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Introduction

Congratulations on the new installation of your website which includes the eCommerce system powered by Zen Cart and
skinned by CandyFloss Design.

Your eCommerce system has been custom designed for your website, to match your theme and image. It is a user
friendly system and it easy to start using straight away.

Welcome to the CandyFloss eCommerce!
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Useful contact details and resources.

You can find tutorials and videos on your CFCMS on the admin home screen. Click on the tutorial you wish to view and it
will drop down and display instructions and a video. The videos are hosted on YouTube so your website is not slowed
down by the video buffering (loading).

Ashley Northall (Creative Director, Technical Support).
Tel: 07545092145
Email: info@candyflossdesign.co.uk

For PDF downloads on any guide or help on any CandyFloss Design product please go to

www.candyclients.com


mailto:info@candyflossdesign.co.uk

Logging In

To access the admin section of your eCommerce website, type the following URL into your web browser.
http:// /store/admin

(Your website may use a different URL to login, if this is the case CandyFloss design will notify you prior to your site
going live).

Now type in the login details provided to you by CandyFloss design.

(If you forget your password please click the link ‘Resend Password’. You will be asked for your email address. An email
will be sent shortly with your login details).

—| Admin Login

Admin Username: | admin |

Admin Fassword: |ssesssss |

[t

Fe=zend Pazsword

Main admin page

As you enter the eCommerce you will have a screen that look like the picture below. This is the main page that you will
navigate whilst using the eCommerce. Clicking on the CandyFloss Design logo on the top left of the page will always
take you back to this page.

NOTE: If the text at the top right Sais your version of Zen Cart is out of date, a new one is available, this does not
matter. Do not click this link.

Additional note: Your eCommerce may not use all of the features below.

CandYFIOSS Your version of Zen Cart™ appears to be

Sat, 05 Jun 2010 08 +0100GMT [195.50.96.14 ] Admin Home | Online Catalog | Support Site | Version |

Configuration Ca Modules Customers Locations | Taxes Localization Reports Tools Gift Certificate  Coupons Extras

Hit Counter Started: 05/16/2010 wilson geoffries 05/30/2010 aszh lee £0.04
Hit Counter: 4732 Michelle Kruize os/22/2010 | | 09/30/2010
Customers: 4 ash lee 05/22/2010 Ell;?geﬂfﬂnﬂolrsha” £0.04
Products: 24 ashley northall 05/16/2010
Products deactivated: u}
Reviews: o
Reviews Pending Approval: 0 06/05/2010 —
MNewsletter subscribers: 4 06/03/2010 N
Specials Expired 0 08/02/2010 3-15
Specials Active o 06/01/2010 4-20
Featured Products Expired o} Da/=t{70 28-171
Featured Products Active ] 05/50/2010) 38 - 414
Sales Expieat) z 05/29/2010 43 - 559
Sales Active o 0s/28/2010 4-42

05/27/2010 4-41

05/26/2010 31— %
Pending: o
Processing: 2
Delivered: a
Update: ]


http://www.your_domain_name.com/store/admin

The top box on the left column will look like this. This displays the statistics of your eCommerce.

The date in which the visitor counter was started.

Hit Counter Started: 05/16/2010 The amount of hits your eCommerce website has received
Hit Counter: 4732 (this is not unique hits).
Customers: 4 .
N — o . How many customers you have registered on your
Products deactivated: 0 eommerce.
Reviews: 0 How many products you have listed on your eCommerce.
Reviews Pending Approval: 0 . .

: how many products you have hidden to public
Newsletter subscribers: 4 .

view.
Epecablexpie:d g How many reviews you have by customers about your products.
Specials Active 0
et e By 0 (Clickable Link) How many reviews need
Featured Products Active 0 your approval before they are posted on your eCommerce.
Sales Expired 0 How many customers are subscribed and will
Sales Active 0 receive your newsletter.
1 How many special offers you have that have expired and are no longer available.

: How many active special offers you have

: How many featured products have expired and are no longer featured on your eCommerce.
: How many products are featured at the moment.

