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Introduction

Online help describes the features and functionality of the Optimizely Digital Exper-
ience platform and covers Optimizely CMS for content management, Optimizely
Commerce for e-commerce functionality, Optimizely Campaign for omnichannel
campaigns, Optimizely Search & Navigation for extended search, Optimizely Vis-
itor Intelligence for visitor profiles and customer segments, Product and Email
Product Recommendations, and Triggered Messages for personalized product
recommendations, and Optimizely add-ons.

You access the online help from within the Optimizely platform or from Optimizely
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 Optimizely Commerce,
which you can find on Optimizely World. Developer guides and technical doc-
umentation also are found on Optimizely World.

The user guide is intended for editors, administrators, marketers and mer-
chandisers, working with tasks as described in Roles and tasks.
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Features, licenses and releases

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

Optimizely CMS is the core part of the Optimizely platform provid-
ing advanced content creation and publishing features for all
types of website content. CMS features are available in all Optim-
izely installations.

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

Optimizely Campaign lets you orchestrate omnichannel cam-
paigns from a single screen, and send triggered emails based on
real-time behavior. Campaign requires additional license activ-
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ation.

Optimizely Search & Navigation adds advanced search func-
tionality to websites. It is included in the Optimizely Cloud ser-
vices; for on-premises installations it requires a specific
installation and license.

Optimizely Visitor Intelligence is a user interface for viewing and
filtering visitor profiles, and creating customer segments that can
be used in omnichannel marketing campaigns. It requires a spe-
cific installation and license.

Product Recommendations lets you create and configure a mer-
chandising campaign with personalized product recom-
mendations from the personalization portal. It requires a specific
installation and license.

Email Product Recommendations lets you include personalized
product recommendations in any email, including cart aban-
donment and retargeting emails, from the personalization portal.
You can also work with behavioral triggers to detect on-site beha-
viors and act upon them through automated, personalized
emails. It requires a specific installation and license.

Add-ons extend the Optimizely capabilities with features like
advanced search, multi-variate testing, and social media integ-
ration. Some add-ons are free, others require license activation.
Add-ons by Optimizely 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 spe-
cific feature became available.

Images and screenshots

The Optimizely user guide uses images and screenshots to visually guide you
through the features of the Optimizely platform. Due to different versions,
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continuous updates, and specific system permissions, 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.

Tip: Green indicates tips that might show you an easier way to
perform a task.

Note: Yellow indicates important information that may affect
your work and should not be missed.

Warning: Red indicates warnings. If these warnings are
ignored, serious errors or problems may occur.

Copyright notice

© Optimizely 1996-2021. All rights reserved.

All information and content within this document is the sole copyright of Optim-
izely which includes all companies and affiliates in the Episerver group. Changes
to the contents, or partial copying of the contents, may not be done without per-
mission. The document may be freely distributed in its entirety, digitally or in prin-
ted format, to all users of Optimizely and Episerver Software. Optimizely
assumes no liability or responsibility for any errors or omissions in the content of
this document. Optimizely reserves the right to alter functionality and technical
system requirements. ‘Optimizely’ is a registered trademark of Optimizely Inc.
Ektron is a registered trademark of Episerver Inc.
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What's new?

This user guide describes functionality available in the latest release of a stand-
ard implementation of the Optimizely platform software and services. New fea-
tures are continuously made available. See Optimizely 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 Optimizely implementation.

This release of the Optimizely User Guide describes features available in Optim-
izely as of 2021-08-02. See release notes (below) for update history. See
Archived documentation in the online version of the user guide for previously
released user guides and for older release notes.

Release notes 2021

Released Area Features and updates

The Reports view is no longer sup-
2021-xx-xx CMS ported and has been removed. (update
XXX)

The admin view has been redesigned.

20271-xx-xx CMS tsii seed
Visitor groups user interface has been
redesigned.

2027-xx-xx CMS

Also, criteria previously included in
the add-on Visitor Group Criteria
Pack are now included in Optimizely
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CMS by default, see Built-in visitor
group criteria. (update xxx)

The dashboard is no longer supported
and has been removed. Gadgets are

2027-xx-xx CMS : . S
now only installed in the navigation or
assets panes. (update xxx)
The redesigned user interface has
2021-08-02 Campaign been released. Optimizely Campaign

screenshots in the user guide have
been updated. See Start page.

The Pardot connector has a breaking
change when you upgrade to version 6.
The configuration screen has new
fields to create new connectors. Con-
figurations made with older versions of
the Pardot connector will no longer
work.

Marketing automation con-

2021-07-22
nectors

You can now create webhooks for the

AVEIRUAL CENTEENET unsubscribe event. (update 373)

Email Product Recom- New strategy: Recommendations from

2021-07-13 . categories of purchased products (last
mendations
365 days)

If you use the coupon system, you can
now optionally create QR codes. You

2021-06-24 Campaign can also use field functions to generate
QR codes that refer to specific recipient
list fields. (update 371)

See Deliverability basics for information
2021-06-17 Campaign about the BIMI email authentication
standard.
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2021-06-14 B2B Commerce Spire roles documented.

Adyen payment gateway plug-in doc-

2021-06-09 B2B Commerce
umented.

Fields were added to the Acoustic (Sil-
verpop) Connector setting screen to
include database lists. (update 368)

Marketing automation con-

2021-05-27
nectors

In Deep Analytics, you can use sep-
arate groupings for the name and ID of
mailings, recipient lists, and clients.
See Groupings. (update 366)

2021-05-13 Campaign

A new feature was added to the Tar-
geted Discount daily trigger to enable

2021-04-29 Triggered Messages the trigger to fire if products were added
to a basket but not purchased within the
last 30 days.

You can now create webhooks for the
bounce event. (update 364)

2021-04-22 Campaign See Deliverability basics for inform-
ation about list bombing and learn
how to recognize these cyberattacks
and protect yourself.

See Deliverability basics for a glossary
2021-04-15 Campaign of the most important terms related to
deliverability.

The beta phase of the webhook feature
has been expired. You can now create
webhooks for the sent event and option-

2021-03-31 Campaign ally submit the Basic HTTP Authentic-
ation header. You can also verify and
update webhooks via REST API. See
Webhooks. (update 362)
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You can now display background
images in grouping paragraphs and
sidebars in the mobile newsletter ver-
sion. You can also automatically
stretch or crop the image to fill the
entire paragraph area. See Grouping
paragraph. (update 362)

The beta phase of the A/B tests for
transactional mails feature has been
expired. This feature is now available
for all users on request.

Visitor Intelligence now comes with a
set of built-in filter definitions. It is also
possible to add time and occurrence fil-
ters to segments to further limit match-
ing profiles. See Creating a segment
based on filter definition. (update 360)

2021-03-25 Visitor Intelligence

In the Optimizely Campaign start menu
under Scheduled jobs, you can find an
overview of the scheduled jobs con-
figured in your client. (update 360)
2021-03-25 Campaign
If you use the coupon system, you can
generate bar codes based on the val-
ues of your recipient list fields via field
functions.

In the Marketing Automation's
Advanced node, you can specify which
recipients are passing through the Mar-
keting Automation campaign at which
time. You can now define even more
precisely when Optimizely Campaign
should check the criteria. For example,
if you set the interval to Every 2
months, each 1st from 14:00, Optim-
izely Campaign checks the criteria on

2021-02-18 Campaign
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the first day of every second month at
14:00. (update 355)

If you use the recipient list man-
agement, you can now change the field
name of recipient list fields. See Editing
recipient list fields. (update 352)

2021-02-04 Campaign

The end user documentation for

B2B Commerce and Optimizely PIM
2021-01-21 B2B Commerce has now been integrated in this user

guide. See sections Optimizely

B2B Commerce and Optimizely PIM.

Edit and publish blocks in a quick edit
view, which lets you edit relevant block
properties without leaving the current
context. (update 350)

2021-01-21 CMS

Customer service representatives can
2021-01-21 Commerce create notes associated with carts,
orders, and subscriptions (update 349).

« Create reusable email templates

o Export CSV data in localized format
for the selected language

o Users (with authorization) can

2021-01-21 Personalization
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Released Area Features and updates
change the currency selection

You can now run A/B tests for trans-
. actional mails to send different variants
ALz CRImpEE of a transactional mail and check which
variant performs better.

