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Introduction

Online help describes the features and functionality of the of the Episerver Digital Experience platform,
and covers CMS for content management, Commerce for e-commerce functionality, Campaign for
omnichannel campaigns, Find for extended search, Insight for visitor profiles and customer seg-
ments, Perform and Reach for personalized product recommendations and Episerver add-ons.

You access the online help from within the Episerver platform or from Episerver World. The online
help is also available in PDF format for users who prefer PDF or want to print the documentation.

This PDF describes the features and functionality of Episerver Commerce which you can find on
Episerver World. Developer guides and technical documentation also are found on Episerver World.

The user guide is intended for editors, administrators, marketers and merchandisers, working with
tasks as described in Roles and tasks.

Dashboard [OVER [ 2pL X ? A admin Q
Edit Admin Reports Visitor Grolips
Q5 N - P
Root W W Cart - 0 ltems admin Default Market
=# Home =~

Keyword Search
Standard Cart
Warehouse

s Welcome to
Episerver!

Features, licenses and releases

The user documentation is continuously updated and covers the latest releases for the Episerver
platform.

Episerver CMS is the core part of the Episerver platform providing advanced
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content creation and publishing features for all types of website content. CMS
features are available in all Episerver installations.

Episerver Commerce adds complete e-commerce capabilities to the core func-
tionality in CMS. It requires a specific installation and license.

Episerver Campaign lets you orchestrate omnichannel campaigns from a single
screen, and send triggered emails based on real-time behavior. Campaign
requires additional license activation.

Episerver Find adds advanced search functionality to websites. It requires a
specific installation and license.

Episerver Insight is a user interface for viewing and filtering visitor profiles, and
creating customer segments that can be used in omnichannel marketing cam-
paigns. It requires a specific installation and license.

Episerver Perform lets you create and configure a merchandising campaign with
personalized product recommendations from the personalization portal. It
requires a specific installation and license.

Episerver Reach lets you include personalized product recommendations in any
email, including cart abandonment and retargeting emails, from the per-
sonalization portal. It requires a specific installation and license.

Add-ons extend the Episerver capabilities with features like advanced search,
multi-variate testing, and social media integration. Some add-ons are free, oth-
ers require license activation. Add-ons by Episerver are described in the online
help.

Note: Due to frequent feature releases, this user guide may describe functionality that
is not yet available on your website. See What's new to find out in which area and
release a specific feature became available.

Images and screenshots

The Episerver user guide uses images and screenshots to visually guide you through the features
of the Episerver platform. Due to different versions, continuous updates, and specific system per-
missions, images and screenshots may differ from the actual appearance.

Notes

Three types of notes are color marked throughout the user guide: tips, notes and warnings.

© Episerver 2019
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Tip: Green indicates information that helps you understand features, requirements or
actions needed.

Note: Yellow indicates important information. If this information is ignored, errors of
minor or medium severity may occur.

Warning: Red indicates warnings. If these warnings are ignored, serious errors will
occur.

Copyright notice

© Episerver 1996-2019. All rights reserved.

All information and content within this document is the sole copyright of Episerver. Changes to the
contents, or partial copying of the contents, may not be done without permission. The document
may be freely distributed in its entirety, digitally or in printed format, to all users of Episerver Soft-
ware. Episerver assumes no liability or responsibility for any errors or omissions in the content of
this document. Episerver reserves the right to alter functionality and technical system require-
ments. Episerver is a registered trademark of Episerver AB. Ektron is a registered trademark of

Episerver Inc.

Roles and tasks

Episerver is designed for interaction with website visitors, and collaboration between users of the
platform. In the following you find typical roles and related tasks used in scenarios in this doc-
umentation. See Setting access rights in the CMS Administrator User Guide to configure user
groups and roles in Episerver.

Visitor and customer

A visitoris someone who visits a website to find information or to use services. If the website is an
e-commerce site, the visitor can be a customerwith purchasing intentions. Purchasing on an e-com-
merce website can be done "anonymously" (payment and shipping details provided), or by regis-
tering an account. Visitors may also contribute to website content as community members, which
usually requires registration of an account profile.

© Episerver 2019
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Community member and moderator

Content may be added by visitors or community members, if social features and community func-
tionality are available for the website. This content includes forum and blog postings, reviews, rat-
ings and comments, in which case there might be a need for monitoring this type of content on the
website. Monitoring can be done by an editor, or a specific moderator role for large websites and
online communities.

Recipient

A recipient is an individual who has opted-in to receive emails from a business, for example when
purchasing from the website. Recipients and their associated data are managed in recipient lists,
used for omnichannel marketing. Recipient actions such as clicking on links in an email, can be
tracked and analyzed, providing input to website owners and users for further marketing actions.

Website owner

A website owneris someone with overall business and/or technical responsibility for the content
and performance of one or more websites. May monitor website activities such as page con-
versions, customer reviews or sales progress. Rarely creates content but can be involved in the
approval of content created by others. A website owner may also have administrative access, and
be the owner of mailing clients used for organizing campaign mailings.

User

A useris someone who logs in to the Episerver user interface to work with different parts of the plat-
form. Can belong to one or more user groups and roles, depending on which parts of the Episerver
platform they use, their tasks, and the size and setup of the organization.

Content editor

A content editoris someone with access to the editorial interface who creates and publishes con-

tent on the website. Content editors with good knowledge of the website content work with search
optimization for selected content in search results. Editors may also want to follow-up on content

with unusually high or low conversion rate to update or delete this content.

Marketer

A marketer creates omnichannel campaigns and content with targeted banner advertisements to
ensure that customers get a consistent on-site experience. Furthermore, the marketer monitors
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campaign KPlIs to optimize page conversion. A marketer with good knowledge of the website con-
tent may also optimize search for campaigns, and promote content using personalization features.

Merchandiser

A merchandisertypically works with stock on an e-commerce website to ensure that the strongest
products are put in focus. This role may create landing pages, enrich product content, set product
pricing, coordinate cross-product selling, oversee delivery and distribution of stock, and deal with
suppliers. May want to identify search queries with unusually high or low conversion rates, to adjust
the search. May also work with product promotion using personalization features.

Administrator

An administratorworks with configuration of various system settings from the administration user
interface, including search, languages, personalization, and user access. Administrators usually
have extended access rights compared to other user groups, and can access all parts of the
Episerver platform. They may also have administration access to integrated 3rd party systems. The
administrator may also be the contact person for communication with the developers maintaining
the website.

Developer

A developeris someone with source code access and programming skills. Developers work with
website configuration, implementation, maintenance and development of new functionality. They
create the rendering templates for content and product catalogs, configure e-commerce settings,
and manage indexing and customized search features. Developers may also install integrations
and 3rd party extensions. Developers may be associated directly with the organization owning the
website, or with an external partner company.
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What's new?

This user guide describes functionality available in the latest release of a standard implementation
of the Episerver platform software and services. New features are continuously made available,

see Episerver updates.

Note: Due to frequent feature releases, this user guide may describe functionality that
is not yet available to you. Contact your system administrator for information about
products and versions in your Episerver implementation.

This release of the Episerver User Guide describes features available in Episerver as of June 13,
2019, see release notes below for update history. See Archived documentation in the online version
of the user guide for previously released user guides.

Release notes

The form element types Rich text and Sub-
mit button can now be dependent on other
fields, which means they can be dis-
played or hidden depending on a visitor's
previous input. See Dependencies tab in

Form element types. (update 269)

Forms

The Order Management screen lets you
convert any cart to a purchase order and
Commerce
July 10, 2019 accept payments. See Order management
’ screen . (update 271)

If you are using Spryker as an e-com-
merce platform, you can integrate
Episerver Campaign to connect e-com-
merce and mailing activities. See Spryker

integration.

Campaign

Added menu entries Episerver Insight
and Episerver Reach to Campaign start
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menu.

An administrator can now require a review

requester to add a comment when send-
CMS ing an item for review. See Managing

approval sequences and Collaboration.

(update 265)

The Episerver Campaign User Guide is
Campaign now a section in the Episerver User
Guide.

June 13, 2019

Support for multiple instances of a con-
Marketing nector, to use for example in separate
Automation connectors regions. See Episerver Pardot and

Episerver Marketo. (update 244)

Archived documentation

If your Episerver implementation is not on the latest version, you can access previous versions of
the Episerver User Guide under Archived documentation in the online version of the user guide.

© Episerver 2019
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Getting started

This topic describes how to log in to an Episerver website, access features and navigate the dif-
ferent views. The login procedure may be different from what is described here, depending on how
your website and infrastructure are set up. The examples described here are based on a “standard”
installation of Episerver with sample templates.

Logging in

As an editor or administrator, you usually log in to your website using a specified URL, a login but-
ton or link. Enter your user name and password in the Episerver login dialog, and click Log In.

Accessing features

What you are allowed to do after logging in depends on your implementation and your access rights,
since these control the options you see. When logged in, the Episerver quick access menu appears
in the upper right corner.

Selecting CMS Edit takes you to the edit view and other parts of the system. You can go directly to
your personal dashboard by selecting the Dashboard option.

Dashboard
CMS Edit

Commerce Catalog

Navigation

Pull down the global menu, available at the very top, to navigate around. The menu displays the dif-
ferent products and systems integrated with your website. Select CMS (for example) to display
available options in the submenu.

© Episerver 2019
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Dashboard N®E 2pL @ ? LAlica Q

Edit Admin Reports Visitor Groups

Note: Your menu options vary depending on your access rights. These user guide
examples assume that the user has full permissions to all functions in Episerver.

Next steps

« The User interface and Roles and tasks topics describe the different parts of the user interface
and the Episerver user roles.

« Creating content in the CMS Editor User Guide describes how to create content with images,
blocks, links, and forms.

« Managing content in the CMS Editor User Guide describes how you can translate, preview, and
compare content. It also describes how you can structure the website by moving, copying, and
sorting pages etc in the page tree.

« For publishing and collaboration, see Working with versions and Controlling the publishing pro-
cess in the CMS Editor User Guide.

« Administration interface in the CMS Administrator User Guide to administer and configure set-
tings in Episerver.

« If you have Episerver Commerce installed, see the Commerce User Guide to work with e-com-
merce tasks.

« If you have Episerver Find installed, see the Find User Guide to work with search optimization.

© Episerver 2019
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User interface

Note: The Episerver user interface is flexible allowing developers to plug-in cus-
tomized features when implementing websites. This description refers to a “standard
installation” of Episerver without customizations.

The toolbar and the panes in the Episerver edit view provide easy access to functions when work-
ing with content. When entering the edit view, you have the global menu and the toolbar at the top,
and adjustable panes to the left and right.

==
= '+ (ca) —
Start Not published yer JPNA B PRRNEE]
2 | 5 Alloy Track Q
. = x
o Root e Gt s ol For Al Sites
af start £51 Alloy Meet
al’ Alloy Plan £ Alloy Plan
= Start Aloy Plan  Alloy Track  Alloy Meet About us o]
[} Alloy Track L= o BB Aoy Track
8L Aly meet [ Cal to action
About us
B AlloY i Campaigns
B8 How to buy
£ Contact portraits
a8 Campaigns
Start / Alloy Track £33 Customer Zone

[ search
[ JEvents

&8 Customer Zone . New Folder
Alloy Track 2 _

L] ! ! [ startpage -

Projects have a natural lifecycle with well-defined stages. [ ] [ For This Page

Progress monitoring is a critical part of making sure that
your project is on-track and capable of delivering in the

end. Alloy Track 2

1timeline

W Copy

E All events button

E All events short list W Move to Trash

" E Collaboration made simple - When and Where
Small content area
H Configuring status reporting - When and Where

= El Configuring status reporting sign up form
£ Alloy Track Video

B Risk management sign up form

HEl Events list

B News list

You can drop content here, or create a new S
block b 00:00 ] 22

S| Project: Autumn updates~  =-

The global menu provides access to other areas of the Episerver platform. You can also access this
user guide, your user settings and a global search from the global menu.

In some areas, you pull down the global menu with the arrow. Click the arrow E to make the
global toolbar stick in place. Click the arrow again if you want to hide it.

Dashboard N#fkS 2epL @ ? LAica Q

Edit Admin Reports Visitor Groups

= e

The toolbar contains features like preview and view options, and lets you add items such as pages
or blocks.
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+/[e]@][ea] 'y ﬂ

[ Start Mo changes to publish | Options | | |

The page information area below the toolbar displays the page name, the path to the page and when
it was last autosaved. If it is possible to undo the latest changes you did to the content, there is
also an Undo link.

BREE =

Start » About us » News & Events ) Events
[ Collaboration Made Simple

Autosaved 9:03 AM Undo? No changes to publish | Options ‘ | |

A notification toolbar may be displayed below the toolbar showing confirmation and error messages

and such.
L™
BREIE Y-
[ Start No changes to publish Options ‘ | |
IYou are working in English, this content is in svenska. To edit it, switch to svenska X I

General features

« Context-sensitive actions. Some features are only available in certain context. The toolbar (for
example) presents relevant actions depending on what you are currently doing, and the add (+)
button also offers context-sensitive options.

« Primary actions. Some actions open in a new window, for example, a page delete confirmation.
The background is then dimmed, meaning that you must finish the primary action to continue.

« Action feedback and notifications. Successful actions are confirmed by a message in the noti-
fication bar. A notification may also appear in case of an error requiring you to take action.

« Drag-and-drop operations. Drag-and-drop is supported in many areas. For example, you can
drag pages, media files and blocks into the rich-text area or content areas, or re-arrange the
page tree structure using drag-and-drop.

« Tooltips. Hover the mouse over a button or field and a short tooltip appears.

« Keyboard commands. Standard keyboard commands are supported in many areas, such as
when you move pages in the page tree or in the rich-text editor.

« Search. Supported in many areas to locate, such as pages in the page tree or media in the
folder structure.