: How many items on sale have expired and are no longer available.

: How Many items on sale are active at the moment.

The bottom box on the left column will look like this. This is your order details table.

Pending:
Processing:
Delivered:
Update:

The top box on the centre will look like this.

view the customer details.

wilson geoffries
Michelle Kruize
ash lee

ashley northall

s D s B S B = )

05/30/2010
05/22/2010
05/22/2010
05/16/2010

The number of orders you have pending and waiting for your

attention.
: The number of orders that you are dealing with at the
moment.
: The number of orders that have been delivered.
# : Any updates to any orders made by you or a client.

This displays new customers to your website. You can click on the names to



The bottom box on the centre column will look like this. This displays the date and the number of unique views and page

3

views. (Unique views are classed as ‘per visit’.

06/05/2010 1-2
06/03/2010 20 - 179
06/02/2010 3-15
06/01/2010 4 - 20
05/31/2010 28 - 171
05/30/2010 38 - 414
05/29/2010 43 - 599
05/28/2010 4 - 42
05/27/2010 4 -41
05/26/2010 1-1

The top box on the right column will look like this. This displays your new orders. The name of the customer, the date in
which the order was sent and the total that the customer spent. You can click on the clients name to view their details.

ash les £0.04
05/30/2010
ashley northall £0.04

05/30/2010



Managing your orders

To manage the orders that are currently processing use the box on the bottom left column ‘$ 5.

Pending: 0
Processing: 2
Delivered: 0
Update: 0
When an order has been sent it will appear in the * % box (as shown above). You can choose from one of the

four options to take you to details of the orders in that category.

To view your current order click the Processing link (in blue), the page below will appear. This displays a table with all
the main facts about you current orders. Payment and shipping, the customers name, the total spent by the customer,
the date in which the order was purchase, the status of the order, if the customer left and comments (Yellow signifies

there are comments, green signifies that there are no comments).

Search: Search by Product Name or TD:XX ar
| Mode! |
Order ID: |
ORDERS

Status: |_Pr0c:essing @ =

LEGEND: @ Billing and Shipping does not match

Payment ’ . Customer . [4] 06/05/2010 10:05:50
D Ghipmng Customers Order Total Date Purchased Status - ents Action mw
paypal = : - -
4 torepickup & ashley northall £0.04 06/05/2010 10:05:50 Processing O eb - - . .
= pl o [ invaice ][ packing s_Ilp.]
szuﬁzickup 2 ashilee £0.04  05/30/2010 14:12:16 Processing ] [ e 6]
Displaying 1 to 2 {of 2 orders) Page 1 of 1 Date Created: 06/05/2010
magicashlee@hotmail.com
1P Address: 195.50.96.14 - 66.211.170.66
Payment Method: PayPal
Shipping: Store Pickup (Walk In)
Comments
Products Ordered: 1
1 x &sh TEST
- Text Input: test text input
- Image Upload: 7. test_image.gif
When an order has been sent it will show the * % this is the date in which the order was sent. It will display
the of the customer and their ' . Below that the method in which the customer has
decided to use (this will be PayPal as standard in most cases). It shows how the client has chosen to ‘ship’ the item; this
also will vary from site to site. % shows any additional comments that the client added to his order, maybe

about delivery information or it anything else. Finally you can view the clients order.

There are four buttons at the top of the right column which allow you certain options.

[ edit ” delete ]

’ iy oice ” packing slip ]

edit this order.
: delete this order
Go to a printable invoice.
( Go to a printable packing slip.

O

Alternatively you can edit your order buy pressing the ‘E’ icon on the right of the order details.



) ) .

At the top right of this page you will see a drop down menu like this image below. This allows you to change the status of
each of your orders. Firstly highlight and order, then assign a status from the dropdown menu,

5 The number of orders you have pending and waiting for your attention.

tatus:

. : The number of orders that you are dealing with at the moment.
Pending [1]

Pracessing [2]
Delivered [3)
Update [4]

: The number of orders that have been delivered.

