Quick Start Guide
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1.0 Introduction

This documentation explains how to get started with your online store.  It does not cover all aspects of the system so for a more in-depth guide please use the full user guide.  However, by following these instructions you will have a useable system, which will allow shoppers to buy online.
It is intended to be read by any level of user.
Some sections and screen shots may vary depending on the platform, site type, and the catalogue in use.
2.0 Absolute Basics
This section advises you of the absolute minimum you need to do in order to get up and running.  For full details, please refer to the relevant dedicated section within the main user guide.

2.1 Uploading Your Main Company Details

· Login to the ‘Dealer Admin Area’.

· Click on ‘Company Details’

· Check the contact details are correct.
· Enter your VAT Number.

· Enter your Company Registration Number.

· Click on ‘Click here to update’.
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2.2 Upload Logo

· Login to the ‘Dealer Admin Area’.

· Click on ‘edit existing websites’

· Select the relevant site.

· Click on ‘Company Logo’

· Browse to the saved logo.

· Click on ‘Click here to process’.
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2.3 Company Details Shown On Site
· Login to the ‘Dealer Admin Area’.

· Click on ‘edit existing websites’

· Select the relevant site.

· Click on ‘Company Details’

· Add, edit or amend the details as required.

· Click on ‘Click here to update’.
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2.4 Credit Cards and Delivery Charges
· Login to the ‘Dealer Admin Area’.

· Click on ‘edit existing websites’

· Select the relevant site.

· Click on ‘General Settings’

· At the top of the page you will see several checkboxes, allowing you to choose which credit cards you accept.

· At the bottom of the page you will have the option to enter your delivery charge, and any free delivery setting.

· Click on ‘Click here to update’.
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2.5 Updating basic pricing within the default price plan

*Please note that this will only be effective if you have not already set up other price plans*
· Login to the ‘Dealer Admin Area’.

· Click on ‘edit existing websites’

· Select the relevant site.

· Click on ‘Price Files’

· If you have more than one catalogue available, you may be asked to choose which one you wish to update.

· From the drop down list select ‘Dynamic Prices’.

· For the default price file, click on the words ‘Edit margins for Dynamic Prices’.

· A new window will open.  You will see the catalogue broken down by category, and you can amend the margins accordingly.

· Click on ‘update’.
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1. This percentage will be applied to the whole file, unless a margin has been applied to a particular category (as in point 10).
2. By selecting this option, your prices are worked out using a retained margin. 'Retained Margin' means how much profit gained in a sale price.
3. By selecting this option, your prices are worked out using a cost plus margin. 'Cost Plus' is simply the cost price plus the percentage of the cost price.
4. By selecting this option, your prices are worked out by discounting down from the RRP prices (if available).
5. By selecting this option, your prices are shown as the system prices (if available).
6. By selecting this option, your prices are shown as the RRP prices (if available).
7. By selecting this option, you are provided new options, consisting of ‘Discount’ and ‘Guaranteed Margin’, allowing you to choose setting against each Matrix category. The ‘discount’ column discounts down from the RRP, and the ‘guaranteed margin’ column means that you will always make that specified margin, and therefore not sell below cost. 
E.G: If a cost price is £10, and the items RRP is £12.99, a 40% discount and 0% guaranteed margin would generate a sale price of £7.79, selling at less than cost.  By applying a 5% guaranteed margin, the sale price would be £10.50, readjusting the discount to be 19%.

8. By selecting or de-selecting these check-boxes, you can switch the corresponding category.
9. By clicking on the Manufacturer tab, you can switch manufacturer ranges on and off.

10. By changing the percentage here, you can choose which mark up you would like for a particular category.

2.6 Adding Users

· Login to the ‘Dealer Admin Area’.

· Click on ‘edit existing websites’

· Select the relevant site.

· Click on ‘Add Users’

· Add the details as required.  Options will vary depending on site type. 

· Click on ‘update’.
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3.0 More Advanced Settings

3.1 Updating Theme and Colour
· Login to the ‘Dealer Admin Area’.

· Click on ‘edit existing websites’

· Select the relevant site.

· Click on ‘Website Theme’

· Select the required theme.

· Click on ‘update’

· A new page showing the available colours will be produced.

· Select the colour you require. 

· Click on ‘update’.