« Adaptable work environment. Resize and pin the panes depending on what you are currently
doing, and add and remove gadgets of your choice for quick access to functionality.
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« Support for time zones. Publishing actions in the edit view are done in your local time zone,

whereas administrative actions are based on server time.

« Context menus are available in many areas, such as in the panes, the page tree and in item list-
ings. The menu displays different available options depending on where in the interface you are

and what you are doing.

* '+ e|m(m]

Sites Tasks Project Items

Q

Start
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Media
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[ search
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Realize the benefits of using Alloy Plan. Our customers see on average an 80% increase in
delivery of their projects on time, on budget and with minimal risk involved.

Work with an Alloy Technology partner to define the scale of your organization's needs and
find the best fit with Alloy Plan
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Panes

The user interface has a left-hand and a right-hand pane, which can b
additional gadgets.

¥ Pane pin is used for expanding and locking the panes in an open

W New Folder

B New Block “

e adjusted and extended with

position.

Settings for a pane or a gadget allow you to configure or remove a gadget, or rearrange gadgets

in a pane.
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Left-hand navigation pane

Contains the page tree structure (Pages), language branch (Sites) navigation, tasks management
(Tasks), and project items (Project Items) by default.

e B

Sites Tasks Project Items

Q

= Root

1]
4

= Start

Alloy Plan
Alloy Track
Alloy Meet
Abhout us

B & How to buy
& Campaigns

Search

B & Customer Zone
+ =- -

Right-hand assets pane

Contains the Media and Blocks folder structures by default. Drag and drop one or multiple items
from the assets pane into the content you are currently working on.

You can also drag and drop multiple items within the assets pane, and delete, cut or copy and paste
them, from the context menu or with standard keyboard shortcuts. Any unselected children folders
are also moved, copied or deleted.

Note: If you copy and paste multiple folders on different levels, they will be on the
same level when pasted.
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Beam + B
® | options - | 3=

[5 Start

3 Alloy Track Video
[i@ call to action

B[ Campaigns

AlIOY

B| | Contact portraits =z
E B[ Customer Zone
B[ Events

= News

[(3 startpage

Wherever you
meet!

Alloy solves the two most
pressing problems in long , 8
distance collaboration - -
better communication and

@ For This Page

“ Upload files by dropping them here or click to
browse

- Patrick-Jane_KeyNote.png

. ? ToddSlayton.j
better project management aim =
b
+ | = -
Alloy Plan
Project management has never been Versions

=1 Project: None (use primary drafts) » =-

If you have Episerver Commerce or Episerver Forms installed, the assets pane also displays the
Catalogs and Forms gadgets per default.

Editing

The toolbar on top displays an actions menu with context-sensitive publishing options which vary
depending on content status and user access rights. During editing, content status and autosave
information are displayed.
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Autosaved 10:54 AM Changes to be published Publish? -~

Undo?

Last changed by you,
1 minute ago.

About us ; ,b

Alloy Meet

Last published by
You, Today, 10:54 AM
View on website

v FReady to Publish
Schedule for Publish

'O u t I ) Revert to Published

When working with content such as pages and blocks in CMS, or catalog content in Commerce,
there are two editing views, On-Page Editing and All Properties, with buttons to switch between
them.

E On-Page Editing view provides quick access to direct editing of a selection of content prop-
erties.

E All Properties view provides access to all available properties including more advanced ones
such as access rights and language settings.

When editing content properties, these options are common when adding, deleting, or selecting
items:

Click to select (a category, for example).
E] Click to select (an image in a media folder, or a page in the page tree).

] Click to remove (a category, for example).
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Real-time Updates

Episerver is by default set up to display project comments and changes to projects in the user inter-
face immediately. If Episerver experiences problems with the these immediate updates, the fol-
lowing dialog box appears.

Real-time Updates

A real-time connection could not be established with the
server. This may be caused by incorrect configuration. Please
read the documentation for further information.

OK

The Real-time Updates dialog box can have two main reasons. It appears because Episerver has
encountered a network problem and cannot connect to the web server, or because your system
does not have the WebSocket protocol enabled, which is used for the real-time updates of the user
interface.

Network problems

Network problems occur if there is an error in the web server configuration, or if there are problems
with your corporate network or the with Internet connection. As long as there is a problem, you are
unable to continue working with Episerver.

Whatever the reason, Episerver will try to reconnect to the web server. If it still cannot connect
after a number of attempts, you get an error message saying: “The server has been unavailable for
an extended period of time. Please verify the internet connection and refresh the browser.”

Contact your IT department or Internet service provider if the problem persists.

WebSocket support

WebSocket is an Internet protocol used to automatically update the Episerver user interface.

If you are using the projects feature, the WebSocket protocol is used to check for new or updated
comments and project items from other users. As soon as one of your colleagues adds a comment
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or project item, Episerver automatically updates your user interface and displays the comment or
item (assuming you have the projects interface open).

However, the WebSocket protocol must be enabled for your system by an administrator for the real-
time updates to work. If it was not enabled, you can still work with Episerver and with projects and
comments but you need to manually refresh the user interface with the Refresh button to see new
comments or items.

Depending on the system configuration when the WebSocket protocol is disabled, you may or may
not see the Real-time Updates dialog box.

My settings

Under the global menu > your user name > My settings, you can change some of your account set-
tings. User name and password are usually set in an external system, such as Windows or an SQL
database, and cannot be changed in Episerver in that case.

In the Display Options tab, you find the following settings:

« Personal language. Select your desired user interface language from the drop-down. This set-
tings affects the language of the user interface, such as texts in buttons and dialog boxes. It
does not affect the language of your website.

« Limit touch support. On touch-screen devices, browsers may have difficulties prioritizing
between input from the screen and from the mouse, which may cause problems such as mak-
ing it impossible to resize panes using the mouse. If you experience problems with Episerver
and the touch screen, enable the Limit touch support feature. This feature prioritizes mouse
input over touch screen input and enables the mouse for interactions such as drag and drop, res-
izing of panes, and so on.
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My Settings @

User Information || Display Options

Language Settings

Personal Language Use system language ]

Views

I|:| Limit touch support I

Reset all views to system default. This will remove any customizations like added, deleted or moved gadgets and restore the
panels to system default.

Save

« Reset all views to system default. You can reset your user interface views to the settings. If
you have changes to the user interfaces, such as added, moved or deleted gadgets, these
changes are undone and the default views are displayed.

Add-ons

An add-on is a plug-in or module, developed by Episerver or Episerver partners, to extend the cap-
abilities of Episerver. A developer (or someone with administrative access rights) installs most add-
ons. See Episerver World for installation, configuration, and customizing details for each add-on.

When they are installed on the website, you can add some of the add-ons as gadgets to the dash-
board or to the navigation Or assets panes in edit view.
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Language |Status |Saved - |B1|,|r
en Previoushy Jun 13, 1:26 PM you
Published
=~ -
+ Languages

E2 svenska Mot created yet Create
&= norsk Mot created yet Create
a= dansk Mot created yet Create
gy =- o
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Shopping flow

The two most common types of e-commerce websites are:

« Business-to-Consumer (B2C): designed for selling goods and services to consumers.

« Business-to-Business (B2B): used to build strategic relationships with other businesses, and
to ease the supply and procurement processes that characterize trade among those organ-
izations.

Sites can have multiple roles, and a single site can provide several functions. Episerver Commerce
is a flexible platform allowing for seamless integration with external systems such as
financial, CRM, inventory, warehouse, and customer service systems.

A typical B2C shopping flow involves a number of interactions between a site visitor, Episerver
Commerce, and any integrated external system. You can automate the shopping flow so that it
requires little manual attention. But if needed, you can monitor, access, and manually handle

a purchase order from the Orders system.

The following example shows a B2C shopping flow and the actions and tasks involved.
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Shopping flow example

2. Start 3. Add 4. Add 5. Order
checkout address payment created

b

Order
‘ 1.Cat | r—=——=—==—=====@= === confirmation

r
created ‘ ( ( \
N ) ERP system l \ Inventory/ ‘

warehouse

system v

[ DAM system a 6. Order
i ( R Customer pmessing
‘ F’aymen{t\ services «+ Inventory
\ gatewayl(s) ) o

» Shipment split

]
[l PIM system }
]

[. CRM system ]

|
. ) ]
Shipping

gatewayl(s) |
A |

Packin
Tracking # slip .

Picklist

) ¥ .
‘ 10. Returns/ c:m%’:t‘:’d, 8. Add to 7. Shipment
. Exchanges shlp ped picklist released .

1. Cart created.

In the shopping flow example, a customer does not need to register on the site to make a pur-
chase. The order process starts when the visitor selects a product and adds it to a

shopping cart. A cart (basket) is created and saved in the system, and is viewed in Order Man-
agement > Carts. If the customer does not complete the checkout procedure, the cart remains
in the system for a specified time.

If the customer returns to the website, the cart is available for continued shopping. Already, in
this early step, the system performs inventory and pricing checks for warehouse availability
and discounts for products in the cart. These checks are updated if the customer returns to the
cart.

2. Start checkout.

When the customer completes the purchase and proceeds to checkout, the first step of the
checkout procedure is initiated.
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. Add address.

The shipping and billing address information is added together with the preferred type of deliv-
ery (First class, Express, and so on). An anonymous customer can add the address information
manually; a registered and logged-in customer can populate the address information auto-
matically. You can also set up the system to split shipments and ship to different addresses.

. Add payment.

The payment is added to the purchase order-to-be. The system calculates the total, including
purchase amount and shipping fee. The customer selects a payment method, such as credit
card or PayPal. The payment is registered and verified. Payment can happen instantly or after
a specified time, depending on how the payment process is set up and the solution type (B2C
or B2B). You can also set up split payments, if the system is configured for this.

. Order created.

Usually, the purchase order is created in the system when the payment is settled. In the last
checkout step, a purchase order number is created, the customer confirms the purchase, and
an order confirmation is sent to the customer. The shopping cart is converted to a purchase
order, which is visible with status In Progress in Order Management > Purchase Orders.

. Order processing.

After the order is created, order processing starts to check the warehouse and inventory status
for the products in the order, and creates the actual shipment. Inventory status for the products
may split the order into more than one shipment.

. Shipment released.

After the shipment is verified, it is released. The purchase order now appears in Order Man-
agement > Shipping/Receiving with the status Released for Shipping.

. Add to picklist.

Warehouse personnel use a picklist to create the physical shipping of the order's products, and
produce a packing slip that is attached to the package.

. Order completed/shipped.

After the system creates picklists with different orders and their respective packing slips, the
order is set to Completed by creating a shipment validation number that is associated with a
tracking number. You can enter the tracking number manually, or automatically if such an integ-
ration exists. The tracking number connects the physical package with the shipping provider for
the delivery, and tracks the package on its way to the delivery address. The purchase order
appears in Order Management > Purchase Orders again, with status Completed.

Return/Exchanges.

Only completed orders are subject to a return or exchange. You can create returns auto-
matically or manually by replacing a delivered product with another one in exchange, or a
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payment refunds, or both. When you create a return, it appears in Order Management
> Shipping/Receiving > Returns. Order status may be Awaiting Exchange.

If the return involves replacement of a new product, the shipping procedure is initiated again.
The return also may involve receiving a faulty product, in which case a receiving procedure is
initiated involving the acknowledgment of a receiving receipt for the returned product.
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Integrating with external systems

Episerver Commerce is a flexible platform built for integration with other business systems needed
in an e-commerce environment. These systems are typically integrated with various parts of the
shopping flow, for exchange of data with Episerver Commerce.

You can integrate the following business systems with Episerver Commerce.

« Financial system: Invoice management, payment refunds, and sales reporting.
« CRM (Customer Relationship Management): Customer profiles and contact information.

« ERP (Enterprise Resource Planning): Pricing, warehouses and inventories, customers, and so
on.

« PIM (Product Information Management): Product details for output to different online and print
channels.

« DAM (Digital Asset Management): Product-related assets, such as images and videos.

« Payment gateways: Payment solutions, such as credit cards and PayPal.

« Shipping gateways: Shipping providers and exchange of tracking information.

« Inventory/warehouse system: Inventory information exchange in connected warehouses.

« Customer services: Order status information.
You can extend your Episerver Commerce solution with additional modules from Episerver and
third-party providers. Extension modules are available from the Episerver Add-on Store in epi-

server.com.

© Episerver 2019


https://world.episerver.com/add-ons-page/
https://world.episerver.com/add-ons-page/

34 | Episerver Commerce User Guide 2019-07-10

Catalogs

A catalog consists of products and variants (SKUs) organized into a structure based on product cat-
egories or nodes. Products and variants have associated information such as:

® pricing
* markets
® inventories

e warehouses

« assets, such as images and documents

A product can exist in one or more catalogs. Catalogs are independent from one another. You can
create as many catalogs as you want and assign them to one or more websites. And while you
often import product catalogs from an externally integrated system, you can create them manually.
Further, you can define dates when a catalog is available, so you can prepare future revisions to
items, and review them in advance of the release date.

Note: This documentation describes examples from the sample catalog delivered with
the Episerver Commerce sample site. Your installation may look different from the
sample catalog.

Catalog structure

A catalog is the top-level container for all types of products. You can structure a catalog in a num-
ber of ways. For example, your site has several brands or product lines, and each brand or product
line has its own catalog. Or, a retailer may have multiple suppliers, and you can segment each sup-
plier into its own catalog. See also: Working with catalog entries.

Catalog meta-classes and meta-fields

You can define meta-classes and meta-fields for both catalogs and orders in the Administration part of
Commerce Manager. For example, you create a meta-class called Wine. Then, add meta-fields to
capture characteristics of wine, such as color, taste, vintage and maturity.
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Importing and exporting a catalog

You can import a product catalog from an external system into Episerver Commerce. You can also
export a catalog.