Archived documentation

If your Optimizely implementation is not on the latest version, you can access pre-
vious versions of the Optimizely User Guide under Archived documentation in the
online version of the user guide.
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Getting started

This topic describes how to log in to an Optimizely website, access features and
navigate the different views. The login procedure may be different from what is
described here, depending on how your website and infrastructure are set up.

Logging in

As an editor or administrator, you usually log in to your website using a specified
URL, a login button or link. Enter your user name and password in the Optimizely
login dialog box, 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
Optimizely 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
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Navigation

Navigation within CMS and to other parts of the Optimizely platform is done via
the top menu.

2P | i CMS | Edit Admin Reports Visitor Groups

The menu displays a product switcherﬁ which opens a product selector area.
From the product selector area, you can open products and systems integrated
with your website. Select CMS (for example) to display available options in the
submenu.

Dashboard ‘

cMS [{b }

Search & Navigation

Content Recommendations

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 Optimizely.

Next steps

« The User interface and Roles and tasks topics describe the different parts of the
user interface and the Optimizely 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 trans-
late, preview, and compare content. It also describes how you can structure the
website by moving, copying, and sorting pages and so on in the page tree.

« For publishing and collaboration, see Working with versions and Controlling the
publishing process in the CMS Editor User Guide.
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« Administration interface in the CMS Administrator User Guide to administer and
configure settings in Optimizely.

« If you have Optimizely Commerce installed, see the Commerce User Guide to
work with e-commerce tasks.

« If you have Optimizely Search & Navigation installed, see the Optimizely Search
& Navigation User Guide to work with search optimization.

© Optimizely 2021
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Roles and tasks

Optimizely is designed to interact with website visitors, and for collaboration
among users of the platform. This topic describes typical roles and related tasks
used in scenarios. See Setting access rights in the CMS Administrator User
Guide to configure user groups and roles in Optimizely.

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 customer with purchasing
intentions. A customer can purchase on an e-commerce website "anonymously"
(payment and shipping details provided), or by registering an account. Visitors
may also contribute to website content as community members, which usually
requires registration of an account profile.

Community member and moderator

A community member or a visitor can add content, if social features and com-
munity functionality are available for the website. This content includes forum and
blog postings, reviews, ratings and comments, in which case an editor, or a spe-
cific moderator role for large websites and online communities may need to mon-
itor this type of content on the website.

Recipient

A recipientis 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 that are used for omnichannel marketing. You
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can track and analyze recipient actions, such as clicking links in an email, provid-
ing input to website owners and users for further marketing actions.

User

A useris someone who logs in to the Optimizely user interface to work with dif-
ferent parts of the platform. A user can belong to one or more user groups and

have different roles, depending on which parts of the Optimizely platform they

use, their tasks, and the size and setup of the organization.

Website owner

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

Content editor

A content editoris someone with access to the editorial interface who creates and
publishes content on the website. Content editors with understanding of the web-
site 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 con-
version rates 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.

The marketer also monitors campaign KPIs (key performance indicators) to optim-
ize page conversion. A marketer with understanding of the website content may
also optimize search for campaigns, and promote content using personalization
features.
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Merchandiser

A merchandiser typically 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, over-
see delivery and distribution of stock, and deal with suppliers. A merchandiser
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.

Customer Service Representative

A customer service representative (CSR) works in the Optimizely Commerce
order management user interface. Tasks may include updating or creating
orders, updating customer information, and managing subscriptions and pay-
ments. The manual order work is often initiated by customers through a support
function.

Administrator

An administrator configures system settings from the administration user inter-
face, including search, languages, personalization, and user access. Admin-
istrators usually have extended access rights compared to other user groups, and
can access all parts of the Optimizely platform. They may also have admin-
istration access to integrated third-party systems. The administrator may also be
the contact person for communication with the developers maintaining the web-
site.

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 con-
tent and product catalogs, configure e-commerce settings, and manage indexing
and customized search features. Developers may also install integrations and
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third-party extensions. Developers may be associated directly with the organ-
ization owning the website, or with an external partner company.
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The toolbar and the panes in the Optimizely edit view provide easy access to
functions when working with content. When entering the edit view, you have the
top menu and the toolbar at the top, and adjustable panes to the left and right.

Edit Admin Reports Visitor Groups
i [es = 0@ (e e ”
v Pages Sites Tasks Projectltems v Blocks Media Forms
St Publish? | [T [:=]
Q [ Alloy Track Q
2B Root s[5 For All Sites
oa# Start 151 Part of current project x Alloy Meet
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@[ Alloy Track = E Alloy Trars =
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[ Alloy Meet Contact M NewFolder
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= B How to buy Allov 4 Rename
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[ search % Cut
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@ @ Campaigns el IR Copy
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fors
51 Project: Springmeeting v =-  Overview

Note: The

developers to plug-in customized features when implementing

Optimizely user interface is flexible allowing

websites. This description refers to Optimizely CMS without
further customizations.

By clicking the product switcher E in the top menu, you can access other
products of the Optimizely platform. You can also access other parts of Optim-
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izely CMS, the live view of your site(s), this user guide, your user settings and a
global search from the top menu.

X CMS Edit Admin Reports Visitor Groups

The toolbar contains features like preview and view options, and lets you add
items such as pages or blocks.

+[e[@[ea] = o0

SDtc-:ﬂtu.llcr_l.r Plan ‘ Publish? ‘ | ‘EE ‘

Autosaved 12:51 PM Undo?

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.

= IR = O

0 —

Start » Aboutus > News & Events » Events ‘ Dptions H
[ Reporting Made Simple

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

B+ e|@]ka = o0

SDlta;ﬂt.llcu.r Track * ‘ Options ‘ | ‘EE ‘

This content is in English. It does not exist in frangais. Would you like to translate it now? | Translate | x

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

Action feedback and notifications. Successful actions are confirmed by a mes-
sage in the notification 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 rearrange the page tree structure using drag-and-drop.

Tooltips. Hover 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.

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 listings. The menu displays different available options depending on
where in the interface you are and what you are doing.
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Project management has never been easier! Use Alloy Meet with Alloy
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and see how this commitment translates into finite and achievable
goals.

Planning is crucial to the success of any project. Alloy Plan iakes into consideration all aspecis of project planning.
from well-defined objectives to staffing. capital investments and management support. Nothing is left to chance.
Alloy Plan supports all project methodologies efficiently as the system is totally flexible in terms of setup and use

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

L — Streamlined
+ = + Newbroet gy <] p|ann|ng
> Racent “Using Alloy Plan has saved time and money

for our arnanization - hut most imnortantly has

and extended with additional gadgets.

I
Cowen | [

&

ocks Media Forms

BE3 For All Sites

Alloy Meet
Alloy Plas
New Folder
Alloy Tra
Bl New Block
Contact ’
£ Rename
Costome o
Customerte T COPY
Event list
W MovetoTrash
News list

4

4= Edit Approval Sequence

+ =

v Versians

Language |Status Saved v |By

en Draft Yesterday, you
1:17PM

en ) Yesterday, you

Published ~ 1:77PM

Setas Primary Draft @
T

Delete Version

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

ition.

o Settings for a pane or a gadget allow you to configure or remove a gad-
get, or rearrange gadgets in a pane.

Left-hand navigation pane

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

Q

BB Root
B # Start
[ Alloy Plan

(Y Alloy Track
[ Alloy Meet

[M About us

B How to buy
[ Search

B Campaigns

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 short-
cuts. 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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B +/[e[@]ka] B ) ~ Rk

v Blocks Media Forms

| Options | | |§E|
Q
Start » Aboutus ; Mews & Events ; Events ) )
i Episerver For
[} Family Day at the Zoo piserver Forms
B Events
E Christmas campaign
Family day
News
A"OV Startpage

For This Site

News & Events IO For This Page

Events
Press Releases r at the Zoo.jpg £ =
Management
r at the Zoo_small.jpg
Contact us
Become a reseller
+ =- o

If you have Optimizely Commerce or Optimizely 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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I-ﬁl:i

|Puhlish? || =

Autosaved Last changed by you,
14 seconds ago.