# : Any updates to any orders made by you or a client.

) *

If you have lots of orders and you need a quick way to search through your clients, use the search box at the top of the
page to search for a client’s name. To clear results click the reset button.

reset

Search:

Search Filter: ash



Editing and viewing your orders

After clicking one of the various edit buttons on the manage order screen, you will be seen a screen that look like the
image below.

ORDERS hack

Customer: ashley northall Shipping Address: ashley northall Billing Address: ashley northall
65 flexerne crescent 65 flexerne crescent 65 flexerne crescent
ashland ashland ashland
milton keynes milton keynes milton keynes
bucks bucks bucks
mk&4ap mke4ap mk&4ap
United Kingdom United Kingdom United Kingdom
Telephone Number: 07545092145
E-Mail Address: magicashlee@hotmail.com
IP Address: 195.50.96.14 - 66.211.170.66

Inveoice No. 4

Date Purchased: Saturday 05 June, 2010
Payment Method: FayFal

First Name: ‘ashley  Payer Email: magicashlee2@hotmail.co.uk Payment Type: instant Currency: GBP

Last Name: northall Ebay ID: Payment Status: Completed Gross Amount: 0.04

Eusiness Name: Payer ID: URAXZXEHHLHPC Fending Reason: Payment Fee: 0.04

Address Name: Payer Status: unverified Invoice; Exchange Rats: 0.00

Address Street: Address Status: Payment Date: 06/05/201002:05:42 Cart items: o

Address City: Trans. Type: unigue

Address State: Trans. 1Dt 3GPI9324RD0O57143R

Address Country: Parent Trans. ID:

Products Model Tax Price (ex) Price (inc) Total (ex) Total (inc)
1 x Ash TEST 0% £0.04 £0.04 £0.04 £0.04

- Text Input; test text input (+£0:02}
- Image Upload: 7. cest_image.gif (+£0.01}
Sub-Total: £0.04
Store Pickup (Walk In): £0.00

Total: £0.04
Date Added Customer Notified Status Comments
06/05/2010 10:05:50 ¢ Processing | test special instructions,
PayPal status: Completzd @ 02:05:42 Jun 05, 2010 PDT
06/05/2010 10:05:50 X Processing | Trans ID:2GP29324RD057 143R
Amount: 0.04 GBER
Comments
Status: | Processing [ZM
Notify Customer: i Append Comments: f
[ invoice ” packing slip ][ orders
Everything you need to edit an order is on this page, at the top it displays the . )
(where the order is to be sent to) (the address that goes with the card details supplied, not applied to
all eCcommerce systems provided by CandyFloss design+ D & (this is a clickable link
that will automatically open your default mail program such as outlookt * of the computer in which the order
was sent from, the this increases by one per order), ) the order purchased and the

)] (usually PayPal).



- (

The table below shows the order details in a simple table format. Also it displays if the product has any extra attributes
set to it such as additional text or an image upload (these are displayed under the product name).

It displays the subtotal of the products ordered and the shipping costs (below is set to £0.00 as it has been set to store
pickup, this will vary from site to site).

Products Model Tax Price (ex) Price (inc) Total (ex) Total (inc)

1 x Ash TEST 0% £0.04 £0.04 £0.04 £0.04
- Text Input: test text input (+£0.02)
- Image Upload: 7. test_image.gif {+£0.01}

Sub-Total: £0.04
Store Pickup (Wallk In): £0.00
Total: £0.04

$

The table below shows the progress of your order and the changes that have been made since the purchase, it also
displays if the customer was notified about this change. This can be changing the status of the order or adding a
comment to the order.

Date Added Customer MNotified Status Comments

06/05/2010 10:05:50 + Processing | test special instructions,

PayPal status: Completed @ 02:05:42 Jun 05, 2010 PDT
Processing | Trans ID:3GP23324R0057 143R
Amount: 0.04 GBP

06/05/2010 10:05:50

06/05/2010 10:51:21 J Processing | test adding 3 comment

06/05/2010 10:53:28 Processing | test again

You can add comments to an order to note certain points through out your order using the comment box at the bottom of
the page.

