 20 of 550

You've now successfully created a targeted mailing list for customers!

As you would've noticed, you have the ability to select customers based on all different types of

criteria that you're able to choose in the filtering step.

You've got the option of creating mailing lists with customers who've submitted an inquiry in the last
month by using 'Customers and Cases' or a mailing list with customers who are close to the end of

your sale pipeline with 'Customers and Opportunities' or even customers who've made a purchase on
your online shop in the last 3 months with Customers and Orders.
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Email campaigns

Before you create an email marketing campaign you have to choose the type of campaign you want to
send. If you are new to email marketing then more than likely you will want to send an email to a
number of your customers and measure its effectiveness. When we talk about "measuring
effectiveness" we are referring to how successful your newsletter was as far as how many recipients
received and read it. Every time you send out an email newsletter, the system will automatically
measure who opened your email, which links within the email they selected and how many recipients
unsubscribed from your newsletter. There are also many other useful reports that will help you
measure the success of your campaigns.

There are 3 main parts to every email newsletter campaign:

e  Choosing the type of campaign
e  Writing the content of your newsletter
e Choosing the recipients of your newsletter

One-off vs. loyalty-based campaigns

One-off campaigns are the most popular forms of email marketing. A one-off campaign is an email
newsletter that is sent to a group of your customers at some date in the future. For example you
might write a newsletter called "April Newsletter" and send it to your customer database. This is a
one-off newsletter. Of course you may continue on and send another newsletter in May called "May
Newsletter" but again, this is a one-off newsletter. If you are new to email marketing then you should
start with a one-off campaign, then when you are ready you should also explore loyalty-based
campaigns.

Understanding Loyalty-based campaigns

Loyalty-based campaigns automate communication to a group of your customers on a one-by-one
basis. There are many types of loyalty-based campaigns.

To give you a better understanding here is an example of a birthday loyalty campaign. Imagine you
are a restaurant, a hairdresser, a massage parlour or any other type of business which regularly deals
with customers.

If you are in a position to collect your customer's date of birth or even just their day and month of
birth, then you can setup birthday loyalty-based campaigns that automate communication to your
customers on a one-by-one basis.

Once you create one of these campaigns and choose the list of recipients, as each customer's birthday
month is reached a customised email is sent to that recipient alone. For example you can send an
email wishing them happy birthday and include a sweetener such as a 20% discount or a 2-for-1
voucher if they purchased with you in the month of their birthday. This process continues around the
clock and for every single customer in your recipients list. You needn't remember when customer
birthdays are but you can rest assured that you are wishing them happy birthday and keeping them
up to date with your latest products and offers.

Sending a one-off campaign

Creating a one-off campaign is a simple and quick process. You need to have covered off 3 essential
items.

1. The date to send the campaign
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2. The content of your campaign

3. The recipients of your campaign.

SPSY-WEB-UPP@RT

To get started, Click on create a new campaign under Email campaigns tab and use the wizard to go
through the steps to create your one-off campaign. The wizard is intuitive and allows for the creation

of stunning newsletters without any prior technical
don’t forget to Save at the end!

Choose type of Campaign

@ Sencl s one-off emal broadcast to reciplents you choase

¢ Create & customer loyalty program for recipients you chooss

@ next

Next Step: Campaign Details

knowledge just follow the steps from 1 to 7, and

Wizard

1 Choose type of Campaign

2 Campaign Details

3 Choose the Campaign recipients

4 Choose design template

5 Provide Campaign content

6 Preview and Finish

7 Reports and Performance

Once you’ve set up your campaign you’ve got access to a range of in depth reports to help you track

and improve your email marketing!

Campaign Summary

Total Reciplents 3447

Customer Opens 799

Campaign Type One-off campaign
Delivery Date 31-Aug-2007
Completed Date 31-Aug-2007

From Email &
Approved

Customer Actions 24
Bounces 724

Unsubscribes 20

Coment Approved v

d. customers who unsubscrited

4. Emall agdresses tat bouncea

4 Actions customers took

& Uinks customers clicked on

@ Hyperlinks clicked by popularity

. List of unigue hyperiinks clicked

Overall Summary Customer Actions

UnBpensd

Opened

Wizard

1 Choose type of Campaign
2 campaign petals
3 Checse the Campaign reciprent

4 Choose dasign templaze

A Customers who onened newsietter

§ Provide Campaign content
& Freviewand Finish

7 Reports and Performance

Related

== Create ancther Campaign
I3 View all Campaigns

[T Copy this Campaian

J Bipenad And &
-
Statistics
1,000
600
600
400
200
[
Aug, 2007 Sep, 3007 Bct, 2007
Wunique dpened B Qpened
Opened Rate Baunced Rate Top 10 Links Top 10 Actions

@ saveDraft || ® Savessend || © oeleee || @ pock |

Contact Management

-\.L | Backto Top

The Customers tab gives us access to our complete customer database which is automatically growing

as your customers interact with your website

Website Modules eCommerce

Marketing

Custamers Reports

Oppartunties

Fore

Crelers
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Customers tab

Why not add yourself to your database to see how it works? Simply ‘create a new contact’ via the
action box on the right hand side and fill in the required fields.