Publish Changes

Last published by
You, Today, 10:29 AM
View on website

AJB Test Changes a
Ready to Publish

Schedule for Publish

O @ <k

Revert to Published

When working with content such as pages and blocks in CMS, or catalog content
in Optimizely 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 properties.

= | 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, delet-
ing, or selecting items:

|Z| 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

Optimizely is by default set up to display project comments and changes to pro-
jects in the user interface immediately. If Optimizely experiences problems with
the these immediate updates, the following 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.

The Real-time Updates dialog box can have two main reasons. It appears
because Optimizely 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
Optimizely.

Whatever the reason, Optimizely 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.
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WebSocket support

WebSocket is an Internet protocol used to automatically update the Optimizely
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 or project item, Optimizely 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 admin-
istrator for the real-time updates to work. If it was not enabled, you can still work
with Optimizely 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 dis-
abled, you may or may not see the Real-time Updates dialog box.

My settings

Under the top menu > your user name > My settings, you can change some of
your account settings. User name and password are usually set in an external
system, such as Windows or an SQL database, and cannot be changed in Optim-
izely 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 list. This settings 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 computer mouse, which
may cause problems such as making it impossible to resize panes using the com-
puter mouse. If you experience problems with Optimizely and the touch screen,
enable the Limit touch support feature. This feature prioritizes computer mouse
input over touch screen input and enables the computer mouse for interactions
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such as drag and drop, resizing of panes, and so on.

My Settings @

Uzer Information || Display Options

Language Settings

Personal Language Use system language .

Views

I Limit fouch 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 dis-
played.

Add-ons

An add-on is a plug-in or module, developed by Optimizely or Optimizely part-
ners, to extend the capabilities of Optimizely. A developer (or someone with
administrative access rights) installs most add-ons. See Optimizely 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 gad-
gets to the dashboard or to the navigation or assets panes in edit view.
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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 con-
sumers.

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

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

management), inventory, warehouse, and customer service systems.

A typical B2C shopping flow involves a number of interactions between a site vis-
itor, Optimizely Commerce, and any integrated external system. You can auto-
mate 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
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Cart created.

In the shopping flow example, a customer does not need to register on the site
to make a purchase. 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 Management > 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 shop-
ping. 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.
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2. Start checkout.

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

3. Add address.

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

4. 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, depend-
ing 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.

5. 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 cus-
tomer confirms the purchase, and an order confirmation is sent to the cus-
tomer. The shopping cart is converted to a purchase order, which is visible
with status In Progress in Order Management > Purchase Orders.

6. 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.

7. Shipment released.
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After the shipment is verified, it is released. The purchase order now appears
in Order Management > 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 integration exists. The tracking
number connects the physical package with the shipping provider for the deliv-
ery, 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 automatically or manually by replacing a delivered product with
another one in exchange, or a 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

Optimizely Commerce is a flexible platform built for integration with other busi-
ness systems needed in an e-commerce environment. These systems are typ-
ically integrated with various parts of the shopping flow, for exchange of data with
Optimizely Commerce.

You can integrate the following business systems with Optimizely 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, cus-
tomers, 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 Optimizely Commerce solution with additional modules from
Optimizely and third-party providers. Extension modules are available from the
Optimizely Add-on Store in episerver.com.
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Catalogs

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

e pricing

« markets

e inventories
o 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 Optimizely 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 number 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 supplier into its own cata-
log. See also: Working with catalog entries.
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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.

Importing and exporting a catalog

You can import a product catalog from an external system into Optimizely Com-
merce. 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 sys-
tem. 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 Optim-
izely Commerce.

o CS8SV 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.
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Depending on the import or export setup, you may need to manually edit the
information for imported products (such as adding images, documents, and asso-
ciations) and their variations to complete the task.

Importing or exporting catalog data via a .zip file

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.

Importing a catalog

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

4 New Catalog iilmpu:urt Export iiM-:ure Actions

CJ M ﬂE CSV Import Catalog

O ﬂﬁ D ﬂE Import Catalog

:l ﬂﬁ 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.
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5. When the import is complete, close the progress window.

iii Commerce Catalog  Marketing  OrderManagement | CommerceManager  Report:

com | Change Language About +

Catalog Mana, 2
-~ Import

=™ catalog Management

& cet Help For This Page

\ Catalog Entry Search It is strongly recommended that you back up your ECF database before performing import.
@ Catalog Batch Update Toimpart catalog, please pick up an existing file from the grid below or uplaad a new one. Then click the button 'Start Import' ta start importing
=3 Catalogs
1 Fashion
563 Mens Files Available For Import:
& (] Mens Shoes Actions File Name Size Created Last Updated
= (] Mens Jackets Download | Delete 1 ImportFile.zip 22 bytes Today, 10:24 AM Today, 10:24 AM
=1 (] Mens Shi
=20 1 Page 1of 1(1 items)
=
B Womens Upload Zip Files:
Drag files here for uploading!
:

Iy

[(Joverwrite duplicate entries and nodes

Start Import

Exporting a catalog

a. Goto Commerce Manager > Catalog management page.
All catalog nodes appear. Select the appropriate ones.

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

4 New Catalog i’l Import/Export> i] Maore Actions

] M ﬂE CSV Import Catalog
[l +f 0 % import Catalog

:| ﬂﬁ Export Catalog %

d. Export catalog items in the following ways.

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

o]

¢

\:l 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 Last Updated

Download | Delete CatalogExport_Catalog_Wine_Sample.zip 742.90 KB Today, 10:31 AM Today, 10:31 AM

1 Page 1 of 1 (1 items)

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

Importing a catalog using CSV files

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 tedi-
ous when dealing with a large amount of catalog data.

This section explains how to complete these tasks.

« 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.
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CSYV file format

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

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

[¢]

[¢]

[¢]

Code. A unique code to identify each category or entry.

Name. A unique name for each data row.

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

Product

Variation

Package

= Bundle

Parent & Child Entry Code (for entry relations only). Specify the rela-
tionship 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.

Action. Specify the import action. See also: Managing content ver-
sions during import.

m |nsert
= Update
m Delete

Note: You must specify a command for each row
of the CSV file.
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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.

Warning: An error occurs if you import a file that con-
tains 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 CSV file, create a mapping file, which links data in the CSV file to
Commerce Manager attributes.

Select the type of mapping file you need.

Mapping file

type

Used to specify

Example

Category w/
Meta Data

Entry w/ Meta
Data

Entry Relation

Entry Asso-
ciation

Variant w/

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,
advertising other items under text like
"You may also be interested in...")

Information for the Inventory tab.
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Mapping file
type

Used to specify Example

Inventory cing/inventory file

CSV file type 6 —

Sale Price Information for the Pricing tab. ST
Sale price file

For each mapping file type, the view displays a different set of fields and attrib-
utes. You manually 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 CSYV files

CSV File type 1 — 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 different 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.

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

CSV File Type 2 — Entry files

Entry files specify data for catalog entries. The Products, Variant/SKUs, and Pack-
ages CSV files for this example are shown in Figures 2, 3, and 4.

CSV file type 2, entry file, products

A B e D E F G H I J
1 |Action Product Code Product Name Entry Type Category Code Available from Expires on Available (True/False) Description
2 |Insert Prodl Diapers Product  Catl0 1/1/2009 6/1/2009 TRUE TestBrand Diapers
3 |Insert Prodz Wipes Product  Catlo 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
=

CSV file type 2, entry file, variations

A B & D E F G H I J K
Variation Category Available

1 |Action Code Variation Name Entry Type  Code Available from  Expireson  (True/False) Description 2rimary Image
Disposable E:\ECF_BabySampleCatalog\Bab

2 |Insert Varl Diapers - Newbaorn 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 Vara Diapers - size 3 Variation | Catl0 1/1/2009 6:00 10/1/201218:00  TRUE

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

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

8 |Insert Var7 Training Pants - Pink Variation Cat2 1/2/200911:00 10/1/2012 18:00 TRUE

9 |Insert Varg Training Pants - Yellow Variation | Cat2 1/2/200911:00 10/1/201218:00  TRUE

10 |Insert Varg Baby Wipes - Portable 80 ct Variation Catl0 1/2/200911:00 10/1/2012 18:00 TRUE

11 |Insert Varl0 Baby Wipes - 300 ct Variation Catl0 1/2/2009 11:00 10/1/2012 18:00 TRUE

12 |Insert Varll Baby Wipes - 700 ct Variation Catl0 1/2/200911:00 10/1/2012 18:00 TRUE

13

14

CSV file type 2, entry file, packages

A B G D E F €] H |
1 |Action Package Code Package Mame Entry Type Category Code Available from Expireson Available (True/False)
2 |Insert Package NB  MNewborn Package Package  CatlDd 1/1/2009 12/31/2010 TRUE
3 |Insert Package3tof 3to6mo Package Package  CatlDd 1/1/2009 12/31/2010 TRUE
a
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CSV File Type 3 — Entry relations file

The entry relations file links one entry to others. In the following example, Var1
through Var5 (different diaper sizes) are associated with Prod1 (Diapers), while
Var9through Var11 (different quantity 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.