When to import or export

When setting up an e-commerce site, you need to get the products into the system. You may also
need to import a product catalog as new items are added to an external system's catalog. Or, you
might want to move or copy catalogs between websites.

While you can manually create a catalog and add catalog entries, that option is less useful with a large
catalog. Instead, use one of the import or export methods to efficiently move products into and out
of a catalog.

Import and export methods

« Import/Export feature. Export a product catalog or import a .zip file into Episerver Commerce.

« CSV Import. Manage a product catalog in bulk using the Import via CSV files, which uses an Excel
spreadsheet saved as a .csv file. Before the import or export, the product types are mapped to
the catalog structure and format. You can use the CSV import feature for your entire catalog, or
just portions of it.

Depending on the import or export setup, you may need to manually edit the information for imported
products (such as adding images, documents, and associations) and their variations to complete
the task.

Importing or exporting catalog data

The Import/Export feature imports .zip files exported from Commerce Manager. It is a quick way to
import catalogs from other websites and start with a base for expanding a catalog.
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Importing a catalog

1. Go to Commerce Manager > Catalog management page.
2. Select Import/Export > Import Catalog.

[ Mew Catalog é]lmpu:urt Export* Q]M-:ure Actions -

] M ﬂg CSV Import Catalog

[l s O 4% import Catalog
ﬂ‘é‘, Export Catalog

3. Drag and drop the catalog file from the source location. The uploaded files appear in the import
list.

4. Click Start Import. A progress window shows the status.

5. When the import is complete, close the progress window.

Dashboard CMS H&yn=E=y Add-ons EPISERVER @ 7 XL admin

Catalog Commerce Manager

‘Welcome, admin ¥ Change Language About ~ 6 Get Help For Th

Catalog Management = F—

=™ Catalog Management

", Caralog Entry Search It is strongly recommended that you back up your ECF database before performing import.

= Catalog Batch Update To import catalog, please pick up an existing file from the grid below or upload a new one. Then click the button 'Start Import' to start importing

=<3 Catalogs
1+l [_] Departmental Catalog Files Available For Import:
T late
9 Templates Actions File Name Size Created Last Updated

Download | Delete ProductCatalog-20131113-133709.zip 1.40 ME Today, 1:42 PM Today, 1:42 PM

1 Page 1 of 1 (1 items)

Upload .Zip Files:

T Drag files here for uploading!
«

Market Management

Customer Management

Catalog Management

uﬁ Order Management

13

Doverwr\te duplicate entries and nodes
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1. Go to Commerce Manager > Catalog management page.
2. All catalog nodes appear. Select the appropriate ones.

3. Select Import/Export > Export Catalog. The Export Catalog screen appears.

[ New Catalog jlmpurt Export jl‘ﬂnre Actions

] M ﬂE CSV Import Catalog

[ ﬂﬁ O ﬂE Import Catalog

:l ﬂﬁ Export Catalog %

4. Export catalog items in the following ways.
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« To export everything in the catalog node, click Start Export. A progress window shows the

export status. When the export is complete, close the window.

« To export selected files, click Download next to each item.

O GCet Help For This Page

Export

You're about to export a catalog. Click the button to start.

Exported Files List
Actions File Name Size Created
Download | Delete CatalogExport_Catalog_Wine_Sample.zip 742.90 KB Today, 10:31 AM

1

5. Click Download to copy the exported catalog file to your computer.

Importing a catalog using CSV files

Last Updated
Today, 10:31 AM

Page 1 of 1 (1 items)

You can import and manage catalog entries in bulk using an Excel spreadsheet (CSV format) as an
alternative to manually creating catalog entries, which is tedious when dealing with a large amount of

catalog data.

This section explains how to complete these tasks.
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« Import .csv spreadsheets to create catalog entries in Commerce Manager.

« Assign catalog items to your category structure.

« Associate an entry with others (such as a variant/SKU appears within a product or a package).
« Edit or delete catalog items.

Using the CSV import feature

Follow these steps to import and set up a new catalog.

1. Create CSV data files (using an Excel spreadsheet or Notepad, for example) with information
about categories, entries, and entry relations following the specification below. See also: Sample
CSV files.

CSV file format

« Inthe first row, insert headers that correspond to data attributes being imported (for
example, product name, price, description, image file location).

« Use the following attributes to identify each item being imported.

o Code. A unique code to identify each category or entry.
o Name. A unique name for each data row.

o Entry Type. (for catalog entries only) In each row, insert one of the following terms to
indicate entry type.

= Product
= Variation
= Package
= Bundle

o Parent & Child Entry Code (for entry relations only). Specify the relationship between
entries (for example, to display product variations). For example, you want to relate a
variant to a product. In this case, the parent entry code is the product's code, and the
child entry code is the variant's code.

For an example of using this attribute, see CSV File Type 3—Entry relations file.

You can also use the Category Code attribute to create a hierarchy in your catalog.

o Action. Specify the import action.

= Insert
= Update
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m Delete

Note: You must specify a command for each row of the CSV file.
If you enter Insert for data that already exists, or Update if no data
exists, an error occurs during import, and those rows are not imported.

o Category Code (by comma). Specify the entry's category.
o SEO URL. A unique URL for each catalog item.

Waming: An error occurs if you import a file that contains more than one
occurrence of the same URL.

2. Create necessary meta fields for the new catalog entries. See also: Creating a catalog meta class.

3. Foreach CSYV file, create a mapping file, which links data in the CSV file to Commerce Man-
ager attributes.

Mapping file types

Select the type of mapping file you need.

Mapping file
type

Used to specify

Category w/
Meta Data

Entry w/ Meta
Data

Entry Relation

Entry Asso-
ciation

Variant w/
Inventory

Data for categories or subcategories within a
catalog

Data for catalog entries (packages, products,
variant/SKUs, and bundles)

Relationships between entries. For example,
many SKUs to one product, or several SKUs and
products to a package.

Associations among entries (such as, advert-
ising other items under text like "You may also be
interested in...")

Information for the Inventory tab.
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Mapping file .
e Used to specify
. . . - i )E —
Sale Price Information for the Pricing tab. &Y f",e : ,e &
Sale price file

For each mapping file type, the view displays a different set of fields and attributes. You manu-
ally assign attributes to each CSV file data column.

4. In Commerce Manager > Catalog Management, choose an existing catalog folder or create a
new one to which to import.

5. Choose Import/export > CSV Import.

6. Drag and drop the CSV files you created in step 1.

7. Import the CSV files and their corresponding mapping files.

Sample CSV files

CSV File type |—Category file

A category file specifies data for categories or subcategories within a catalog.
« The top row has column headers that match metadata fields. The headers can also have dif-
ferent names.
« Category Code in column B is important because it specifies where the entry data is stored.

« The code under Parent Code (column C) can be used to create subcategories. If Parent Code is
set to null or root, the category is created in a catalog's root level. Figure 1 shows that Infants
and Toddlers categories are created at the root level, while the Diapering Supplies category is
located under Infants as a subcategory.

Figure 1: CSV file type 1, category file

A B C D E F G H I
1 Action Category Code Parent Code Category Mame Available from Expires on Available (True/False) Sort Order
2 |Insert Catl null Infants 1/1/2008 6/1/2009 TRUE 1
3 |Insert Cat2 null Toddlers 1/1/2009 6/1/2009 TRUE 2
4 |Insert Catlo Catl Diapering Supplies 1/1/2008 5/1/2009 TRUE 0
5

CSV File Type 2—Entry files

Entry files specify data for catalog entries. The Products, Variant/SKUs, and Packages CSV files
for this example are shown in Figures 2, 3, and 4.
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Figure 2: CSV file type 2, entry file, products

A B e D E F G H | J
1 |Action Product Code Product Name Entry Type Category Code Available from Expires on Available (True/False) Description
2 |Insert Prodl Diapers Product  Catll 1/1/2009 6/1/2009 TRUE TestBrand Diapers
3 |Insert Prod2 Wipes Product  Catll 1/1/2009 5/1/2009 TRUE TestBrand Baby Wipes
4 |Insert Prod3 Potty Training Pants Product  Cat2 1/1/2009 6/1/2009 TRUE TesetBrand Potty Pants
=

Figure 3: CSV file type 2, entry file, variations

A B C D E F G H 1 1 K
Variation Category Available

1 |Action Code Variation Name Entry Type  Code Availagle from  Expireson  (True/False) Description Primary Image
Disposable E:\ECF_BabySampleCatalog\Bab

2 |Insert Varl Diapers - Newborn size Variation  Catl0 1/1/2009 6:00 10/1/2012 18:00 TRUE newborn diapers yCatlaogimages\NBDiapers.jpg

3 |Insert Var2 Diapers - size 1 Variation |Catl0 1/1/2009 6:00 10/1/2012 18:00 TRUE

4 |Insert Var3 Diapers - size 2 Variation | Catl0 1/1/2009 6:00 10/1/2012 18:00 TRUE

5 |Insert |Vard Diapers - size 3 Variation |Catl0 1/1/2009 6:00 10/1/2012 18:00 TRUE

6 |Insert Vars Diapers - size 4 Variation |Catl0 1/1/2009 6:00 10/1/2012 18:00 TRUE

7 |Insert Varf Training Pants - Blue Variation Cat2 1/2/200911:00 10/1/2012 18:00 TRUE

8 |Insert Var7 Training Pants - Pink Variation | Cat2 1/2/2009 11:00 10/1/2012 18:00 TRUE

9 |Insert Var8 Training Pants - Yellow Variation Cat2 1/2/200911:00 10/1/2012 18:00 TRUE

10 |Insert Var9 Baby Wipes - Portable 80 ct Variation Catl0 1/2/2009 11:00 10/1/2012 18:00 TRUE

11 |Insert Varl0 Baby Wipes - 300 ct Variation Catl0 1/2/200911:00 10/1/2012 18:00 TRUE

12 |Insert Varll Baby Wipes - 700 ct Variation | Catl0 1/2/2009 11:00 10/1/2012 18:00 TRUE

13

14

Figure 4: CSV file type 2, entry file, packages

A B C D E F G H |
1 |Action Package Code Package Mame Entry Type Category Code Available from Expireson Available (True/False)
2 |Insert Package NB  Mewborn Package Package  CatlDd 1/1/2009 12/31/2010 TRLE
3 |Insert Package3to6 3to6moPackage Package — CatlDd 1/1/2009 12/31/2010 TRUE
4

CSV File Type 3—Entry relations file

The entry relations file links one entry to others. In the following example, Var1 through Var5 (dif-
ferent diaper sizes) are associated with Prod1 (Diapers), while Var9through Var11 (different quant-
ity for wipes) are associated with Prod2 (Wipes), and so on. Some variants are assigned to
packages.

Note: The Prod, Var, and Package codes must be the codes from the entry CSV files
(Figures 2, 3, and 4). If you include codes not defined in the entry CSV files, an error
occurs when they are imported into Commerce Manager.

Figure 5: CSV file type 3, entry relations file
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A B C D

1 |Action Parent Entry Code Child Entry Code
2 |Insert Prodl Warl

3 |Insert Prodl Var2

4 |Insert Prodl Var3

5 |Insert Prodl Vard

& |Insert Prodl War3

7 |Insert Prod2 Varg

2 |Insert Prod2 Varll

9 |Insert Prod2 Varll

10 |Insert Prod3 Varg

11 |Insert Prod3 Var7

12 |Insert Prod3 Wars

13 |Insert Package MB Varl

14 |Insert Package MB Varlod

15 |Insert Package3tof Var2

16 |Insert Package3iod Varlod

17

CSY file type 4—Associations file

The associations file creates associations among different entries. In Figure 6, Var10is associated
to Vari as an accessory, and Var2to Var1 as a cross-sell item.

Figure 6: CSV file type 4, associations file

A B C D E F G
1 |Action Baby Catalog Association NMame Parent Entry Code Child Entry Code Sort Order Association Type
2 |Insert Accessories Varl Varld 1 Optional
3 |Insert Customers Who Bought This Item Also Bought Varl Var2 2 Optional
4

CSY file type 5—Pricingl/inventory file

The pricing/inventory file specifies information for each entry's Pricing/Inventory tab.

Figure 7: CSV file type 5, pricing/inventory file
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3 |Update

4 |Update Var3
Update Vars
Update Vars
Update V;
& |update Var7
5 |Update Varg
0 |Update Varg
11 |Update |Varlo
12 |Update |V

5.9% General 53

I

General 53 TRUE

TRUE

I

Warehouse
Warehouse

G H

Weight Package

1 box
1 box
1 box
1 box
1 box
1 box
1 box
1 box
1 box
1 box
1 box

CSY file type 6—Sale price file

i K L [

Reorder

Min Quantity Max Quantity In Sto
=

N o P

Allow

0 TRUE
0 TRUE
0 TRUE
0 TRUE
0 TRUE
0 TRUE
0 TRUE
0 TRUE
0 TRUE
0 TRUE
0 TRUE

ck Reserved Min. Gty Freorder Gty Backorder Gty Backorder Precrder Statu:
2 3 o o

TRU

TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE

The sale price file specifies information for the pricing section of the Pricing/Inventory page.

Figure 8: CSV file type 6, sale price file

WO |0 =] | (LN R e

= e
[TE N R =

A
Action
Insert
Insert
Insert
Insert
Insert
Insert
Insert
Insert
Insert
Insert
Insert

G

1/1/2009 6:00
1/1/2009 6:00
1/1/2009 6:00
1/1/2009 6:00
1/1/2009 6:00
1/2/2009 11:00
1/2/2009 11:00
1/2/2009 11:00
1/2/2009 11:00
1/2/2009 11:00

B C D E F
Entry Code Sale Type Sale Code Unit Price Currency Start Date
Warl BEVL 16.99 UsD
War2 BBWV2 17.99 UsD
Vari BBV 17.99 UsD
Vard BEV4 18.99 UsD
Vars BBYS 18.99 UsSD
Varg BBYVE 23.99 UsD
Vary BBWY 23.99 UsD
Varg BBYVE 23.99 UsD
Wargd BEWVS 4.49 UsSD
Varld BEV1O 15.99 UsSD
Varll BEV11 25.99 UsSD

1/2/2009 11:00

F{

End Date
10/1/2009 18:00
10/1/2009 18:00
10/1/2009 18:00
10/1/2009 18:00
10/1/2009 18:00
6,/3/2009 23:00
6,/2/2009 22:00
6,/1/2009 19:00
6/2/2008 22:00
6/2/2008 22:00
6/2/2008 22:00

Export of Commerce Catalog Data to Episerver Campaign
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You can set up a periodic transfer of the latest product data from Commerce to Campaign. (For
more information, see Commerce-Campaign integration.)