) ) .

You can change the status of an order using the drop down menu at the bottom of the screen; this will change the status
according to your efforts in the sale.

Comments

Status: | Processing [7] | =

- % . . ") * ! ) C &)

Motify Customer: |



Managing your customers

To manage your clients click on their names when ever you see them, they will be highlighted in blue. This screen will
appear.

CusTOMERS
1D# Last Name First Name Company Account Created Last Login Pricing Group GV Balance Authorized (Y={[.TLN ID#6 wilson geoffries
Asc Desc Asc Desc Asc Desc Asc Desc Asc Desc Asc Desc Asc Desc Asc Desc
& | 1 of 1 geoffries wilsan 05/30/2010 05/30/2010  --none-—- £0.00 @ > 5

Account Created: 05/30/2010

Last Modified: 05/30/2010
Last Logon: 05/30/2010
Number of Logons: 1

GV Balance £0.00
Number of Orders: 0
Country: United Kingdom
Number of Reviews: 0

Customer Referral
1st Discount Coupon

This page displays the customers details, such as name, the date the account was created, the last time the customer
logged onto the eCommerce website, the last time their account details were modified, the number of times they have

logged on, the amount of orders that they have ordered, the country of residence and the number of reviews that client
has written.

GV balance stands for GIFT COUCHER balance (this may not apply to your eCommerce.

Authorized is whether you have allowed the client to view your shop, need approval before buying or even if you have
banned them from logging in or buying products. You can edit this and any of the other details by pressing the edit
button on the right (see next page).

ermail
Click the email button

This page will appear. It will show the client you are about to email, your email address which the email will come from.

Input your subject and email into the text box provided and press and if you are happy with the look of the

send ma
email cIick. You can choose other sending option via the customer drop down box. (See chapter emailing your
customers for more in depth details on this subject).

SeEnND EMAIL TOo CUSTOMERS Text Editor | Plain Text | »
Customer:| northall, ashley icashlee @hotmail.com) |v |

From: |5tore@piduremeincrystal.co.uk |

Subject: | |

Rich Text . . - w " . .
Message: Mote: You are using TEXT only email. If yvou would like to send HTML you need to enable "use MIME HTML" under Email Options
Text-Only

Message:

preview || cancel



) *
edit
Click the edit button on the right of the page.

The page below will appear. Here you can change the details of that particular client.

) / : This allows you to change what the client can and can’t do on your website, from
banning them from using your store, to choosing where and when they can look.

: This is how your client will receive your email; if they can receive HTML emails and if they are
subscribed to your newsletter.

CUSTOMERS
Personal
Customers Authorization Status | Approved |"|
First Name:; |ashley | * Required
Last Name: |norH’13II | * Required
E-Mail Address: |magicashlee@hotmajl.c:om * Required
Address
Street Address: |65ﬂexerne crescent * Required
Suburb: !ashland |
Post Code: |mkﬁdap * Required
City: |mi|tor| keynes | * Reguired
Country: | United Kingdom |¥ !
Contact
Telephone Number: | 07545092145 * Required
Options
Email Format Pref: @ e @ TEXT-Only

Newsletter: Subscribed |-Y
Discount Pricing Group | -none- | =

Customer Referral
1st Discount Coupon

delete
Click the delete button

A confirmation box will appear to make sure you wish to delete this customer. Click delete.

Delete Customer

Are you sure you want to delete this customer?

ashley northall

[ delete ][ cancel ]

O *

orders
Click the orders button. This will take you to an order management screen showing all orders by this certain
customer.



Emailing your customers

There are various options when sending an email to your customers but firstly to access the screen to email clients click
the tools button on the main toolbar at the top of the page and then * % from the drop down menu.

Sat, 05 Jun 2010 12:01:59 +0100GMT [195.50.96.14 ]

Catalog Modules Customers Locations [ Taxes Localization Reports Tools Gift Certificate { Coupons Extras

Configuration

This screen will appear.