CSV file type 3, entry relations file

A
Action
Insert
Insert
Insert
Insert
Insert
Insert
Insert

V=" T ST = Y, T O TR N ) s

Insert

==
=

Insert
Insert

= =
B | =

Insert

=
48]

Insert

=
I

Insert

=
Ln

Insert
Insert

=
w~ |

B C D
Parent Entry Code Child Entry Code
Prodl Varl
Prodl Var2
Prodl Var3
Prodl Vard
Prodl Vars
Prod2 Warg
Prod2 Varlld
Prod2 Warll
Prod3 Varg
Prod3 Var7
Prod3 Varg
Package MB Varl
Package MB Varll
Package3iod Var2
Package3tof Varll

CSV file type 4 — Associations file

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

© Optimizely 2021



item.

CSV file type 4, associations file

Catalogs | 53

A B
Action  Baby Catalog Association Name
Insert Accessories

1
2
3 |Insert Customers Who Bought This Item Also Bought varl
4

C

D

E

F G

Parent Entry Code Child Entry Code Sort Order Association Type

Varl Varld
Var2

CSYV file type 5 — Pricing/inventory file

1
2

Optional
Optional

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

tab.

CSV file type 5, pricing/inventory file

A B < D E F [ H J K L M
Track Inventery Reorder
1 |Acion |EniryCode Price TaxCateg (True/False]  Warehouse Weight Package Min Quantiy MaxQuan
B TRUE arehouse 1 box 1 10 2
TRUE 1 box 1 10
4 TRUE 1 box 1 10
5 TRUE 1 box 1 10
6 TRUE 1 box 1 10
7 TRUE 1 box 1 10
8 TRUE 1 box 1 10
3 TRUE 1 box 1 10
10 vars TRUE 1 box 1 10
11 |Update Varlo TRUE 1 box 1 10
12 |Update Varll 25.95 General Sales TRUE Warehouse 1 box 1 10

13

CSV file type 6 — Sale price file

0 F

Allow

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

Q

Allow

v In Stock Reserved Min. Quy Preorder Qty Backerder Gty Backorder Preorder Status
50 3 2 o

TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE
TRUE

R s hd [V
nventory

The sale price file specifies information for the pricing section of the Pri-

cing/Inventory page.

CSV file type 6, sale price file
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A B C 0 E F €] H
1 Action Entry Code Sale Type Sale Code Unit Price Currency Start Date End Date
2 |Insert Varl BEVL 16.99 UsD 1/1/2009 6:00 10/1/2009 18:00
3 |Insert War2 BBYV2 17.99 UsD 1/1/2009 6:00 10/1/2009 18:00
4 |Insert ‘Var3 BBY3 17.99 UsD 1/1/2009 6:00 10/1/2009 18:00
5 |Insert Ward BBV4 18.99 UsSD 1/1/2009 6:00 10/1/2009 18:00
6 |Insert Var3 BBYS 18.99 UsSD 1/1/2009 6:00 10/1/2009 18:00
7 |Insert Vart BBVG 25.99 UsSD 1/2/2009 11:00 &/3/2009 23:00
8 |Insert |Var7 BBWV7Y 25.99 UsSD 1/2/200911:00 &/2/2009 22:00
9 |Insert Var8 BEWVE 25.99 UsSD 1/2/200911:00 &/1/2009 19:00
10 |Insert Var9 BEWVS 4.49 UsSD 1/2/200911:00 &/2/2009 22:00
11 |Insert WarlD BEV1O 15.99 UsSD 1/2/200911:00 &/2/2009 22:00
12 |Insert Varll BEV11 25.99 USD 1/2/2009 11:00 6/2/2009 22:00
13

Managing content versions during import

When importing a catalog entry or variant

If you import via the Service API (application programming interface), you can
work with published or draft versions. See Catalog.

If you import via the XML or CSV format, use the XML input file's IsActive attrib-
ute to control the status (Draft or Published) of the imported item. During the
import process, choose either insert or update to begin the process.

Insert. Control the new version's status via the IsActive field.

o If IsActive=True, the new version's status is Published.

o If IsActive=False, the new version's status is Draft.

Update. Overwrite the current version with data from the input file. Use the IsAct-
ive field to determine the new version's status.

o If the catalog has a published version and IsActive=False, the published ver-
sion is deleted, and the new version's status is Draft. All other versions are
kept as they were before the import.

o If the catalog has a draft version and IsActive=True, a new published version
is created. All other versions are kept as they were before the import.

o For all other cases, the existing published or primary draft version is over-
written by the version in the XML/CSV file, and all other versions are kept as
before. In these cases, the value of IsActive determines the status of the
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imported entries.

m IfIsActive=True, the new version's status is Published.
m IfIsActive=False, the new version's status is Draft.

Exporting Optimizely Commerce catalog data to Optim-
izely Campaign
You can set up a periodic transfer of the latest product data from Optimizely Com-

merce to Optimizely Campaign. (For more information, see Commerce-Campaign
integration.)

In Optimizely Campaign, the Optimizely Commerce product data is used in a Con-
tent Interface Paragraph. The data can be rendered dynamically based on per-
sonal recommendations, or as a static product recommendation rendered for all
recipients who get the paragraph in their message. See also: Content interface
paragraph in the Optimizely User Guide.

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.
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2Pt i Commerce Catalog Marketing Order Management Commerce Manage Reports Settings
o —
[+] + O
el Catalog tree
Fashion » Mens Catalog items = |
Q @ Mens Shoes —

]| Catalog Root
& & Fashion

Market Al ~ =

All
2l Mens . Name Code Price  Stock  Publish b
= Australia
Il Mens Shoes =" ~
& Mens Jackets O ‘ B Faded Glory Mens Canvas Twin Gore Slip-On Shoe P-36127 v Brazil
Wl Mens Shirts Canada
B Mens Sweatshirts » [ poansT y chile
Wl womens Click arrow to display related

Default Market (inactive)

products and variants

» P-3985( v . Germany
Spain

» 0 Y™ @ Puma Black Suede Athletic Sneakers P-3981: v | Japan
Netherlands

L] \ B Puma Brown Suede Athletic Sneakers Shoes P-42517 v Norway
Saudi Arabia

» ] - @ PumaGray Textile Boat Shoes P-4446 v " Sweden

United Kingdom

> [] ‘_ B Puma Green Leather Athletic Sneakers Shoes P-4464 v Usa

> @ @ DumaCrann Sundn Athintin Granlare Shane D_roEY )

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 mar-
ket, 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.

Icon Meaning

il category
(T bundle
package
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Icon Meaning

w product

1 variant

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

= Jid

Fashion » Mens
[ Mens Shoes
% W X =H
Name Code Price Stock Published fA\raIIabI
- rom

v “. B Faded Glory Mens Canvas Twin Gore Slip-On Shoe P-36127195 v

] “ M Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU-3612719¢ $19.50 1997 v

O m M Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU-3612719¢ $19.50 1356 v

O ‘. Ml Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU-36127197 $19.50 1914 v

] ‘. Ml Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU-3612720 $19.50 2145 v

[ ‘. M Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU-3612720 $19.50 2373 v

O ‘. M Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU-3612720 $19.50 1843 v

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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= N
Catalogs
Fashion » Mens
Q canvas ! @ @ Mens Shoes
I B No Boundaries 18" Printed Canvas ... X [

" No Boundaries 18" Printed Canvas ...
"l No Boundaries 18" Printed Canvas ...
M No Boundaries 18" Printed Canvas ... .