3.2 Credit Card Processing & SAGEPAY
If you have chosen to accept credit cards within general settings, you will receive any credit card order details via a secure site email.  You will then need to process it as you would any other order, e.g a phone order.  This works perfectly for many dealers, but it does leave you open to fraud.

We recommend you set up a SagePay account, and link it into your store.  SagePay is a third party company who process credit card details online automatically, and protects you from fraud and poor credit history etc.

Firstly, you need to contact SagePay and register an account with them.  The contact information for SagePay is available here: http://www.SagePay.com/aboutus/contactus.asp
· To set up SagePay, log into your store administration area, and on the grey section click on 'Company details'. 
· Under 'Credit card process', select the SagePay server required. 
· Select update. 
· Enter your SagePay Vendor code (this is usually your company name, but if you are unsure please contact SagePay) and update again. 
· Please ensure that you have these IP address set in your SagePay admin account 
079.099.068.053
079.099.068.060
079.099.068.023
subnet mask for all 255.255.255.128
· You will also need to check that your SagePay account is the correct one for this process. 

4.0 General Pricing Overview
There are three steps for pricing:

1. Set up Price files – you can have several different price files set up. 

2. Incorporate those price files into a price plan. 

3. Apply the file to a user or site. 

HOW TO DO IT:

· To set up a new dynamic (margin based) price list, go to the ‘price files’ option

· From the drop down menu, select ‘dynamic prices’

· Enter a new price file name where prompted, and click on the plus symbol (if you wish to edit an existing file, skip this step).

· Next to the file you wish to edit margins for, click the line of text which says ‘Edit margins for Dynamic Prices’

· A new window will open, where you can select the required catalogues/mailers.  Select which you require and submit. You will now see a screen similar to the below:


1. This percentage will be applied to the whole file, unless a margin has been applied to a particular category (as in point 10).

2. By selecting this option, your prices are worked out using a retained margin. 'Retained Margin' means how much profit gained in a sale price.
3. By selecting this option, your prices are worked out using a cost plus margin. 'Cost Plus' is simply the cost price plus the percentage of the cost price.
4. By selecting this option, your prices are worked out by discounting down from the RRP prices (if available).
5. By selecting this option, your prices are shown as the system prices (if available).
6. By selecting this option, your prices are shown as the RRP prices (if available).
7. By selecting this option, you are provided new options, consisting of ‘Discount’ and ‘Guaranteed Margin’, allowing you to choose setting against each Matrix category. The ‘discount’ column discounts down from the RRP, and the ‘guaranteed margin’ column means that you will always make that specified margin, and therefore not sell below cost. 
E.G: If a cost price is £10, and the items RRP is £12.99, a 40% discount and 0% guaranteed margin would generate a sale price of £7.79, selling at less than cost.  By applying a 5% guaranteed margin, the sale price would be £10.50, readjusting the discount to be 19%.

8. By selecting or de-selecting these check-boxes, you can switch the corresponding category.

9. By clicking on the Manufacturer tab, you can switch manufacturer ranges on and off.

10. By changing the percentage here, you can choose which mark up you would like for a particular category.

· Once completed, ensure you update the file.

· Within the price file section, you can also save ‘static sale prices’ by selecting this option from the list.  The file needs to be one column with codes, and another with prices (no currency symbols or thousands separators), and saved as a csv or tab file.

· Now you need to create your price plan.

· Come out of ‘Price Files’ and go into ‘Price Plans’

· Select ‘Sale Price Plans’.

· Either create a new or edit an existing plan by clicking on the ‘plus’ symbol next to the name.

· You will see a screen similar to the below:
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· On the left you can add as many static files as you wish – there will be both those you have uploaded and those available with your catalogue selections. Add them into the right hand column.

· Always finish of with your dynamic price file so that it appears at the bottom of the list.

· Choose if you want to display the first price found in the price file order, or lowest price first.

· Click ‘Update’.

· Your plan is now ready.  All you need to do now is apply it.

· To apply your plan to an entire site, go to the ‘Catalogues’ option and select the required file under ‘sale price plan’

· To apply your plan to a user (only possible under a main store, not ePro), go to the ‘edit users’ option and select the required file under ‘price plan’

· To edit anything in the future, only that particular component needs to be changes, so if you need to upload a static price file, all you need to do is overwrite the existing files, and all plans which that file is included within will automatically update.
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