In Campaign, the Commerce product data is used in a Content Interface Paragraph. The data can
be rendered dynamically based on personal recommendations, or as a static product recom-
mendation rendered for all recipients who get the paragraph in their message. See also: Content
interface paragraph in the Episerver User Guide.
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Browsing and searching catalogs

Go to Commerce > Catalog to browse catalogs and their related categories, products, and variants. YOu can
also search for catalog entries.

Browsing catalogs

Click Catalogs to browse the list of catalogs. The following image shows multiple catalog nodes
containing different types of products.

K L]
=

Fashion ) Mens Catalog items|
Q Mens Shoes
i Catalog Root = Market Al v i
= Fashion
2% Mens 4 Name Code Price  Stock  Publishc
{¥ Mens Shoes =|
] Mens sackets » 0 Wl @ F306d Glory Mens Canvas Twin Gore Sp-0n 3515, v
¥ Mens Shirts
18] Mens Sweatshirts >0 ™= er Loafers Shoes P-44477 v
@ Womens _ Click arrow to display
_~_ related products and
O variants pers Shoes £-30850 v

» (] YN @ Puma Black Suede Athletic Sneakers p-30813 v

» ] Wy [ Puma Brown Suede Athletic Sneakers Shoes  P-42517 v

4/22/15, 4/22/35, Fashion

- ima Grz i =
>0 i Puma Gray Textile Boat Shoes P-44466 v 7:48 AM 7:48 AM product

Select a catalog tree node (such as Books-Art) to view its categories and catalog entries, which
appear in the Catalog item list. The list displays the name, code, price, and availability of products
and their variants. To filter an item list by market, use the Market selector at the top. You can also
display or hide thumbnail images by clicking the Show as button in the top right.

Select a category and drill down until you see products, packages, and bundles. Select the arrow
next to a product, package or bundle to display related products and variants. Inventory and pricing
information appears for variants.

Catalog items have icons, which help you identify their content type.

R

il category
BE bundle
| package
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Meaning
W product
i variant

Select a product or variant to view and edit its content. See also: Editing and publishing catalog entries.

= | +» 2
Fashion » Mens » -
{"[Mens Shoes -

=t

= Market All -
« Name Code Price Stock  Publishe Availabl Expires Product
from Type
Faded Glory Mens Canvas Twin Gore Slip-On 4/22/15, 4/22/35, Fashion -
v - 1 1 =-
| m B ghae p-3s127 v 7:47 AM 7:47 AM product =
Faded Glory Mens Canvas Twin Gore Slip- SKU- 1997 4/22/15, 4/22/35, Fashion
i i i
| k— i On Shoe 361271¢ $19.50 v 7:47 AM 7:47 AM Variant
Faded Glory Mens Canvas Twin Gore Slip- SKU- 1356 4/22/15, 4/22/35, Fashion
i : :
| ‘— b On Shoe 361271¢ LT 4 7:47 AM 7:47 AM Variant

Faded Glory Mens Canvas Twin Gore Slip- SKU- 1914 4/22/15, 4/22/35, Fashion
i
| k—‘ i On Shoe 361271¢ $19.50 v 7:47 AM 7:47 AM Variant
Faded Glory Mens Canvas Twin Gore Slip- SKU- 2145 4/22/15, 4/22/35, Fashion
i i :
| m—‘ b On Shoe 361272C HEET 7 7:47 AM 7:47 AM Variant

Searching for catalog entries
To search for catalog entries from the Catalog tree, enter keywords into the search field. If you

enter keywords inside quotation marks (such as "canvas"), the search only returns entries with
those exact terms. See also: Search.
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Fashion » Mens

Q canvas| @) | {"IMens Shoes

¢ & No Boundaries 18" Printed Can...
] Mo Boundaries 18" Printed Can...
"l Mo Boundaries 18" Printed Can... « [Man

"] Mo Boundaries 18" Printed Can... '

| Mo Boundaries 18" Printed Can... Fad:
A “ 8
Sho

Wl Manc Chirte

Accessing products in CMS

You can also access catalog entries from edit view through the Catalogs gadget in the assets pane.
The gadget is useful when dragging-and-dropping catalog entries into content areas. See

also: Managing content.

Creating and editing a catalog

To manually create a catalog, define its properties then add catalog entries, such as products and variants.
You can create a catalog only under the catalog root level. (Alternatively, you can import catalog con-
tent from an external source.)

Tip: When creating a catalog structure, carefully consider its maintenance and per-
formance aspects. Do not build hierarchies of categories, products and variants that
are too deep. On the other hand, a flat catalog structure with too many entries in the
same category can negatively impact performance.

1. In the Catalog Root context menu, select New Catalog. Or, click + > Catalog at the top of the
screen.
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Q canvas a
=] | Catalog Root + Languag Curi
& {5 Fashion
2" Mens #;2 Edit Approval Sequence English ggu,

Mew Catalo
{"] Mens Shoes L] !

{" Mens Jackets

2. Enter the catalog details. The system automatically saves the catalog, but it is not available on
the website until published. See Working with versions.

« Name. Enter the name to appear in the catalog listing.

« Name in URL. Automatically created link, based on name and place in the navigation;
depends on the implementation if this is visible in links on the site.

« Default currency. Enter the default currency for this catalog's entries. See available currency
options.
« Default language. Enter the default (master) language for this catalog's entries.

« Base weight. Enter the standard weight unit applied to catalog entries when calculating
weight values for shipping totals in the checkout.

« Available languages. Select languages (in addition to the master language) for this cata-
log's content. See Managing website languages.

Catalog properties are global, meaning catalog entries inherit settings from the default
(master) language catalog. You can edit properties only from the default (master) language,
so if you need to edit properties, switch to the default language. The default language is
usually the first language listed next to Languages in the header.

Note: Changing a catalog's default language is rarely needed. But if you do,
some catalog properties might have empty values.

Deleting a catalog

Warning: Deleting a catalog may cause things to stop working on your site. Before
doing so, you may want to export it and save it for future use.
Also, the delete operation may take some time, depending on catalog size.

1. Select the desired catalog in the catalog tree.
2. Click Delete in the context menu.
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3. Click Delete Catalog.

Working with catalog entries

The Catalog interface in Episerver Commerce enables you to work with catalog data. Marketers
may want to create new products and variants, and merchandisers may want to enrich products as
they are added to e-commerce channels. E-commerce solutions integrated with an external ERP
system may have products with core data that only needs to be completed within Episerver Com-
merce. In other scenarios, you can create new products from scratch.

When working with catalog entries, you typically complete the following tasks.
« Locate incomplete products added from integrated systems, add content and media, then cat-
egorize and publish them.

« Create products, add content and media from external sources, then publish them.

« Add missing information to variants: product codes, internal and display names, properties,
media, pricing, and inventory information.

Creating a catalog entry

Create a new catalog entry from the catalog tree's context menu or the Add content button at top.
When you expand the catalog tree, context-sensitive options appear. For example, after selecting a
category, you can create a new category, product, variant, package, or bundle. After selecting a
product, you can create new products or variants.
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The following example shows how to create a catalog entry.

1. Expand the catalog tree and navigate to the desired category.
2. Select the category within which you want to create the catalog entry.

3. From the context menu, select New > Product, Variant/SKU, Package, or Bundle. See
also: Types of catalog entries.

4. Enter a name for the item.

5. If your Episerver Commerce system supports multiple product types, the system suggests a
default one based on the context and previous similar actions. Choose a product type.

6. Complete the product's or variant's properties. See also: Catalog entry properties. Episerver Com-
merce saves the item automatically but it is not available on the website until published.

Because variants belong to the lowest level in the product hierarchy, you cannot add sub-entries for
them; you only can edit them.

Note: The catalog tree does not display products or variants; only category nodes.
Use the catalog item list to work with products and variants.

To learn about other catalog entry tasks, such as editing, deleting, moving and so on, see Editing cata-
log entries
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Types of catalog entries

Each catalog entry has a type.

« Category. fa way to group products, such as Art Books or Cocktail Dresses. See also: Work-

ing with categories.

« Product. ™ Merchandise you can display on a front-end site. A product typically consists of
several variants. Customers purchase a variant.

« Variant or SKU. "l A purchasable product with specific characteristics, such as size, color,
sleeve length, and price.

« Package. " Similar to a variant because it is a purchasable item. For example, a shirt and hat
combination is shrink-wrapped together and sold as a unit. Although a package is made up of
multiple variants, it has a unique SKU number and appears as a single line itemin a
shopping cart. See also: Packages and bundles.

« Bundle. A collection of variants, allowing customers to purchase two or more items at once.
Each item is priced separately. For example, a matching shirt and hat, presented together on
the front-end so a user can buy both items at once. Each item appears on its own line in a shop-
ping cart. See also: Packages and bundles.

Editing catalog entries

After you import products and variants, you can add to, edit or delete them.

Properties for products and variants are similar, but pricing and inventory information is only defined
for variants. See also: Catalog entry properties

Note: Changes to related entries, pricing and inventory information are immediately
published and visible on the website, and are not part of the publishing flow.
Changes to content and assets must be published to become visible on the website.
See Working with versions for publishing information.

Catalog-specific editing options

The catalog item list has on the top right a Select view with additional editing options. Use these to
edit and access the Pricing, Inventory, Categories, or Related Entries views.
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Editing multiple catalog entries

You can work with several catalog entries at once by

1. Selecting items.
2. Clicking toolbar buttons, such as cut, copy, paste, or delete.
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B + -

Fashion » Mens
{"lMens Shirts

% W & o X =

+« Name Code Price Stock Publishe Av
frc
4/z
£ Beefy-T Short Sleeve Tee p-22471 v e

B L/S ComfortBlend Tee

& printed Short Sleeve Beefy Tee p-22154 v ;"r:
4z
& Short Sleeve Polo P-36063 v .

Wrangler Jeans Co Red Mens' Long Sleeve _ 4z
a Woven Shirt p-a2382 v P
[ ‘ £ Wrangler Mens' Short Sleeve Western Shirt P-42382 v ;"r:

Updating multiple catalog entries at once

As a catalog grows larger, use the Catalog Batch Update to update multiple catalog entries at once.
The option lets you filter items of interest then update several at once.
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1. Go to Commerce manager > Catalog Management > Catalog Batch Update. The Batch Update

screen appears.

Welcome ™ Change Language About”

Cartalog Management 2

Main Adjustment A Filters
== Catalog Management Entry TYPE!  variation /Sku -  language English (United States) v
Catalog Entry Search . .
. Meta Class:  pefaylt Catalog Entry - Catalog /Catedory. g catalogs -
© Caralog Batch Update
BI& Tamiiis Field: Entry : Name - Keyword(s): Apply Filter
H ] Wine
=[] Templates % Save All
Name Entry : Name

« Main Adjustment.

" Enoteca Wine Class Small

" Enoteca Wine Glass Large

M Enoteca Waiters' Friend Double Lever Corkscrew

Blue

" Enateca Waiters' Friend Double Lever Corkscrew

Red

" Enoteca Waiters' Friend Double Lever Corkscrew

Yellow

" Enoteca Decanter 1000ml

M Enoteca Decanter magnum

Enoteca Wine Glass small

Encteca Wine Glass Large

Enoteca Waiters' Friend Double Lever Corkscrew Blue

Encteca Waiters' Friend Double Lever Corkscraw Red

Encteca Waiters' Friend Double Lever Corkscraw Yellow

Enoteca Decanter 1000ml

Encteca Decanter magnum

o Entry Type. Select Product, Variation/SKU, Bundle, or Package.

o Meta Class and Field menu items depend on the Meta Class you select. Your selection
populates the Field drop-down selections.

« Additional Filters.

o Use the Language filter to select entries by language.

o Use the Catalog filter to narrow the results to one catalog.

o Enter keywords, such as Wine Glass, to narrow the search further.

2. Within search results, you can:

« Select a catalog entry and go directly to its edit page.

« Use the Field drop-down to edit a field across several catalog entries. For example, change
the display price for a group of variants. Using the Field drop-down menu, choose Vari-
ation: Display Price. The right column changes, letting you update the display price for all
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catalog entries.

‘Welcome ¥ Change Language About ¥ 6 Get Help For This Page =

>
Catalog Management % i ;
= Main Adjustment Additional Filters
= ™ Catalog Management Entry ”
| Type: 2NTyPes [=] tanguage: English (United States) [=]
4, Catalog Entry Search
Meta -
m Catalog Batch Update Class: | Default Catalog Entry [x] camiog/Category: [ catalogs [=]
Catalogs i
=] g Field: [Enery - Name |z| Keyword(s) Apply Filter
# ] Templates
@ysave an
Name Entry : Name
(Wi Enoteca Wine Glass Small Encteca Wine Glass Small i
i1 Enoteca Wine Glass Large Enoteca Wine Class Large

UM Enoteca Waiters' Friend Double Lever Corkscrew Enoteca Waiters' Friend Double Lever Corkscrew Blue

:| Elue
4~
Wit Waiters' "
ﬁ Dashboard R‘,JMEHD[EG Waiters' Friend Double Lever Corkscrew Engteca Waiters' Friend Double Lever Corkscrew Red
m SR NSNS M Enateca Waiters' Friend Double Lever Corkscraw Enoteca Waiters' Friend Double Lever Corkscrew Yellow
e [0
—| Catalog M nagement Wi Enoteca Decanter 1000mI Encteca Decanter 1000ml

ug Order Management M Enoteca Decanter magnum Encteca Decanter magnum

& Wine Class Wine Class

IE Marketing

zﬂ Asset Management & pecanter Decanter
ﬁ;i Reporting < L '

o 12 items) | Page 41
Iﬁ Administration Page Size: |20 [+] ¢ birez

Waiters Friend Waiters Friend

3. Click Save All.

Sorting catalog entries

Sorting means changing the display order of items in a category. This affects the Catalog view.