M No Boundaries 18" Printed Canvas ... v x

@ Mens Shirts
A Mane Quiaatehirte .

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 content from an external source.)

Note: When creating a catalog structure, carefully consider its
maintenance and performance aspects. Do not build hier-
archies 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 per-
formance.

1. Inthe Catalog Root context menu, select New Catalog. Or, click + > Catalog
at the top of the screen.
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ian - |3

Catalogs

Fashion » Mens

Q canvas @ @ MensShoes
B[E Catalog Root LY s
& B Fashion
2l Mens 4. Edit Approval Sequence
@ Mens Shoes = [E NewCatalog

B Mens Jackets v ‘» B FadedGlory!

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 lan-
guage) for this catalog'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 lan-
guage 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.
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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.
3. Click Delete Catalog.

Working with catalog entries

The Catalog interface in Optimizely Commerce enables you to work with catalog
data. Marketers may want to create new products and variants, and mer-
chandisers may want to enrich products as they are added to e-commerce chan-
nels. E-commerce solutions integrated with an external ERP system may have
products with core data that only needs to be completed within Optimizely 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 categorize 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 con-
tent button at top. When you expand the catalog tree, context-sensitive options
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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.

el | " |
Catalogs
Fashion ; Mens
Q canvas @ @ Mens Jackets
B Catalog Root =
& & Fashion
=l Mens . Name
@ Mens Shoes [
@ Mens Jackets = » ] “ B Denim Jacket
@ Mens Shirts # Edit
@ Mens Sweatshirts New ' @ category
e [l Womens % Cut @ Product
T Copy I Variant/SKU
B Package
X Delete

.':. Bundle

The following example shows how to create a catalog entry.

1. Expand the catalog tree and go 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 Optimizely Commerce system supports multiple product types, the sys-

tem 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 prop-
erties. Optimizely Commerce saves the item automatically but it is not avail-
able 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.
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To learn about other catalog entry tasks, such as editing, deleting, moving and so
on, see Editing catalog entries

Types of catalog entries

Each catalog entry has a type.

Category. " A way to group products, such as Art Books or Cocktail Dresses.
See also: Working 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. Il 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 item in 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 shopping 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 inform-
ation is only defined for variants. See also: Catalog entry properties

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

lishing 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.

Select view
E] On-Page Editing
v §E All Properties
W variants
9 Pricing
ﬁ‘-:-‘ Inventories
'E: Categories

(: Related Entries

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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= JEd

Fashion » Mens

[@ Mens Shirts

X x =

1l
-

Name Code Price Stock Published f‘r‘;ﬁ

B Beefy-T Short Sleeve Tee P-224T142% v
B Comfortblend EcoSmart Jersey Polo with Pocket P-2479757¢ v
B Graphic Tee P-39101253 v
B L/S ComfortBlend Tee P-38193107 v

g
> [ Q ] Long Sleeve Wowven Shirt P-37347117 v

B Printed Short Sleeve Beefy Tee P-2215430¢ v

B Short Sleeve Palo P-3606304 v

B Stripe V-neck P-42122310 v

Updating multiple catalog entries at once

As a catalog grows larger, use the Catalog Batch Update to update multiple cata-
log entries at once. The option lets you filter items of interest then update several
at once.

1. Goto Commerce manager > Catalog Management > Catalog Batch
Update. The Batch Update screen appears.
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(o]

s

Welcome ¥ Change Language About ™

Catalog Management .3—" Main Adjustment - Filters
== caralog Management Entry TYPE:  variation /Sku -  Llanguage English (United States) -
Catalog Entry Search X
. L= Meta Class:  pefault Catalog Entry - Catalog/Category. )| catalogs M
B Catalog Batch Update
=3 Catalogs Eiekl: Entry : Name v  Keyword(s): Apply Filter
[ ] Wine
=[] Templates [& Save All
Name Entry : Name
M Enoteca Wine Glass Small Enoteca Wine Glass Small
W1 Enoteca Wine Class Large Enoteca Wine Glass Large

M Enoteca Waiters' Friend Double Lever Corkscrew

Blue Encteca Waiters' Friend Double Lever Corkscrew Elue

" Enoteca Waiters' Friend Double Lever Corkscrew

Red Enoteca Waiters' Friend Double Lever Corkscrew Red

" Enoteca Waiters' Friend Double Lever Carkscrew
. v : Enoteca Waiters’ Friend Double Lever Corkscrew Yellow

Yellow
" Enoteca Decanter 1000ml Enoteca Decanter 1000ml
" Enoteca Decanter magnum Encteca Decanter magnum

« Main Adjustment.

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 list, choose Variation: Display Price. The right column
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changes, letting you update the display price for all catalog entries.

(o]

)

‘Welcome ¥

Change Language About =

@ Get Help For This Page

Catalog Management

Main Adjustment

= ™ Catalog Management

,, Catalog Entry Search

@ Catalog Batch Update

[ ] Catalogs
+ ] Templates

Additional Filters

Entry .

Type: 2NTyPes [=] Language: English (United States) [=]

Meta v

Class: | Default Catalog Entry [x] camlog/category [y Caraiogs =l

Field: [Enery - Name Iz‘ Keyword(s) __Apply Filter
@ysave an
Name Entry : Name

ﬁ Dashboard

= Catalog lltnagemem;

m Custemner Management

ng QOrder Management

IE Marketing

zﬂ Asset Management

Reporting

3. Click Save All.

UM Enoteca Wine Glass Small

"M Enoteca Wine Glass Large

" Enateca Waiters' Friend Double Lever Carkscrew
‘| Elue

UM Enoteca Waiters' Friend Double Lever Corkscrew

Red

UM Enoteca Waiters' Friend Double Lever Corkscrew

Yellow

"M Enoteca Decanter 1000m|
" Enoteca Decanter magnum
© Wine Class

© waiters Friend

© pecanter

€

Encteca Wine Glass Small
Enoteca Wine Class Large

Encteca Waiters' Friend Double Lever Corkscrew Blue

Engteca Waiters' Friend Double Lever Corkscrew Red
Enoteca Waiters

Friend Double Lever Corkscri

Encteca Decanter 1000ml

Encteca Decanter magnum

Waiters Friend

Decanter

1

ew Vellow

D

1 ﬁj Administration

Page Size: 20 E

(12 items) | Page 41 »

Sorting catalog entries

Sorting means changing the display order of items in a category

Catalog view.

. This affects the

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. Go 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 *
appears to the left of every eligible item's check box.

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

© Optimizely 2021




Catalogs | 67

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.

Notes about sorting

Changing an item's sort order affects it within that category only.

Sort mode remains enabled until you click the button a second time, even if you
go 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 Select view > Variants.

| Options | |§E |

Select view
H] On-Page Editing

v #= All Properties

[ variants

9 Pricing

= .
@ Inventories

.E= Categories

‘: Related Entries

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.
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If you duplicate a category, Optimizely 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, Optimizely 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.

You can duplicate one or several catalog entries. The following example duplic-
ates multiple variants and moves them to a different category.

1.

w

5.

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

Pin the catalog tree so it remains open.
Select items to be duplicated.
Drag selections to the desired catalog tree location.

= N
Catalogs
Fashion » Mens
Q [ Mens Shoes
B CatalogRoot X [ [ x
& [ Fashion
= @ Mens . Name
M Mens Shoes =-
@ Mens Jackets 4 ‘ B Faded Glory Mens Cam
M Mens Shirts
Wl Mens Sweatshirts = e -
B Womens Faded Glory Mens Canvas Twin Gore Slip-0n Shos
PumaRed Leather LoafersShoes |
Puma Black Sneakers Shoes akers !
Puma Black Suede Athletic Sneakers

> [ h B Puma Black Suede Ath

The Select Action dialog box 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
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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 catalog entry's primary category.