Senp EmanL To CusSTOMERS Text Editor

Custamer:| Please Select |+ |

From: [store @picturemeincrystal .co uk l

Subject: | |

Rich Text
Messzage:

Text-Only
Message:




There is a dropdown menu at the top called * " clicking this will display a few options. Chose the option you
wish and select it.

Customer: |

All Customers (4)

Al Newsletter Subscribers (4)

Domant Customers {>3months) {Subscrbers) (0)
Artive customers in past 3 months (Subscribers) (2)
Active customers in past 3 months (Regardless of subscription status) (2)
Administrator (1)

Customers who have never completed a purchase (2)
geoffries, wilson (ash@ashleynorthall com)

Fruize, Michelle {michellekmize@live com)

lee, ash (magicashlee2@hotmail co.uk)

northall, ashley (magicashlee @hotrmail .com)

This sends an email to all of your customers.

: This sends an email to all of your newsletter subscribers (not applicable to all websites).

Dormant customers: Send to customers who ARE SUBSCRIBERS but who have not purchased anything from you in 3
months or more.

1 ) 2 + Sends an email to a subscriber who has ordered in the last 3
months.

1 ) 2 * + Sends an email to all customers who have
ordered in the last 3 months regardless of their subscription status.

Sends an email to the websites administrators (if more than 1).

D) ) D Sends an email to all customers who have signed up but not
ordered from your store.

Finally will be a list of your clients, whom you can choose individually.

Notice two text boxes — The first one Rich text Message will send the email in HTML format to all people that have
selected receive emails in HTML form. The second ‘Text-only message will send an email with the HTML formatting, so it
will have no logos, images etc on it. You can just type normal text into either box,

) ) ! ) !

When you have decided on whom to send the email to, insert a subject into the subject box, and write your email.

i send mail
Input your subject and email and press PEVIeW ) and if you are happy with the look of the email click.

$. Please ignore this dropdown box as it is not a functional option on this version of the eCommerce website.

Text Editor




Managing user uploads

If your eCommerce website requires users to upload images of files you can access them here.

) B 3

A page like the one below will appear. You can now hover over each image to get a preview of what they look like or
click on them to open them in a full screen. You will also have the date when the file was uploaded and its size.

Directory Listing of luploads/../storefimages/uploads!/

home = __ = store > images > uploads

File Size Last Modified
& 1.ipg 3KB  May 24 2010 09:13:41 AM
E 2.JrPG 281KB  May 24 2010 12:12:42 PM
&l 3.ipg 3KB  May 24 2010 07:42:58 FM
[ 4.png 38KB  May 30 2010 01:18:43 PM
[ 5.ipg KB May 30 2010 02:11:32 FM
@ 6.jpg 13KB  May 30 2010 02:16:35 PM |

[['ﬂ 7.qgif 3KB  Jun 05 2010 10:04:44 AM

When opened in full screen simply * )

4’ and save the image.

Remember to make note of the image name and what number it has been assigned to. You can do this by viewing the
order in the admin section and looking at the order details. There will be a line of text like the following.

-Image Upload : 7. test_image.gif

NOTE: The number and the name will vary from customer to customer.

ORDERS
LEGEND: @ Billing and Shipping does niat match
B is] g::;?nl: Customers Order Total
4;3:,:;|‘Ckup = ashley northall £0.04

Displaying 1 to 1 [of 1 arders)

Date Purchased

06/05/2010 10:05:50

Page 1 of 1

= Customer
Status Comments
Delivered =]

Order ID:
Status: | Deli

PR [4] 06/05/2010 10:05:50

delete
packing slip
Date Created: 06/05/2010
magicashlee@hotmail.com
IP Address: 195.50.96.14 - 66.211.170.66
Last Modified: 06/05/2010
Payment Method: PayPal

Shipping: Store Pickup (Walk In)

Comments

Products Ordered; 1
1x.Ash TEST

T Trmeske bact baub inmet

- Image Upload: 7. test_image.gif

et



http://www.you_domain_name/uploads