Sorting can also change the arrangement of items on your website's pages. When creating your
page templates, a developer determines how to arrange the items on a page. Sort order is one
option.

To sort catalog entries, follow these steps.

1. Navigate to the category that contains items you want to sort.
-
2. Click the Sort button =* . This enables sort mode.

Note: When sort mode is enabled, a drag handle i appears to the left of every eli-
gible item's check box.

3. Select one or more items whose sort order you want to change.

4. Drag and drop items to the new position.
Or, to sort a single item, move to its far right, click to open the context menu, and select Move
Up or Move Down.

© Episerver 2019




Catalogs | 55

Notes about sorting

« Changing anitem's sort order affects it within that category only.

« Sort mode remains enabled until you click the button a second time, even if you navigate to
other categories.

« You cannot sort categories.

Sorting variants

To sort a catalog entry's variants, follow these steps.

1. Select the catalog entry whose variants you want to sort.
2. Click the Select View button > Variants.

Options v| B—

E] On-Page Editing

[N variants

4 :
g [nventories

3. Drag and drop variants to a new position.

Duplicating catalog entries

You can duplicate an existing entry to create a new entry. If you do, it gets a unique ID, and you can
edit the following details. You can then move the new entry to different catalog tree location.

« If you duplicate a category, Episerver Commerce creates a new code, name in URL, and SEO
URL, based on the original. Name, internal name, and content are the same as the original.
Sub-entries in the original category, such as products and variants, are not duplicated.

« If you duplicate a product, variant, package, or bundle, Episerver Commerce creates a new
URL name, SEO URL, and product code based on the original. Other information (name,
internal name, content, and so on) is the same as the original.
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You can duplicate one or several catalog entries. The following example duplicates multiple vari-
ants and moves them to a different category.

1. Open the desired catalog or category node, so items you want to duplicate appear in the cata-
log item list.

2. Pin the catalog tree so it remains open.

3. Select items to be duplicated.

4. Drag selections to the desired catalog tree location.

¢ * I (+

Catalogs
Fashion » Mens
Q canvas @) | {" Mens Sweatshirts
=5 catalog Root X [ x =)
=] Fashion
21" Mens Mame

{" Mens Shoes

Mens Sweatshirts, 1D: 1073741835 (Type: Fashion Node) ’ B ComfortBlend EcoSmart Fleece

T"Mens Shirts

(" Mens Sweatshirts =- .
EcoSmart Fleece
& {7 Womens ComfortBlend EcoSmart Fleece Pullover Hood

ComfortBlend EcoSmart Fleece Sweatshirt

Fleece Full Zip Hood EcoSmart Fleece

Fleece Zip Hood

[ . ] Fleece Full Zip Hood

5. The Select Action dialog appears. Click Duplicate. The selected entries are duplicated in the
selected location.

Note: You can also use the List menu's Copy and Paste options to duplicate multiple
entries, or the Context menu's Copy and Paste options to duplicate a catalog entry.

Moving catalog entries

Moving a catalog entry is the same as assigning it to a different primary category. See Changing a cata-
log entry's primary category.
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When deleting a product or a variant, the following happens depending on how the deleted entry is

related to other catalog entries:

« If a product or variant is deleted, all links from other catalog entries to it are removed.

« If a product with associated variants is deleted, the variants are left associated with the deleted

product's category.

See also: Deleting a package or bundle

Warning: You cannot undo the deletion of catalog entries.

To delete a product or variant, select an item, open its context menu, then click Delete.

» O g £ Belted Striped Maxi Dress P-407C
b
YO ] & Braided Neck Maxi Dress P-407¢C
i SKU-
E I Braided Meck Maxi Dress 40707 $16.5C
O I Braided Meck Maxi Dress SALE $16.5C
40707 ’
Il Braided Neck Maxi Sku-
O raided Neck Maxi Dress 20707 $16.5C
m I M Braided Neck Maxi Dress S‘I“(_l:I’—\_’ $16.5C

1571

2264

1569

885

v

4/22/1 4/22/3 Fashiol
7:39 A 7:39 A produc

4/22/1 4/22/3 Fashiol
7:41 A 7:41 A produc

4f22f1 4/22/3 Fashiol
73 .

X Delete

IS
u

To delete multiple catalog entries at the same time, select the entries then click Delete in the tool-

bar.

Translating catalog entries

Like other types of content, catalog entries can exist in multiple languages. See Multi-language man-

agement.

Catalog entry properties

Catalog entries have several groups of properties that let you further define their inventory, pricing,
category information, and so on. To access properties, click the catalog entry's Select view button
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erties screen.

= | then the appropriate tab or drop-down menu option. The image below shows a variant's prop-

B +[e|m(r)

Fashion > Mens ) Mens Jackets

\_/

h
1"l Faded Glory Mens Canvas Twin Gore Slip-...

Display name
Name

Name in URL
SEO URL

Code

Markets

Faded Glory Mens Canvar

Faded Glory Mens Canvar
sku-36127195 Change
SKU-26127105 Change

SKU-26127195 Change

All Change

No changes to publish [ options | [3= |

] on-page Editing

5= All Properties

@& Inventories

© rricing

T= Ccategories

Drop-down
menu

« Related Entries

Visible to Everyone

Languages en,sv
419, Fashion Variant

Faded Glory Mens Canvas Twin Gore Slip-On Shoe

[To01s ]

1D, Type

Product

Belongs To Pricing Inventory Assets Related Entries Settings
size ]

Header

The header provides an overview of catalog entry information. Much of it is created automatically
and rarely needs to be changed, unless you manually create catalog entries. In the top left, a clickable
structure path shows the product hierarchy. Header properties are described below.

Note: Change appears next to some properties. Click it to edit a property value.

« Display name. Name on the content display page.

« Name. Name in catalog item list.

« Name in URL. URL automatically created, based on name and place in the navigation; whether
it is visible in site links depends on implementation.

« SEO URL. Automatically created based on Name; whether it is visible in site links depends on
implementation.

« Code. Product code/identification key, often provided by an external system.

« Market. Markets where the item is available. By default, a product or variant is available in all
markets.

« Visible to. Which users and groups can see the item. By default, catalog content is publicly vis-
ible and editable by CommerceAdmins group members.

« Languages. The content is available in the displayed languages. The active language is not
underlined.

« ID, Type. The ID set by the system; the content type upon which the item is based.
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The Content tab properties depend on the product or variant. For example, a book product might
have media type and authorfields, as shown in the following image.

BE'OHQS o

Description

Model Number

Author

Media Type

Descriptions can include formatted text, images, and links, using a rich-text editor.

Belongs To tab

Variants Assets Related Entries Settings

B - WO+ (D05
B [ ||i= iz Styles ML Q
Book bv Barbra demonstrating a true passion for design.

Path: p»a

1234567
John Smith

Paperback

The Belongs To tab displays categories and products, packages and bundles to which a product or
variant belongs. For example, a variant belongs to a product and has a primary category. Also, an
item may be part of a Weekly specials category and a Spring package category, as the following
image shows. See also: Working with categories.
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Fashion » Womens » Womens Dresses
| Braided Neck Maxi Dress

4 Back Changes made here will be published immediately while you edit.

Edit Categories

Primary Category

{"] Womens Dresses Catalog Root\Fashion\Womens\Womens Dresses
Additional Categories
Name Path

" weekly specials Catalog Root\Fashior

You can drop categories here

The Edit Prices view lets you view and update pricing for packages and variants. The view displays
a compact list of prices, which can be filtered by market or customer group. Market filtering dis-
plays both active and inactive markets.

The same item can be available in several markets. For each market, you can define multiple cur-
rencies and establish a different price for each one.

For each product or variant, you can define the following pricing information.

« market
 price
« valid date range
sale type
sale code

minimum quantity

Tip: In many cases, pricing information comes from an external system, which may
prohibit modifications in Episerver Commerce.
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Note: Price changes are immediately available on the website. They are not part of a
product's publishing workflow.

Viewing prices

1. In the catalog tree, select a category or product.
2. From the view selector in the upper right corner, click Pricing. test

- JE3

Fashion » Womens » Womens Dresses
" Braided Neck Maxi Dress

+ Back Changes made here will be published immediately while you edit.

Edit Prices
+ new price| Customer Group (Sale Code) | all | = Market All | =

Product Code Market Price Valid Sale Type Sale Code Min.

Name Quantity
4/22/15,

Braided Neck SKU- 7:41 AM - All

Maxi Dress 40707729 AUS A$16.50 4/22/35, Customers 0
7:41 AM
4/22/15,

Braided Neck SKU- 7:41 AM - All

Maxi Dress 40707729 B BRIEES0 4/22/35, Customers i
7:41 AM
4/22/15,

Braided Neck SKU- 7:41 AM - All

Maxi Dress 40707729 CAN CA$16.50 4/22/35, Customers 0
7:41 AM
4/22/15,

Braided Neck SKU- 7:41 AM - All

Maxi Dress 40707729 et SR 4/22/35, Customers w
7:41 AM

3. If desired, use the Customer Group and Market filters to make it easier to find pricing inform-
ation.

Note: Only packages or variants with a price appear on the list.
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Adding and editing prices

Follow the steps in Viewing prices to access the Edit Prices view. From there, you can complete
these tasks.

« To adjust a product's or variant's price information, modify these fields.

o Market. Associate the price with a market.
o Price. The item's price and currency for that market.

Note: The list of currencies is determined by those available for the selected
market.

o Valid. The time interval when this price is available.

m To create a future price change.
1. Select the item.
2. Click Duplicate from the context menu.
3. Change the new item's pricing information.
4. Set the new available dates.

o Sale Type. Make the price available to All Customers, a specific Customer, or a Customer

Price Group. With the last option, you can create tiered pricing (also known as dif-
ferentiated pricing).

o Sale Code. Use this field to assign a price to a specific customer group. For example, cre-
ate a new price, select Customer Price Group as its Sale Type, then insert the customer
group name into the Code field.

o Min. quantity. The minimum number of units that must be purchased to get the listed price.
Use this feature to provide a bulk rate. For example if a customer purchases 10 or more,
the cost is $50.00 each. If fewer than 10, $60.00 each.

Tops-Tunics- Tops-Tunics- ASEAN $60.00 Sep 1, 9:00 AM  All Customers 0
CowlNeck-Black- CowlINeck-Black- -

Extralarge Extralarge

Tops-Tunics- Tops-Tunics- ASEAN £50.00 Sep 1, 9:00 AM Al Customers 10
CowlNeck-Black- CowlINeck-Black- -

ExtralLarge ExtraLarge

« From a product's or variant's context menu:

o click Duplicate to create a copy of price information, which you can then modify to create a
new pricing setup.
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o click Delete to remove a set of price information.

Warning: You cannot undo the deletion of price information.

Setting customer group pricing

Use Customer Groups to set permissions and create targeted marketing campaigns.

Prerequisite: Customer groups are created in Commerce Manager.

To create a customer group price:

1. Follow the steps in Viewing prices to access the Edit Prices view.
2. In the Edit Prices view, click Add Price.

3. Click Customer Price Group.

4. Select the customer group to which the price applies.

Inventory (for variants)
Inventory information is often transferred from an external system, so you rarely need to change it.

Sometimes you cannot edit it. On other sites, you can update quantities but the other information is
read-only.
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Inventory screen

Content Belongs To Pricing Assets Related Entries Settings

Min. quantity 1

Max. quantity 100
Weight 5
Shipping Package -

Shipping Dimensions

Length 1
Height 2
width 3
M Tracked

Inventory locations

Location Code Quantity Preorder Availability Is Tracked
Hanoi store SKU-36127195 403 12/31/99, 7:00 PM v
London store SKU-36127195 338 12/31/99, 7:00 PM v

When first viewing a variant's inventory information, you have access to the following information.

« Min. quantity. If desired, set a minimum number of this variant that a customer must buy. If a
customer adds fewer than this to a cart, the quantity will be increased to the minimum during
cart validation.

« Max. quantity. If desired, set a maximum number of this variant that a customer can buy. If a
customer adds more than this to a cart, the quantity will be decreased to the maximum during
cart validation.

« Weight. Enter the variant’s weight in your system's weight unit. Weight is used to calculate
shipping costs.
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Note: Weight unit (kilograms or pounds) is set in Administration > System Set-
tings > Common settings.

» Shipping Dimensions

o Length, Height, Width. Enter the variant’s length, height and weight in your system's length
unit. These properties may be used to calculate shipping costs.

Note: Length unit (centimeters or inches) is set in Administration > System Set-
tings > Common settings

« Tracked. If this variant is Tracked, the inventory system is checked for sufficient quantity when
someone orders the item. If the variant is not Tracked, orders are filled without referencing the
inventory quantity.

Note that each inventory for this variant also has an Is Tracked field. The inventory check is
made only if both values are true.

Edit inventory screen

Edit Inventories

Location Code In Stock Backorder Backorder Preorder Preorder Reorder Min. Is Tracked Purchase
Availability Quantity Availability  Quantity Quantity Availability
Berlin store Tops-Tunics- 200 9/8/19, 8:00 10 12/31/10, 5 3 v 9/1/10, 3:00
CowlNeck PM 7:00 PM AM
Perth store Tops-Tunics- 200 9/8/19, 8:00 10 12/31/10, 5 3 v 9/1/10, 3:00
CowlNeck PM 7:00 PM AM

You can view (and possibly edit) the following inventory properties for a product or variant.