Deleting catalog entries

When deleting a product or a variant, the following happens depending on how
the deleted entry is related to other catalog entries:

« Ifaproduct 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 m B Faded Glory Mens Canvas Twin Gore Slip-On Shoe P-3E v
| W 1M Faded Glory Mens Canvas Twin Gore Slip-OnShoe ~ SKU §18.¢ 29 =
I
O M Ml Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU $19.¢ LY ¥ cut

L
O m Ml Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU $19.t LV

[ m I Faded Glory Mens Canvas Twin Gore Slip-On Shoe SKU 518 214 VA

© Optimizely 2021



70 | Episerver Commerce User Guide 2021-08-02

To delete multiple catalog entries at the same time, select the entries then click
Delete in the toolbar.

Translating catalog entries

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

Catalog entry properties

£pA i Commerce Catalog

B +/[e @]k = o0

Fashion » Mens ) Mens Shoes -
B Faded Glory Mens Canvas Twin Gore Slip-On Sh... E
Basic info properties Select view
Display names Faded Glory Mens Canvas Twir E] On-Page Editing
Name Faded Glory Mens Canvas Twir v 3= All Properties {}D
Name in URL p-36127135 Change ] yariants
SEO URL P-36127195 Chenge - .
SILL s Inventories

\—/ Code P-35127195 Choroe © Fricing
Drop-down menu

T= Categories

Markets Al Chenge
(: Related Entries

Visible ta Everyone

Languages En,sv

1D, Type 418, Fashion product

Tabs
Content Belongs To Variants Asszets Related Entries Settings
Erand Faded Glory

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

Basic info properties

The basic info properties area 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. Change appears next to some properties. Click it
to edit a property value.
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« 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 nav-
igation; 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 visible and editable by CommerceAdmins group members.

« Languages. The content is available in the displayed languages. The active lan-
guage is notunderlined.

« ID, Type. The ID set by the system; the content type upon which the item is
based.

Content

The Content tab properties depend on the product or variant.
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Content Belongs To Variants Assets Related Entries Settings
Brand Aurielle-Carryland
Description Paragraph B 7 | - == R H 6@

Aurielle-Carryland Mariposa Tote Handbag:

Product Weight: 2 |bs.

striking butterfly pattern
Silver tone hardware details
Double handles with drop length of 9 inches

« & & 8 & @

Long Description

Paragraph B 7 (A = =

Product Material: Cotton canvas with leather-like PVC trim

Open entry with magnetic snap closures and middle top zip pocket

il
lil
-
KA
"]
O

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

editor.

The Links dialog includes the following Commerce-specific properties:

« Catalog content. Lets you assign a link to any catalog entity, such as a catalog,
category, product, or variant. For example, if you link to a category, when that
link is clicked, a page appears listing all products in that category.

« Marketing content. Lets you assign a link to any marketing campaign or pro-

motion.
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Edit link
Link title

Openin

Language Automatic (default) ~

@ Page

QO Media

(O Catalog content
(O Marketing content
QO E-mail

O External link

Q) Anchor

Remainina lrl

Belongs To

Cancel
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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 cat-

egory and a Spring package category, as the following image shows. See
also: Working with categories.
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[ —
Catalogs
Fashion . Womens  Womens Dresses
Q M Braided Neck Maxi Dress

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

2@ CatalogRoot

2 & Fashion
2 Ml Mens Edit Categories

@ Mens Shoes
@ Mens Jackets
@ Mens Shirts

Primary Category

@ Womens Dresses
@ Mens Sweatshirts

= @ Womens
@ Womens Dresses =. Additional Categories
@ Womens Tees | + Add Category |
@ Womens Bottoms
[ Womens Shoes Name Path
@ Womens Handbags

@ Weekly specials Fa @l Weekly specials

You can drop cate

Pricing (for variants)

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 cus-
tomer group. Market filtering displays both active and inactive markets.

The same item can be available in several markets. For each market, you can
define multiple currencies and establish a different price for each one. If you enter
no value for any currency, users will not be able to place an order for the item in
that currency.

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

o market

e price

- valid date range

« saletype

» salecode

o Minimum quantity
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Tip: In many cases, pricing information comes from an

external system, which may prohibit modifications in Optim-

izely Commerce.

Note: Price changes are immediately available on the web-

site. 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.

3.

o]

’

Fashion » Womens
@ Womens Dresses

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

All Customers

All Customers

All Customers

All Customers

Edit Prices
Customer Group (Sale Code) Al = Market Al -

Product Name Code Market Price Valid

Uress 4/ 42155, 41 AM
S;Z;d:d NeckMaxi  gey-so7077m BRA BRL39.50 :ggg@ ?’:}ﬁ:’
gzzfd NeckMaxi  gey-so7077m CAN CASI6.50 iﬁiﬂi 1’3&:’
g:z‘i"d NeekMaxi  sxu-sorormon CHL CLP7.941 :g%ﬂi Zﬂ’;”M'
BraiedeckMaxt sku~40707701 DEU €12.50 T
BrafedMeck Maxt sku~40707701 ESP €12.50 N

All Customers

Sale Code

Min. Quantity

If desired, use the Customer Group and Market filters to make it easier to find

pricing information.

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.

e}

e}

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

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

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. Setthe new available dates.

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 pri-
cing (also known as differentiated pricing).

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

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 pur-
chases 10 or more, the cost is $50.00 each. If fewer than 10, $60.00 each.

CowlINeck-Black-
ExtralLarge

Tops-Tunics-
CowlMeck-Black-
ExtraLarge

ASEAN £60.00 Sep 1, 9:00 AM = All Customers 0

Tops-Tunics-
CowlINeck-Black-
ExtralLarge

Tops-Tunics-
CowlNeck-Black-
ExtraLarge

ASEAN $50.00 Sep 1, 9:00 AM Al Customers 10
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o 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.
o click Delete to remove a set of price information.

Warning: You cannot undo the deletion of price inform-
ation.

Setting customer group pricing
Use Customer Groups to set permissions and create targeted marketing cam-
paigns.

Prerequisite: Customer groups are created in Commerce Manager.

To create a customer group price:

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

Click Customer Price Group.
Select the customer group to which the price applies.

W=

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 Inventary Assets Related Entries Settings
Min. quantity 1
Max. quantity 100
Weight 5
Shipping Package -

Shipping Dimensions

Length 1
Height 2
Width 3

B Tracked

Inventary locations

Location Warehouse code Quantity Preorder Availability Is Tracked
Hanoi store hanoistore 344 14
London store londonstore 82 4
New York store newyorkstore 76 v
Stockholm store stockholmstore 418 v
Sydney store sydneystaore 430 v
Tokyo store tokyostore 221 v

= Edit inventories

When first viewing a variant's inventory information, you have access to the fol-
lowing 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.
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« 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.

Note: Weight unit (kilograms or pounds) is set in Admin-
istration > System Settings > 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 Admin-
istration > System Settings > 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
CowlMeck 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.
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« 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 possible.

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

« Preorder Availability. If customers can preorder this item, enter the first date
when itis possible.

« 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, 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 pro-
duct/variant if you provide inventory information from the Inventory Locations. If
Is Tracked is not selected, orders can be placed without inventory amounts.

Note: 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.
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Assels

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 cata-
log 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 the file.

[ = N et B 3 Bl R
Catalogs Blocks Media
Fashion  Mens ; Mens Jackets
1"l Wrangler Men'S Denim Jacket Q
§ B For All Sites
Display name Wrangler Men'S Denim Jacket _
| Catalog =7
MName Wrangler Men'S Denim Jacket
M
Name in URL sku-37378633 L
SEOURL SKU-37378633 I
Code SKU-37378633 |
Content Belongs To Pricing Inventory Assets Related Entries Settings
Media forthis entry ) (o)
(| + Add Media )
p— 0002931107776_Color_Black_SW_500X500
Name Group -
0002931107776_Color_Dark-Navy_SW_500X500
ﬂ 0004032688322_Color_Black_SW_500X500 default
Y 0002931162666_Color_Black_SW_500X500
X 0002931162666_Color_Brown-Duck_SW_500X5...
You can drop media here
. e
+ = o

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.

© Optimizely 2021



82 | Episerver Commerce User Guide 2021-08-02

Related entries

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 spe-
cific 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 Optimizely Commerce merchandiser navigates to
the television, clicks its Related Entries tabs, and adds suitable cables and wall
mounts using the type cross-sell.