NOTE — Once you have entered contact and address type you will need to save before using the drop
down menu to add further details

Contacts: Bloggs Joe (CRM 1D: 1141983)

e Mere bt [ Open s

‘Contact Detaits POetlls M Tass Action Box
] View cussomer aciy
Tile: MR Treall 1 Primand: jeiepavichatenajtnsaus,com (Detasin) (el
Samame: Joe Home Addreis 301 Park divk R
Fersname: Bloggs Hoew York 10022 NY US (Default) [Deiee)
Middlemame: Winsion B3 Craste custimar relatinnihing
Dare of B 11jan-1968 ”‘. B tatd
Usirearme: loggs.
Password, 9109991969 ) Eustomer sabes Dpportunities.
aa_ Custymer Order
Custinr Tyne Customer
Lead Source Word of Mouth 5] Custsmer Boskings
Indusiry Regad 4
Hareg Warm D asson cunnmar ibscripions

) * customer et markeeng s

- pe— x
[ Add cstom Pelds 1 this item e =y

A lag

1. You can see all past web form enquiries, called Cases

Previous orders are linked to the customer record too.

3. Subscriptions. Tells you what the customer is subscribed to and allows you to subscribe them
to other campaigns

4. Email Marketing History. To see what campaigns have been read and actioned.

N

You can drill down to see the customers email marketing history and see what newsletters have
received and how the customer has reacted to them

To edit customer details once record has been saved, you need to ‘work with customer details’
(action box). To view any relationships you have created between contacts you will need to ‘view
customer activity’

Filters

You are able to define customers by type, lead source, industry and rating. Your online Business
Console has some pre-set filters in place however if you would like to add more or remove any that
do not suit your business you can do so when editing any record.

T I — (5]
O [T — |

P —
Fating i“‘""—ﬂ ]

The below screen will open in a new window

List [Ada Hew]

* acanyst

* Compation
# Cuntomen

# iningrator

* iwestor

® Omar Datsun
* Pannar

® Prase

* Prospea

& Retavr
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You have the option to ‘add new’ at the top of the page.
You can click on any value to edit/delete.

You can filter records by any values back on the customers tab

General Filters

Qwner Diate Period

[ =] [rastmantn =l

Filter by Grouping

Custamer Type Lead Source Inclustry Rating

[ other =] Jother x| [other x| Jwarm =l

& Fiter

A list of customers who match the filter requirements will then appear below for you to view.

Reporting

Horme Website Maodules BCAMMmerce Marketing Custarmers Repors

Summary Creste & Customer Repart Creats e Report Admin Usage

First stop - the summary screen.

¥ MoreHalp? [ Open Hints

Reports: Summary

Reports for 03-5ep-2007 to 03-Oct-2007 Summary
Overview
Date Period
Marketing
Last Month =
Cantent
Geo Location View All Visits and Page views View All
700
560
by A e
S G G 420 =
? 280 —a——f—N \ > =
i L — g R T TG S
o a
& 04-Sep 09-Sep 14-Sep 19-Sep 24-Sep 29-Sep
Marketing
My B Page Viers
Leads
New and Returning Visits Top Sources View All eCommerce
6,000
4,800
New Visdars i
2,400
1,200
Retuming Vis o o
Direct Refermal searnEngine

From the summary screen you can see all your reports, and then drill down into more detailed reports
on traffic, customer paths, visitors, browsers and so on.

But this isn’t just about the usual analytics - you can view email marketing statistics and drill down to
specifics
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Reports: Campaign

% More Help? 7 Open Hints

Choose a Campaign

| Online Business Tips lssue #7 (Aug-07) =]

Campalgn Summary

Campaign Type One-off campaign Total Recipients 3447
Date 31-Aug-2007
Dare 31-Aug-2007
n Email o
e Unsubscribes 20
& Customers who opened newslemer Subscribr Geagraphic Location
& Customers who unsubscribed Subscriptions vi Umubscriptions
& Emadl addresses it bounced Newsletters Sent

& Actions cusiomers 1ok

& Unks customers dicked on

& Hyperlinks clicked by popularity

& Ust of unique hyperfinks clicked

Overall Summary Customer Actions

UnDsened -

You can measure how your contact forms are performing under Leads

Reports: Overview

o Macw Help? 3 Opem My

Reports for 05-Sep-2007 1o 05-0ct-2007

Last Month -
Customer Loation View All Erquinies View All
3
Markeiing
Leads
s
nguiter Gecraghic Lotation
Wwebsie B Manually
Enguiries
Top § Webform Usage View All Top Weblarm Usage
L)
56
Ea
E

4

And check out how well your Online Shop is going, and where you can improve. And this is all from

your central reporting console

Reports: Sales

9 Morebelp? [ Open tnts

Reports for 08-5ep-2007 to 08-0ct-2007

Summary

Trafic
View By
= [oay =
'

Browsens

Graph - Sales Sewch Englne

16,000
Marketing

12,800 e
P —
Overview
Shopper Geograghic Locatian

9,600
Sales
Top Products
Aarmion Rt

6400

) I_-_IL l J.I.L“I_l -l

05-Sen 14.5ep 19-Sep 24-5ep 29.52p 4

Wiamount W Quantty
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You can slice, dice and filter your data with our custom report generators - to find out exactly what
you want to know. Create your own customer reports (as detailed in email marketing section of this
guide), websites reports and ecommerce reports.

Some Final Words

We've seen how to set up an online shop, how to create email marketing lists and campaigns, and
how to track and measure the success of our online shop. Now just a few more things....

Recent Items

Firstly you’ve got your recent items button. Click on it to quickly jump back to the items you were
looking at or working on

Customers Reports Recent ltems

Themes
Secondly, have a bit of fun. You can use the themes to spice up the interface to suit you

Q Theme ¥ Su

ner Portal  “%» Admin

Mocha
Tuxedo
Voyager
Midas
Everglade
Sahara
Platinum

Rubicon

Twilight

The End
So that’s it!
| hope this has helped you get started with the system.

Thanks again for signing up and best wishes for your online business!
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