« Location. The physical stock location of the inventory, as defined in warehouse settings.
« Code. Product code/identification key; often provided by an external system. Read only.
« In Stock. The quantity of in-stock items for an inventory.

« Backorder Availability. If customers can backorder this item, enter the first date when it is pos-
sible.

« Backorder Quantity. The quantity of this item which may be backordered.

« Preorder Availability. If customers can preorder this item, enter the first date when it is pos-
sible.

« Preorder Quantity. The quantity of this item which may be preordered.

« Reorder Min. Quantity. The in-stock quantity level at which items should be reordered. For
example, when an inventory location has three or fewer items, it is time to order more.
The Low Stock Report uses this value to inform a merchandiser that it is time to reorder. Also,

© Episerver 2019



66 | Episerver Commerce User Guide 2019-07-10

a custom implementation could send email or another alert when in-stock quantity reaches this
amount.

« Is Tracked. If selected, shoppers can only complete orders for this product/variant if you
provide inventory information from the Inventory Locations. If Is Tracked is not selected, orders
can be placed without inventory amounts.

Note: Note that each variant also has an Is Tracked field. The inventory check is
made only if the variant-level Is Tracked field and this one are true.

« Purchase Availability. First date and time when this item can be sold from this inventory.

Variants (for products)

A variant is a version of a catalog entry with specific characteristics, such as price, size, and color.
You can perform most of the tasks on a variant that you can perform on a catalog entry. See
also: Working with catalog entries.

Assets tab

Use the Assets tab to link a catalog entry to a media file, such as an image or a document (PDF for
example). For example, you want to assign a picture to a catalog entry to accompany its website
description.

To add a media file, open the Assets tab, then drag the file from the Media tab to the Assets tab. Or,
click Add Media and select thefile.
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p— — [+ ]
B (+/[e]@][ea] L
Catalogs B\m:ks
Fashion » Mens > Mens Jackets

Autosaved 3:14 PM Undo?

" \Wrangler Men'S Denim Jacket Q

(@ For All Sites

Display name wWrangler Men'S Denim J _ =
Markets All Shsnge = | Catalog —
Name Wrangler Men's Denim 1 :
Visible to Everyone Promotions
Name in URL sku-37378633 Change Languages en,sv
SEO URL SKU-37378633 Chanae D, Type 491, Fashion Vi
Code SKU-37378633 Chanae Product Denim Jacket
‘TD[)‘S |
“ Upload files by dropping them here or dlick to
browse
~
Content Belongs To Pricing Inventory Related Entries Settings h 0000000083669_P698442_500X500 &
P—'entrv 0002921107776_Color_Black_SW_500X...
+ Add Media )
~———
0002931107776_Color_Dark-Navy_SW___
Name Group
0002921162666_Color_Black_SW_500X...
“ 0004032696322_Color_Black_SW_500X500 default

0002931162666_Color_Brown-Duck_SW__

0002921162666_Color_Timber_SW_500..

You can drop media here

0002931164502_Color_Black_SW_500X..

0002931164502_Color_Dark-Navy_SW___

0002931164502_Color_Heather-Gray_5..

0002921170557 _Color_Black_SW_500x..

pBEDDRPRPe S

ANNIAZ11TASET Calar Mo Mo SO0

When assigning media files to a variant, you can assign them to a group, such as Banner. You can
then sort the files by clicking the Group column header.

To rearrange items in the list, click Move Up or Move Down from the context menu.

On the sample site, the item assigned to the default group at the top of the list is used for the main
display.

Related entries tab

The Related Entries tab lists catalog entries related to the current one. Typical relationship types
are cross-sell and upsell. The types are set up by your developer during implementation.

Here is a typical cross-sell scenario: If a site customer views a page with a specific television
model, a section of that page is titled "People who bought this also bought". That section shows
HDMI cables and wall mounts that fit that TV model.

To set up those relations, an Episerver Commerce merchandiser navigates to the television, clicks
its Related Entries tabs, and adds suitable cables and wall mounts using the type cross-sell.
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Content Belongs To Pricing Inventory Assets Related Entries Settings

Related Entries

Other catalog entries that this entry is related to

Name Code Path Type

I Books-Entertainment-Remember-£ Books-Entertainment-Remember-) Catalog Root\Departmental Catalog\Dep UpSell

I Books-Fiction-Confession-PDF Books-Fiction-Confession-PDF Catalog Root\Departmental Catalog\Dep UpSell
I Books-Fiction-Crossfire-AudioMP3 Books-Fiction-Crossfire-AudioMP3 Catalog Root\Departmental Catalog\Dep UpSell
" Books-Mystery-Death-AudioMP3  Books-Mystery-Death-AudioMP3  Catalog Root\Departmental Catalog\Dep UpSell

I Books-Romance-Dejavu-AudioMP3 Books-Romance-Dejavu-AudioMP3 Catalog Root\Departmental Catalog\Dep UpSell

" Books-Travel-Drives-AudioMP3 Books-Travel-Drives-AudioMP3 Catalog Root\Departmental Catalog\Dep UpSell
" Books-Art-Kids-AudioCD Books-Art-Kids-AudioCD Catalog Root\Departmental CatalogiDep Default

Il Rnnke-Rncinease-Frannmirs-Hardrr Rnonka-Rnsiness-Frannmire-Hardr: Catalnn BaatiNenartmental CatalaniNen Nafanlt
o} Edit related entries

Settings tab

Settings is a default tab with several built-in, date-related properties that you rarely need to change.

Working with categories

By applying a category to a product, you can adjust a catalog's structure and range to optimize the
selling potential of its products. You can also

« Create new categories
« Edit or delete existing categories
« Change a product's primary and secondary categories

Note: When managing a catalog, consider the maintenance and performance of its
structure. Do not create hierarchies of categories, products, or variants that are too
deep. On the other hand, a flat catalog structure with too many entries in a category
can negatively impact performance.

Categorization involves the following tasks.
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« Move. Lets you restructure a catalog by moving a catalog entry to another primary category;
related products and variants are also moved. Links to other categories and catalog entries are
kept intact. See Moving catalog entries.

« Duplicate. Creates a copy of a catalog entry in a new catalog location. See Duplicating catalog

entries.

« Link. Another term for or assigning additional categories. See Assigning additional categories.

« Detach. Removes a link.

Creating a category

A category is typically used to organize catalog entries. For example, women's shoes. Categories
can also have their own rich content, including assets and descriptions of wine regions for a subset
of wine products.

1. From the Commerce > Catalog interface, navigate to the catalog or category node where you
want to create the new category.

2. Choose + > Category. Or, from a catalog node, click to open the context menu and select New
> Category.
3. Enter a name for the category.

4. If your Episerver Commerce system supports multiple product types, the system suggests a
default one based on the context and previous similar actions. Choose a product type.
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Catalogs

=] Catalog Root
{fl Departmental Catalog
{" Departments
{® Fashion
A Media
{7 Books
{7 Books-Art
{7 Books-Computer
{7 Books-Business
{" Books-Cooking
{7 Books-Entertai...
{™ Books-Fiction
{7 Books-Mystery
{7 Books-Reference
{" Books-Romance
M Books-Science
{" Books-SF
{7 Books-Travel
M Music
™ Apps
{7 Movies
{7 Automotive

M wine

]}
]

-

e &3 -

Category:

. » Departments ) Media » Books » Books-Art

Mame | Books-Nature

Cancel

1
Suggested Types
Product list
Displays a list of preducts.

Fashion store

Display fashion store.

Media store

Display media store.

Fashion category

Displays a fashion category
which consists fashion
categories and products.

Media category

Displays a media category
which consists media
categories and products,

5. Complete the category properties. See also: Catalog entry properties. The system saves the cat-
egory automatically, but it is not available on the website until published.

Viewing an item's categories

To view anitem's categories, select a catalog entry, click Properties then the Categories tab.

View items assigned to a category

To view all items assigned to a category, select it from the catalog tree. Its items appear in the cen-

ter of the screen.

Editing a category

1. In the Catalog tree, select the desired category.

2. From the context menu, click Edit.
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3. Update the category information you want to change, such as the name, SEO information, or
description. See Catalog entry properties for information about editable properties.

4. Publish the changes, or schedule for later publishing using the save and publish flow for con-
tent.

Deleting a category

If you delete a category, the following happens, depending on how the category is linked to catalog
entries or other categories.

« If a category is linked to other categories, links to that category are removed, while other cat-
egory links are left intact.

« Categories, product, and variant that are linked only to the category being deleted (and no other
categories) are also deleted.

Warning: After deleting a catalog entry, you cannot recover it.
If you delete a category with many subitems, the deletion may take a while.

To delete a category, select it in the catalog tree, click Delete from the context menu, and click
Delete. Alternatively, you can click Delete from the context menu in the catalog item list, or from
the upper menu.
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=] | Catalog Root
={ | Fashion

. ksilver

{®|Mens Jackets
. Womens
{" Mens Shirts
{"Mens Sweatshirts
‘" Men's blazers

o™ Womens

g =lin

{% Books-Nature 7 New
X Cut
B Copy

 Delete

%% Edit Approval Sequence

Primary and additional categories

You can assign to a catalog entry one primary category and any humber of additional categories.
They appear on the product's Categories and Belongs to views.
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Fashion » Mens » Mens Shoes
E Puma Black Sneakers Shoes

i

+ Back Changes made here will be published immediately while you edit. X

Edit Categories

Primary Category

{I| Mens Shoes Catalog Root\Fashion\Mens\Mens Shoes

Additional Categories

| =+ Add Category |

Name Path

{" Ssummer sale Catalog Root\Fashion\Mens\Summer sale | X |

You can drop categories here

The primary category is the product's home location, which means that the product is located in this
category. If a product's URL is based on the Name in URL property, the URL uses the primary cat-
egory path (see example above). If you move a product, its primary category changes, and its URL
changes accordingly.

Any product can also be linked to additional categories. For example, consider “Men's Black Puma
Sneakers.” Its primary category is “Men's Shoes”. Assume you are running a summer sale and
want to include Black Puma Sneakers. To do that, create a "Summer Sale" category and assign
“Men's Shoes” to it as an Additional Category. If you create a Summer Sale page and place all
items in that category on that page, the Black Puma Sneakers will appear.

Assigning a primary category

When Creating a catalog entry, you typically first select its category. That becomes the entry's primary
category.

Changing a catalog entry's primary category

Follow these steps to change a catalog entry's primary category.

1. Pin the catalog tree so it does not move.

2. Select the catalog entry whose primary category you want to change.
3. Drag it to the new primary category.

4. The Select Action dialog appears. Click Move.

As an alternative, you can
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1. Select the catalog entry.

2. Select Cut.

3. Move to the new category.

4. Select Paste.

How changing an item's primary category affects its variants

If you move a catalog entry, its variants keep their previous primary category. If you expand the

moved catalog entry in its new category, you see its variants, which implies that the variants were

also moved to the new primary category. However, the primary category of the variants was not

changed.

If you want to move a catalog entry and its variants, expand the entry, then select it and all variants

before moving.

As shown in the example below, the Beefy-T Short Sleeve Tee was moved from the Mens Shirts

node to the Mens T Shirts node. If you expand Beefy-T Short Sleeve Tee in Mens T Shirts node, the
variants appear as children. But the primary category of the variants remains Mens Shirts.

Catalogs

Q

= {5 Catalog Root
= {5 Fashion
={" Mens
{"] Mens Shoes
{7 Mens Jackets
=" Mens Shirts
{" Mens T Shirts . =~
{%] Mens Sweatshirts
= {" womens
{" Womens Dresses
" Womens Tees
{7l Womens Bottoms
%] Womens Shoes

"] Womens Handbags

e
Fashion » Mens » Mens Shirts Moved item in
{"|Mens T Shirts new category
—_—

=

+« Name

[ Beefy-T Short Sleeve Tee

4
U
N3

W] Beefy-T Short Sleeve Tee

I Beefy-T Short Sleeve Tee

|

W] Beefy-T Short Sleeve Tee

I Beefy-T Short Sleeve Tee

“c “c “c “c
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Catalogs

a

A

m{f] Ccatalog Root
= {5 Fashion

={" Mens
{"] Mens Shoes
{"] Mens Jackets

=" Mens Shirts =-
{" Mens T Shirts

{"] Mens Sweatshirts

={" wWomens
{"] Womens Dresses
{7 Womens Tees
{"] Womens Bottoms
{"] Womens Shoes

{"] Wwomens Handbags
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| Beefy-T Short Sleeve Tee
7

Content Belongs To Pricing

Categories

Display name
Name

Name in URL
SEO URL

Code

Markets

Visible to
Languages
1D, Type

Product

Inventory

variant details

Primary Category

{" Mens Shirts

Additional Categories

Name

Assigning additional categories

| Beefy-T Short Sleeve Tee |

| Beefy-T Short Sleeve Tee |

sku-22471422 Change
SKU-22471422 Change

SKU-22471422 Change

All Ehange

Everyone
en,sv
616, Fashion Variant

Beefy-T Short Sleeve Tee

Tools

Assets Related Entries Se

Catalog Root\Fashion\Mens\Mens Shir‘ts‘

Path

There are no categories added yet

Any product can be linked to additional categories. For background information, see Primary and addi-

tional categories.

1. Navigate the category structure until the item to be linked appears in the catalog item list.

2. Click the Select view button

3. Click + Add Category.

o —
- —_—
[y

| then Categories.

4. Navigate to the category you want to add and click Add.

As an alternative, you can
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1. Select the catalog entry.