Content Belongs To Pricing Inventory Assets Settings

Related Entries

Other catalog entries that this entry is related to

Name Code Path Type

"l Wrangler Men'S Denim Jacket SKU-37378636 Default
M Printed Short Sleeve Beefy Tee SKU-22154305 Default

«, Edit related entries

Settings
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
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« 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.

« 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 addi-
tional 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, go 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. Complete the category properties. See also: Catalog entry properties. The
system saves the category automatically, but it is not available on the website

until published.
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Viewing an item's categories

To view an item's categories, select a catalog entry, click Properties then the Cat-
egories 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 center of the screen.

Editing a category

1. Inthe Catalog tree, select the desired category.
2. From the context menu, click Edit.

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 pub-
lish flow for content.

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 category 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.
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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.

Catalogs
Fashion » Mens » Mens Shoes

Q [ Men's Sneakers

@@ Catalog Root
Display name

& B Fashion
= Wl Mens Mame
2 [ Mens Shoes Narme in URL
& Men's Sneak... £ =-
@ Mens Jackets /" Edit
&l Mens Shirts New b
@ Mens Sweatshirts o6 Cut
= [l Womens IR Copy
& Womens Dresses
@ Womens Tees X Delete

B Womens Bottoms %= Edit Approval Sequence

Primary and additional categories

You can assign to a catalog entry one primary category and any number of addi-
tional categories. They appear on the product's Categories and Belongs to
views.
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(o]

I

Fasnion ) Mens  MensiSnoes [T=
B Puma Black Sneakers Shoes —

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

Edit Categories

Primary Category

@ Mens Shoes

Additional Categories

| + Add Category |

Name Path

@ Weekly specials

[x]

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 category path (see example above). If
you move a product, its primary category changes, and its URL changes accord-
ingly.

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 Addi-
tional Category. If you create a Summer Sale page and place all items in that cat-
egory 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.
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3. Dragittothe new primary category.
4. The Select Action dialog box appears. Click Move.

As an alternative, you can

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.

cararags

Fashion > Mens > Mens Shirts
Q @ Mens T Shirts
Moved item in
2@ Catalog Root H new category
2 H Fashion

=@ Mens . Name Code Price Stock Published
= il Mens Shoes =
@ Men's Sneak... Vi g g B Besfy-T Short Sleeve Tee P-22471422 v
&l Mens Jackets
=)
= &l Mens Shirts O = Il Beefy-T Short Sleeve Tee SKU-22471422 5750 334 v
@ MensTshirts  # =-
@ Mens Sweatshirts -
= @ Womens O = " Beefy-T Short Sleeve Tee SKU-22471421 §7.50 1322 4
@ Womens Dresses .
@ womens Tees O = "l Beefy-T Short Sleeve Tee SKU-14710977 $7.50 827 v
@ womens Bottoms
=)
@ womens Shoes
O & M Beefy-T Short Sleeve Tee SKU-14710878 $7.50 2215 v
@ Womens Handbags
@ Waekly specials ra =
O = I Beefy-T Short Sleeve Tee SKU-14710973 $7.50 1251 v
=)
O & "l Beefy-T Short Sleeve Tee SKU-22471425 $7.50 690 v

'c
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(o]

I

Catalogs

Fashion ) Mens

Mens Shirts

Q 1" Beefy-T éhort Sleeve Tee

3@ Catalog Root
BE Fashion
ol Mens
2 il Mens Shoes
B Men's Sneak... Fa
@ Mens Jackets
=l Mens Shirts
@ MensTshints &
@l Mens Sweatshirts

= @ Womens
@l Womens Dresses
@l Womens Tees
@ womens Bottoms
@ Womens Shoes
@ womens Handbags
" | Weekly specials ~z

& Display name
Name
Name in URL
SEOURL

Code

Inventary

Belongs T

Content Pricing

Variant details

@ Mens Shirts |

Categories

Primary Category

Additional Categories

Name

Assigning additional categories

Assets

Beefy-T Short Sleeve Tee

Beefy-T Short Sleeve Tee
sku-22471422 Change
SKU-22471422 Chengs

SKU-22471422

Related Entries

Settings

Markets
Visible to
Languages

1D, Type

Product

Path

A|| Change
Everyone

en,sv

8616, Fashion Variant

Beefy-T Short Sleeve Te

Tools ‘

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

—

log item list.

N

Click the Select view button
3. Click + Add Category.

— |then Categories.

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

As an alternative, you can

1. Select the catalog entry.

2. Select Copy.

3. Move to the new category.
4. Select Paste.

5

In the Select Action dialog box, choose Link.
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Editing additional categories

To edit a category entry's additional categories, follow these steps.

1.
2.

3.

Go to the category entry whose additional categories you want to edit.

Click the Select view button = |then Categories.
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.

- W

Go to the category to which you want to assign an additional category.

Click the Select view button |:: |then Categories.

Click + Add Category.
Go 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 individually, allowing customers to purchase several items at once. Each
item in a bundle is a separate 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 pack-

age's items.
0
Fashion > Womens Publish? - | [3= |

i Spring outfit

Display name Spring outfit

Markets All
Name Spring outfit
Visible to Everyone
Name in URL spring-outfit Languages en.sv
SEOURL Spring-outfit-en.aspx 1D, Type 757. Fashion Package
Code Spring-outfit_1 Tools
Content Belongs To Package Entries Pricing Inventary Assets Related Entries Settings
Entries included in this package
Name Quantity Path Group
I French Terry Pant 1 Default
I French Terry Stripe Tunic 1 Default
il Edit entries

Like catalog entries, bundles have tabs and menu options that let you view and
edit their information. To learn about most settings, see Catalog entry
properties. Because bundles do not have an SKU or price, the Pricing and
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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.

Egshic-n ‘Womens _Wc-rr‘e’ls Tees | Publish? | |
+= 3 colored T shirts -

Display name J colored T shirts
Markets All
Name J colored T shirts
Visible to Everyone
Mare in URL 3-colored-t-shirts Languages Bn,sv
SEOURL 3-colored-T-shirts-en.aspx D, Type 758, Fashion Bundle
Code 3-colored-T-shirts_1 Tools
Content Belongs To Bundle Entries Assets Related Entries Settings
Entries included in this bundle
Name Quantity Path Group
I} V-MNeck Tee 1 Default
I Scoop Neck Tee with Pocket 1 Default
I} Essential Short Sleeve Crew Tee 1 Default

&% 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.
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« To delete a package or bundle:

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

« Todelete 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 Cam-
paigns feature ignores the individual items in a package.

The Campaigns feature does not recognize bundles. It only recognizes the indi-
vidual SKUs that make up a bundle.

Managing multiple content versions

Optimizely Commerce handles content versioning in a similar manner to Optim-
izely CMS, but there are important differences.

Tip: To learn how Optimizely CMS handles content ver-
sioning, see Working with versions.

Multiple language support

Optimizely Commerce generates a version for every enabled language auto-
matically. For example, if you create a catalog entry that supports multiple lan-
guages, Optimizely Commerce generates a version for each language. In
Optimizely CMS, to add a language-specific version, you must first translate the
content.

Managing content versions during import

See Managing content versions during import.
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Determining the number of versions saved

By configuration, the UIMaxVersions attribute defines the maximum number of
page versions that Optimizely will retain. You can use a scheduled job (Trim Con-
tent Versions) to eliminate old catalog versions.

© Optimizely 2021


https://world.optimizely.com/documentation/developer-guides/CMS/learning-path/creating-and-editing-content#ContentVersioning

94 | Episerver Commerce User Guide 2021-08-02

Orders

Order management is a central part of the e-commerce system. Since the major-
ity of orders are created from the front-end site, the ordering process is usually
automatic, following an order management workflow. In some cases, orders need
to be manually managed, which you can do from the Order Management view.

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 processed 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.

P Lineltem
y Shipment ==
- T —
o Lineltem
OrderGroup T > Lineltem
| £
e Lineltem

OrderForm

OrderForm

Shipment T

Lineltem

A cart or an order can contain one or more order forms. In most B2C sites, there
is only one form per cart or order. In B2B sites, multiple forms may be used where
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a buyer places an order for different sections of an organization. Each section
has its own form, with separate details.