2. Select Copy.

3. Move to the new category.

4. Select Paste.

5. On the Select Action dialog, choose Link.

Editing additional categories

To edit a category entry's additional categories, follow these steps.
1. Navigate to the category entry whose additional categories you want to edit.

2. Click the Select view button | = |then Categories.

3. To add an additional category, click + Add Category.

To remove an additional category, click the corresponding Remove button.

Assigning a category to another category

You can assign a category to another category. If you do, all catalog entries linked to the original
category are also linked to the new category. See also: Primary and additional categories.

To assign a category to another category, follow these steps.

1. Navigate to the category to which you want to assign an additional category.

2. Click the Select view button | = |then Categories.
3. Click + Add Category.
4. Navigate to the category you want to add and click Add.

Packages and bundles

Packages and bundles let you combine several items under one "umbrella" item. But their behavior
and usage are quite different.

« A package contains one or more variants, other packages or both, and has a single SKU and
price. A package is a single line item in a shopping cart.

« A bundle is a collection of packages, products, and variants, each of which is priced indi-
vidually, allowing customers to purchase several items at once. Each item in a bundle is a sep-
arate line item in a shopping cart. Once added to a cart, a bundle item is treated like any other
cart item.
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Working with packages

Like other catalog entries, packages have tabs and menu options that let you view and edit their
information. To learn about most settings, see Catalog entry properties. Because packages have an
SKU and price, the Pricing and Inventory tabs are available with them.

The Package Entries tab, unique to packages, shows the variants and other packages that make
up a package. On that tab, click Edit entries to update a package's items.

Click Manage Entry Groups to add entry groups with which to associate a package's items.

L~
B +)[e]q(e) Y=
De%a;%e;tghgf?:alog Departments » Fashion » Options | i= |

Autosaved 1:00 PM

Display name Spring outfit ~
Markets All Change
Name Spring outfit
Visible to Everyone
i ing-outfit Ch
Name in URL spring-outfit Change Languages en
SEQ URL Spring-outfit-en.aspx Chanage ID, Type 670, Default Package Content

Code Spring-outfit_1 Change Tools |
Content Belongs To Package Entries Pricing Inventory Assets Related Entries Settings

Entries included in this package

Name Quantity Path Group
M Bottoms-Denim-Bootcut- 1 Catalog Root\Departmenta Default
Black-Large Catalog\Departments\Fashion\Bott
Denim\Bottoms-Denim-Bootcut-
Black-Large
" Tops-Tunics-CowlINeck- 1 Catalog Root\Departmental Default
Black-Large Catalog\Departments\Fashion\Tops
Tunics\Tops-Tunics-CowlNeck-
Black-Large

Edit entries

Working with bundles

Like catalog entries, bundles have tabs and menu options that let you view and edit their inform-
ation. To learn about most settings, see Catalog entry properties. Because bundles do not have an
SKU or price, the Pricing and Inventory tabs are not available with them. You can associate bundle
entries with entry groups as you can with packages.

The Bundle Entries tab, unique to bundles, shows the entries included in a bundle.
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— p— B
& ¥
(+)[e]@][ca] Y = |
_+E
Fashion > Mens > Mens Shirts B i a=
Autosaved 3:47 PM ¥ | Options =
@ )| 43 colored T shirts Options || |
=] Catalog Root . R
: Display name | 2 colored T shirts |
=i/ Fashion _— Markets All Chanae
={" Mens Name | 3 colored T shirts |
— visible to Everyone
.
i Menelchaes Name in URL 3-colored-t-shirts Chanoe lETrmms —_—
{" Mens Jackets -
SEO URL 3-colored-T-shirts-en.aspx Chanae
% Mens Shirts = P 1D, Type 757, Fashion Bundle
% Mens Sweatshirts Code 3-colored-T-shirts_1 Chana= [Tools - |

{" Men's blazers

" Womens

Content Belongs To Bundle Entries Assets Related Entries Settings
{" Books-Nature £ - ° -

Entries included in this bundle

Name Quantity Path Group

Cataloq Root\Fashion
1 L/s ComfortBlend Tee 1 M ens Shirts\L/'S Default

ComfortBlend Tee

Catzlog Root\Fashion
"l Beefy-T Short Sleeve Tee 1 \Mens\Mens Shirts\Beafy-T Default

Short Sleeve Tee

yy Comfortblend EcoSmart

Jersey Polo with Pocket Shi Default

lend EcoSmart

& & Edit entries

Click Edit entries to edit information about a bundle's packages, products, and variants. From that
view, click Add Entry to add items to a bundle.

Deleting a package or bundle

If you delete a package or bundle, all links to it from related products and variants are removed.

Warning: After deleting a package or bundle, you cannot recover it.

« To delete a package or bundle:

1. Open the item's context menu.
2. Click Delete.
3. Click delete to confirm.

« To delete multiple catalog entries at once, select them from the item list and click Delete from
the toolbar.
How the Campaigns feature considers packages and bundles

The Campaigns feature treats a package like any other SKU. Since a package has its own price

and quantity, any reductions are made to the package. The Campaigns feature ignores the indi-
vidual items in a package.
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The Campaigns feature does not recognize bundles. It only recognizes the individual SKUs that
make up a bundle.
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Orders

Order management is a central part of the e-commerce system. Since the majority of orders are cre-
ated from the front-end site, the ordering process is usually automatic, following an order man-
agement workflow. In some cases, orders need to be manually managed. You do this via the Order
management screen

Order Management in Commerce Manager provides shopping cart (baskets), order capture, order
fulfillment, payment functions and item return or exchange support.

Carts versus orders
A cartis for a buyer, who selects items then proceeds to check out.
After the buyer completes payment, the cart is converted to purchase order. At that point, it is pro-

cessed by the seller, who performs actions such as: arranging shipment via picklists, delivering the
product, and completing the order.

Structure of orders

The structure of a shopping cart or order is depicted below.

Lineltem

Shipment ==

OrderForm

OrderGroup

]

Lineltem
OrderForm

Shipment -
Lineltem

/ /
/

So, a cart or an order can contain one or more order forms. In most cases, there is only one form per
cart or order. As an example of when multiple forms may be used in an order, in some B2B sites,
one person places an order for different sections of an organization. Each section has its own form,
with separate details.
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Each order form can have one or more shipments, and each shipment is made up of one or more
line items.

Order meta-classes and meta-fields

You can define your own meta-classes and meta-fields for both product and orders in Commerce
Manager. For example, if you create a meta-class called Wine, you want to add meta-fields that are
characteristic for wine, such as color, taste, vintage and maturity.

When you create meta-fields and meta-classes, you can use them in the product catalog. Meta-
classes and meta-fields for catalogs are defined in the Catalog System part of System Admin-
istration. See also: Catalog meta-classes and meta-fields.

Browsing orders

Customers create the majority of orders on the front-end in an online store, and you likely have a sig-

nificant amount of orders in your system. Episerver Commerce lets you browse and search orders
in several ways.

« Filter and search orders by customer, status, market, date range and other properties.
« Use wildcards to limit search results.

« Preview orders while browsing.

« Viewing orders per market.

Searching and viewing orders

Go to Commerce Manager > Order Management and click Order Search.

Search filtering options include markets and customer contact details. You can use wildcards ("*")

to indicate partial search such as for a customer name. You can click column headers to sort the
order list.

Welcome, admin v Change Language About =

‘Order Management & || Class Type: | Purchase Order A Date Range: | Custom v Return =: Customer: an*

= Order Management Status In Pregress - From 2/1/2018 ] ID: Email
aCedepseac Market [Any] v untik: 2/10/2016 i ] Phone Number. Search
a6 Purchase Orders L
=@ D Customer  Total Status Market ID Last Modified Created Orderld | Name Providerld

[ Today
(7 This Week | possTz Anenymeus $2,002.00 In Progress DEFAULT Today, 12:38 PM Today, 10:46 AM 10 Dafault Frontend

)Last 7 days B Po7207 admin s1.012.00 In Progress DEFAULT Today. 10:42 AM  Today, 10:42 AM 8 Default  FrontEnd
(1 This Month
(C]Last 30 days
().
@ (] Purchase Orders By Status
=] Carts
(] Payment Plans (recurring)
(C] Shipping;Receiving
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When browsing orders, you can for example see information about order creation date, market, and
from where the order derives.

Order summary preview
Click the Order Summary icon next to the purchase order ID to display a summary of the order
information.
Order Summary ®
OrderCroupld: 10 Order #: PO9372
l} Customer E-mail: jen@somemail.com Phone: 1234567
Order Forms
Form ID Mame Quantity  Price Item Order Total
1d Discount  Level
Discount
10 Bottoms-Denim-Boyfriend- Bottoms-Denim-Boyfriend-  1.00 1000.00 0.00 0.00 1000.00
Blue-Medium Blue-Medium
10 Bottoms-Denim-Boyfriend- Bottoms-Denim-Boyfriend-  1.00 1000.00 0.00 0.00 1000.00
Dark-Medium Dark-Medium
Form Id MName Transaction Type Transaction Amount Status
10 Pay By Phone Sale 2002.00  Processed
i Form Id j(»] Mame Quantity  Price Item Order Total
Discount  Level
Discount

Viewing orders by time range or status
Using the options under Purchase Orders in the left column you can view orders by time range. You

can for example display orders using Last 7 days and Last 30 days, to see the last orders from the
previous month, in the beginning of a month.
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2} Order Management
7). Order Search H
=[] Purchase Orders
(] Today
] This Week

_Last 7 days
] This Menth
] Last 30 days
Al
() Purchase Orders By Status

#() Cans
&[] Payment Plans (recurring)
@[ Shipping/Receiving

About ¥

Filter by market: Al Markets v

j New Order j New Payment Plan D New Shopping Cart )( Delete Selected

[Last Modified

TMarket
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D "Customer [Total Status Created

PD4126 kr 1 790,00 In Progress Today, 9:16 AM Today, 9:16 AM NORWAY
PO4120754 kr 920,00 In Progress Yesterday, 11:48 AM Yesterday, 11:48 AM NORWAY
PO4101550 kr 483,00 In Progress 2/11/2015 11:00: 00 AM 2/11/2015 11:00:00 AM NORWAY
PO4079766 5264.00 In Progress 2/11/2015 7: 2/11/2015 7:39:00 AM DEFAULT
PO4059581 kr 250,00 In Progress 2/11/2015 7:51:00 PM NORWAY
PO3186201 £1,850.00 In Progress 2/13/2015 5:58:00 AM DEFAULT
PO4048909 kr 1 706,00 In Progress 2 NORWAY
PO4043796 $934.00 In Progress 2/ DEFAULT
PO4036737 kr 483,00 In Progress 2/11/2015 4:02:00 PM NORWAY
PO4014970 51,382.00 In Progress 2/10/2015 9:00:00 AM DEFAULT
PO4010406 483,00 kr In Progress 2/13/2015 10:39:00 PM 2/13/2015 10:39:00 PM SWEDEN
PO3997202 1.282,00 kr In Progress Yesterday, 7:11 PM Yesterday, 7:11 PM SWEDEN
PD3992218 798,00 kr Completed Today, 8:01 AM SWEDEN
PO3990825 kr 279,00 Completed Today, 1:00 AM NORWAY
PO3988603 kr 1 128,00 Completad Today, 1:00 AM NO!
PO3985910 385,00 kr Completed Today. 1:00 AM SWEDEN
PO3983687 kr 482,00 Completed 1/14/2015 3:44:00 AM Today, 1:00 AM NORWAY
PO3980142 122,00 kr Completed 1/17/2015 11:45:00 AM Today, 1:00 AW SWEDEN
PO3978975 kr 1 732,00 Complated Today, 1:00 AW

PO3976978 kr 1 003,00 Completed 15 2:19:00 PM Today, 1:00 AM

Using the options under Purchase Orders By Status in the left column you can view orders by

status.

Viewing orders per market

When viewing purchase orders, carts or payment plans, you can filter all views via a drop-down list
per market to work with items for a specific market.

Welcome, admin v Change Language

About ~

Order Management

& || Filter by marker: | Europs v

j‘g Order Management
Q) Order Search
@[] Purchase Orders
1 ] Purchase Orders By Status
g3 Carns
(T Today

[INew Order [ New Payment Plan [] New Shopping Cart X Delete Selected

(] This Week

(JLast 7 days
(=1 This Month
(JLast 30 days
(A0
Z] Payment Plans (recurring)
@ () Shipping/Recsiving

Creating

an order

EUROFE I}

While customers create the majority of orders on the front-end in an online store, you may some-
times need to manually create an order from Commerce Manager.

You can create orders from within Order Management or directly for a Contact in Customer Man-
agement. The order management option is the fastest and most common way, providing more order
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alternatives. The Customer Management system, while a bit slower, lets you to double-check a cus-
tomer's information before beginning an order.

Note: When you create an order, it appears in the Purchase Orders list with an order
status of In Progress.

Creating an order from order list

1. Go to Order Management > Purchase Orders.
2. Click New Order. A dialog box appears.

3. Select the Site and Customer to which the new order applies. Select Customer > More if your
customer is not listed.

Order Management ]
e = New Order X

:l'ﬁ Order Management
(), Order Search
=[] Purchase Orders

] Today (@) Not Set
[ This Week — More__.
[ Last 7 days —— L\\,
(] This Menth
[_]Last 30 days
AN
@ ] Purchase Orders By Status
@[] Carts
=] Payment Plans (recurring)

Customer: | 34min <

# ] Shipping/Receiving

4. Click OK. The basic order information appears.
5. Fill out the purchase order and click Apply.

~—Basic Order Info

Customer: admin

Currency:. | U5 dollar |E|

Coupon Code: 1234567 | " Apply

« Customer. Enter the name of the contact.
« Currency. Select the currency to associate with the purchase order.
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« Coupon. If applicable, apply a coupon code that was created with a promotion to associate
with the purchase order.
6. Click New Item to add items from the site catalog to the purchase order. A dialog box appears
S0 you can select items from a site catalog.

Newltem ¥ Delete
|:| 1D Mame

Page Size: | 20 E

7. Search foritems by entering search terms into the search field and clicking Find. To sort search
results, select the column header.

New Line Item *
bordeaux w il
Picture Name b’ Catalog Type Price In Stock
-
Mixad Cases France WVariation £8,546.05 1000
Ch. Plantey Canteloup France Wariation £5.95 iooo L3
Chateau Langoa-Barton France Variation £47.00 1000 =
Chateau Bellevue France Variation £432.00 1000
Chateau Pichon-Longueville Lalande France Wariation £215.00 1000
e
Page Size: 20 - (584 items) | Page412345 ...» i
Cancel | | Configure Selected Entry
e

Use the following fields to refine search results.

« Select catalog. Select which catalog to search.
« Select language. Select a language (such as German for items described in German).
« Select entry type. Select a type of entry, such as variant/SKU or bundle.

8. Select an item from the list and click Configure Selected Entry. The New Line Item dialog
appears.
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New Line ltem #
Selected Entry. Chateau Langoa-EBarton =
Display Price: £47.00 B
Price: 47.00
Cuantity: |1
I Stock: 1000. Reserved. (. 1
Discount: |enter descr here 0 Percentage Based -
Discount description  amount =
Total: £47.00 B
4 e | 3 s
| Back | | Add item to the order |
« Display Price. The price displayed on the public website. This is set at the catalog-entry
level.
« Price. The actual cost of the item that is charged when the item is added to the order.
« Quantity. Set how many of the item to add to the order.
« Discount. You can apply a discount to the item, value or percentage based.
Note: If you are using the new Discount system, discounts that you manually add
to an order are included in the total discount calculations, and are listed under
the order's Promotions as Manual.
« Total. The total is calculated, factoring in the actual price, quantity, and any discounts.
9. Click Add item to the order. The item appears on the Purchase Order form.
New Item XDeIete
|:| |n] Name Quantity List Price Total Discount
D ELCBOOOSOVTFSE MNaxtware iPhone Screen Protector 2-pk. 1 £15.99 £19.99 £0.00
N
Page Size:| 20 lz‘ (1 items) | |
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10. Enter a Billing and a Shipping Address. You can select the contact's existing address.

—Billing Addre: ~—Shipping Addre:
Address: Add new address hd Address: |Add new address e
[TIsame as Billing Address
Name:
Name
First Name
First Name:
Last Mame:
Last Name:
Line 1:
Line 1:
Line 2:
Line 2:
Ci
i City:
Country Name United States
v lz' Country Name: United States E
State: Alabama Iz‘ State: Alabama lz‘
Postal Code: Postal Code
Day Phone: Day Phone:
Evening Phone Evening Phane:
Email Email:
[7] Add to customer's address baok [F] Add to customer's address book

« Select Add to customer's address book if you want to save the address with the contact.

« If the Shipping Address is the same as the Billing Address, click Same as Billing Address.
The Shipping Address form is populated with the Billing Address information.

11. Select the order's Shipping Method. Select Recalculate to generate and display the cost sum-

mary.
~Shipment Details -
Shipping method: | Fixed Shipping Rate E
Recalzulate |
~Summany -

Item Subtotal: 31595
Shipping Cost:  £10.00

Less Shipment Discount:  $0.00
Total Before Tax: 19.99

ltermn Taxes: 50.00

Shipment Total: 52999

12. Click OK to save the order.
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Creating an order within a contact

1. Go to Customer Management > Contacts. Select a contact. Its details appear.
2. Click New Order. The New Order dialog box appears.

Welcome v Change Language About ~ @ Cet Help For This Page %
Customer & 3 -
= Edit Delete Contact Contact: New: O =
e it | ¥ Delete Contact | Edcontacts | ] Mew Orge
= Customer Management Full Name- admin Parent Organization-
dE| Organizations
[@ Contacts Information Information
&2 Roles Information ‘ ~ Contact
o Gift Cards Addresses . . ;
Credit Cards Full Name: admin Customer Group:
Security First Name: admin Preferred Currency:
Roles
Orders Middle Name: Preferred Language:
Order History Last Name: Registration Source:
Shopping Lists - ~
. . Parent Organization- Last Order Date:
Wish Lists
Shopping Carts Preferred Shipping
Address:
i Preferred Billing =
Address:
— Account Edit Account | Change Password | Remowve Account —
ﬁ Sashoand User Name: admin Is Locked Qut: none
m Customer Management Description: Last Activity: Today, 1:23 PM
- @@ - |
ﬁ Catalog Management Email: admin@yourcompany.com Last Login: Today, 12:49PM
Last Password .
‘g QOrder Management Changed: Today, 6:19 AM
IE Marketing
fﬂ Asset Management
Reporting
@ Administration o

3. Select the site where you want to apply the order and click OK. The Purchase Order New form
appears, prompting you to enter order information.

4. Follow the steps in Creating an order from order list to complete the order.

Order management screen

The Order management screen lets your order support team identify and perform common tasks on
shopping carts and purchase orders. See also: Carts versus orders. For example, you can add or
remove line items as well as update their quantity. You can also update customer information.

Note: This feature is a beta release. For more information, see Beta features. Pay spe-
cial attention to "Enabling Beta features" within that page.
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Accessing the Order management screen

From the Commence main menu, click Order management.

Working with carts

Searching for carts

The Order management screen lists all shopping carts in reverse numerical order. Scan the screen
to find the cart you are interested in.

You can also search for shopping carts by customer name or email address. To find a shopping cart
using name or email:

1. Click Open cart. The Open Cart dialog appears.

2. Enter any part of the user's name or email address.
3. Select the customer.

4. The cart opens.

Note: If no cart exists for the selected customer, an empty default cart is created.

Viewing a cart

The cart screen show the following information about the selected shopping cart:

« Cart information: number, order date, status
« Customer information: name, email address
« Forms in the cart (See Also: Structure of orders.)

o Shipments in each form

m Shipping address. See Selecting a shipping address.
= Shipping method
m Line items in the shipment

Note: Changes to an item's quantity can update applicable discounts in
real-time.
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o Discounts applied. See also: Viewing and editing discounts.

o Order total

Editing carts

After you edit a cart's line items, its total is recalculated. Also, if the edits affect applicable dis-
counts for the cart, the Discounts display changes.

Adding a line item

To add a new line item:

1. Click the Add + button on the left side of the screen, under any existing line items.
2. A Search window appears. Enter a search phrase of three or more characters. Examples:

« Enter the entire SKU, for example, 44477844 .
« Enter all or part of the item name or description, for example, boot.
3. ltems that satisfy your search phrase appear. Select the one that you want.

If the item is already added to this cart, a cart icon with the previously-ordered quantity appears
on the search results.

4. Enter a quantity.

If the item was already added to this cart, the new quantity is added to the existing quantity. a
new line item is not created.

5. Click Add.
Changing a line item's quantity

To change a line item’s quantity by a few nearby numbers (for example, from 2 to 4), use the up/-
down arrows next to the quantity.

To change quantity by a large amount (for example, from 2 to 50), it is quicker to select the current
quantity then type in a new one.

Deleting a line item

To delete a line item, click the delete icon to its right.
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Selecting a shipping address

Every shipment needs a shipping address. On the Cart Details screen, it appears below the cus-
tomer information and above the line items.

If a customer has several shipping addresses, use search to find the correct one. You can also
enter a new shipping address.

Addresses are stored in and editable from the Contact Details screen's Address book tab.

Viewing and editing discounts

Discounts are applied to a cart or line items if their conditions are met. For example, a discount stip-
ulates a $10 reduction for a cart whose total that exceeds $100. As soon that is true, the $10 dis-
count appears under Discounts and the cart total is adjusted.

Discount codes

A discount code is an additional criterion that you can apply to any discount. For example, cus-
tomers who enter discount code CouponABC during checkout receive 10% off the cart total.

A cart's submitted discount codes appear above the discount list. You can also manually add dis-
count codes to a cart. As long as codes that you enter satisfy an item's or order's business logic, the
discount amount is deducted from the cart total.

For example, men's shoes are 20% off if the customer enters the discount code Shoes when sub-
mitting the order. If a customer places a pair of men's shoes in a cart then enters coupon code
Shoes, 20% is deducted from the cost and displayed in the Discounts area.

Creating discount codes for customer appreciation

You can create a discount that allows customer service representatives to apply refunds to cus-
tomer carts for loyalty, compensation for problems, and so on. To do this, create a discount for this
purpose, enter a discount amount, and a coupon code. Then, train your CSRs to use the code
where appropriate to reduce the customer's cart total.

Adding a new customer and cart

You can create a new customer and his or her cart from the Order management screen.

1. Click Open cart. The Open Cart dialog appears.
2. Click New Customer.
3. Enter the name, email, and Customer Group information and click Save.

© Episerver 2019



92 | Episerver Commerce User Guide 2019-07-10

4. The Cart Details screen appears. Here, you can
a. Edit customer information collected earlier.
b. Enter shipping information for the customer.
c. Enter information about the cart's line items, payments, discounts, and so on.

Updating customer information

You can update customer information from the Cart Details screen. To do so, click the edit icon
next to Customer.
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X Cart Details

Cart Name

Default

MName

Concepcion Walsh

SHIPMENT 1 0

Shipping Address

Default address ~
Menthead Road 408
Higher Ansty, United Kingdom

Line ltems

When you do, the Contact Details screen appears with two tabs: Personal Information and Address
Book.
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X Contact Details

Personal Information

Personal Information

Address Book

Full Name: Cruz Graham

First Name: Cruz

Middle Name:

Last Name: Graham

E-mail: cruz.graham@example.com
Customer

Group:

Personal Information tab

You can edit the customer's nhame, email address, and customer group.

Address Book tab

Initially, you see all of a customer's addresses.

X Contact Details

Personal Information

‘ Address Book Preferred Shipping & Billing Address ~ # ] VA |
Marcus Marien Marcus Marien °
12 Kensington Lane Nenthead Road 408 NEW ADDRESS
Higher Ansty, Surry, JK8765 Higher Ansty, Surry, JK8765

United Kingdom United Kingdom

You can edit or delete an existing address, or enter a new one. You may designate one address as
the preferred billing address, and the same or a different one as the preferred shipping address.
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Working with Purchase Orders

Once a customer checks out and submits payment, a cart is converted to a purchase order. Altern-
atively, on the Order Details screen, CSRs can convert a cart to a purchase order whether or not
payments have been made.

Note: At this time, only manual payments are accepted. Integration with payment pro-
viders will be added in the future.

Converting a cart to a purchase order

The Order Details screen lets CSRs record manual payments, such as telephone payments.

Recording purchase order payments

Prerequisite: If the customer's shopping cart has not been converted to a purchase order yet, select
the cart then click Convert to Purchase Order.

1. From the Order Details screen, click Orders.
2. Select the order you want to edit.
3. If needed, edit the previously-collected information. See Editing carts.

4. If the full amount has not yet been paid, click Accept Payment to add or update payment inform-
ation.

« Billing address
« Payment method

o Transaction ID and amount

Note: Authorized Payment Total versus Captured Payment Total:

The Authorized Payment Total is the amount the customer paid for the order, but the
seller has not yet received any money. That amount is on hold, waiting to be captured.
After the shipment is completed (that is, shipment status = "Shipped" and the cus-
tomer has received the product), the transaction is "captured,” and money is trans-
ferred to the seller. That amount is the Captured Payment Total.
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Processing an order

Order processing (or fulfilling) includes adding a payment and releasing the order for shipping.
These steps are needed to complete the order and ship it to the customer. When the payment

clears, the order is released for packing and shipping. Depending on how your system is set up, this
process may be automatically handled by the system. This topic describes how to complete order

processing manually.

Note: When an order is processed and released for shipping, its status is changed to
In Progress in the order list, and appears in the Released for Shipping list under Ship-
ping/Receiving.

1. Go to Order Management and open the order you want to process.
2. To add a payment to the order, click Create Payment.

[ Add Note i) Send Notifications =f Add Order Address

Order No: PO0O350 Customer: Mary Smith
Order Total: :39.98 Status: InProgress
| summary | | Details | | Payments | | Returns | | MNotes
=i Create Pa',rmerﬂj
|:| Narr\l"n_—l'I Transaction Type Amount Status

Page Size: | 100 ||

3. Enter the payment amount. The Amount field auto-populates the value of the total order, includ-
ing shipping costs. However, you can change the payment value (for example, to create a split

payment between two or more payment methods at the request of the customer).
4. From the drop-down list, select the Payment Method.

© Episerver 2019



Orders | 97

5. Click OK. The order appears in Edit Mode.

The Order is in Edit Mode. Save changes before exiting. | " Save | | A Cancel
mhdd Mote nﬁ 5Send Notifications ? Add Order Address
Order No: PO2427 Customer: Mary Smith
Order Total: £56.00 Status: InProgress
| summary | | Details | | Payments | | Returns | | MNotes
Create Payment
D Mame Transaction Type Amount Status
[ % PayByPhone 86.00 Pending
Page 5ize: 100 -

Note: You can add more payments to the order in Edit Mode. However, if you click
Save, you finalize the payment. At that point, you can no longer add or delete pay-
ments.

6. Click Save to exit Edit Mode and save your changes. The payment is processed for the amount
specified.

[ AAdd Note i) Send Notifications = Add Order Address

Order No: POO0O850 Customer:

Mary Smith
Order Total: %5993 Status: InProgress
| summary | | Details | | Payments | | Returns | | Motes
|:| Name Transaction Type Amount Status
|:| Pay By Phone Sale 59.9800 Processed
Page Size: 100 El

7. Click Details to see that the Shipment Status is changed to Awaiting Inventory. When you
determine the item's availability, click Release Shipment to release the order to your shipping
department.
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