Each order form can have one or more shipments, and each shipment is made up
of one or more line items.

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 and work with payment
plans.

Note: Only members of the Commerce admins groups or the
Customer Service Representatives role see this screen. To
learn about roles, see Commerce-specific virtual roles.

To access the Order Management screen, click Order Management from the
Commerce top menu.

“E Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

l Orders l I Subscriptions Search by Customer Namev Q Open Cart l I Open Customer l
No. Created Date Name Market Customer Customer Email Amount  Status
Name

#500 November 12, 2020 Default USA Cruz cruz.graham@example.com 27.50USD InProgress

5:29 AM Graham
# 499 November 12, 2020 Default USA Concepcion concepcion.walsh@example.com 12.00USD InProgress

5:29 AM Walsh
# 498 November 12, 2020 Default USA Bryan bryan.stephens@example.com 16.00 USD In Progress

5:29 AM Stephens
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Viewing and updating customer information

This topic describes how to find customers and viewing and updating customer
information on the Order Management screen.

Searching for customers

To quickly find a customer, follow these steps.

1. From the Order management screen, click Open Customer.

iif Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

m I Orders I I Subscriptions Search by Customer Name~ Q Open Cart I I Open Customer l
No. Created Date Name Market Customer Customer Email Amount  Status
Name

#500 November 12, 2020 Default UsSA Cruz cruz.graham@example.com 27.50USD InProgress

5:29 AM Graham
# 499 November 12, 2020 Default USA Concepcion concepcion.walsh@example.com 12.00USD InProgress

5:29 AM Walsh
# 498 November 12, 2020 Default USA Bryan bryan.stephens@example.com 16.00USD InProgress

5:29 AM Stephens

2. Inthe Choose customer field, enter any portion of the customer’s name or
email address. As you enter more characters, you get fewer search results.
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Open Customer

Choose customer *

Close

3. Alist of customers whose name or email address include those characters
appears.

4. Choose a customer.
5. The Contact Details screen for that customer appears.

O

,

X Contact Details

| Personal Information

Address Book Personal Information

|

Orders Full Name: Ardis County

First Name: Ardis
Middle Name:
Last Name: County

E-mail: ardis.county@example.com

Customer Group: None

Updating customer information

You can also view and update customer information from the Contact Details
tab, available from the Cart Details and the Order Details screens. To do so,
click the edit icon # next to Customer Information.
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The Contact Details screen appears with three tabs: Personal Information,
Address Book, and Orders.

Personal Information tab

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

X Contact Details

Personal Information

Address Book Personal Information /
Orders Full Name: Ardis County

First Name: Ardis

Middle Name:

Last Name: County

E-mail: ardis.county@example.com

Customer Group: MNone

Address Book tab

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

X Contact Details

Personal Information

"
| Address Book /

Orders
Default address

Ardis County o

Minetta Street 1168 NEW ADDRESS

Garden Prairie

United States
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You can edit or delete an existing address, or enter a new one. You may des-
ignate one address as the preferred billing address, and the same or a different
one as the preferred shipping address.

Orders tab

The Orders tab shows a customer's order history in reverse chronological order.

(o]

I

X Contact Details

Personal Information

Total Order

No. Created Date Products Amount Status

Address Book

November 18, 2019 Pierina Ballet Flats Womens Loafers Shoes Genuine Leather 166.17

Orders PO507260 3:04 AM Lined by Alpine Swiss Blus Floral Size 7 SEK

InProgress

. November 14, 2013 ComfortBlend EcoSmart Fleece Full Zip Hood, Nane Full Zip
PO0B04 byt

P
Hood, Fleece Sweatpants With Cinched Ankle 61.88USD InProgress

November 14, 2018 30.35

PO0OBE1 277 M Short Sleeve Scoopneck Tee, Graphic Tee Uso InProgress

You can click any order to see and edits its details. See Working with purchase
orders.

Working with carts

This topic describes how to work with carts on the Order Management screen.

A shopping cart is created when a visitor clicks Add to cart for example on a
product page. If needed, you can manually manage shopping carts from Order
Management > Carts where you can view carts, and convert them into

a purchase order or subscription. See also Shopping process flow.

Each shopping cart is unique and has its own ID. A customer can have only one
cart open at a time. So, if the customer already has a cart open, the system redir-
ects to the open cart.

When a cart's checkout is complete and payment is submitted, the cart is con-
verted to an order. At that point, the cart disappears from the Carts list, and
appears in the purchase order list.
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Searching for carts

You can search for carts by customer name (partial match) or email address
(exact match).

1. Inthe top left corner of the Order Management screen, click the Carts button.
2. Inthe Search by drop-down, select Search by Name or Search by Email.

« If you chose Search by Name, move to the Search box and begin entering
the customer's first name. For example, if the customer name is Bryan
Stephens, enter B, Br, or Bry. Press Enter to execute the search.

o You can enter the entire name, but this takes longer.
o As you enter more characters, you get fewer search results.

o You cannot find a customer by entering the last name. To continue the
example, you cannot find Bryan Stephens by entering Ste.

:EE Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

I Orders II Subscriptions ll Search by Customer Namea Q Open Cart ll Open Customer l

Search by Customer Name

No. Created Date Name ustomer Email

Search by Email

Amount  Status

#500 November 12, 2020 Default USA Cruz cruz.graham@example.com 27.50USD InProgress
5:29 AM Graham

. If you chose Search by Email, enter the exact email address. Partial
entries are not valid.

3. Carts that match your search criteria appear.

The Order Management screen initially lists all shopping carts in reverse numer-
ical order. Scan the screen to find the cart you are interested in.

Open Cart dialog

You can also search for shopping carts from the Open Cart dialog:
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1. Click Open Cart.

':E Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

w[ Orders ” Subscriptions Search by Customer Name~ Q I Open Cart ” Open Customer ]

No. Created Date Name Market Customer Customer Email Amount  Status
Name

#500 November 12, 2020 Default UsA Cruz cruz.graham@example.com 27.50USD InProgress
5:29 AM Graham

# 499 November 12, 2020 Default UsA Concepcion concepcion.walsh@example.com 12.00USD In Progress
5:29 AM Walsh

# 498 November 12, 2020 Default USA Bryan bryan.stephens@example.com 16.00 USD In Progress
5:29 AM Stephens

2. Select a market for the cart.

Open Cart

Choose Market

USA v

Choose customer *

New Customer

Cancel

3. Enter any part of the customer's name or email address. A list of matching cus-
tomer names appears.

4. Selectthe customer.
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5. The Cart Details screen opens.

(o]

s

X Cart Details

[ Convert to Purchase Order ][ Convert to Subscription ]

Summary Form Details Contact Details Notes
Cart Number 496
Created Date January 4, 20217:58 AM
Order Level Discounts 0.00USD
Cart Total 23.50USD
Choose Market
Market USA v
Currency
Currency usD v

Close

Note: If no cart exists for the selected customer and market,
you can create one by clicking Create a cart.

Viewing a cart

The Cart Details screen shows the following information about the selected shop-
ping cart. After viewing this information, you can edit the cart's details.

Information at the top of the screen:

« Cartname
o Market and currency
« Customer name
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« Total amount of charges
o Cartstatus

Summary tab

o Cart number

o Cartcreated date

o Order level discount amount
« Total amount of charges

« Currency and market

Form Details tab

« The form in the cart (See also: Structure of orders)
o Shipments in each form

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

Note: Changes to an item's quantity can update
applicable discounts in real-time.

o Discounts applied. See also: Viewing and editing discounts.
o Order total

« Order meta-classes and fields that apply to the order, its shipments, and line
items.

Contact Details tab

« Customer name and email address

You can update customer information from the Cart Details tab by clicking the
editicon # next to Customer Information. See Viewing and updating customer
information.
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Notes tab

You can add notes associated with both carts, orders, and subscriptions. Notes
are listed by creation date under the Notes tab, where you can access details like
description and note creator.

X Cart Details

| Convert to Subscription I

| Convert to Purchase Order

Summary Form Details Contact Details Notes
CREATED BY CREATED DATE TITLE DESCRIPTION
. January 4, 2021 Splitting of Contact this customer regarding splitting of order, there was a
admin@example.com )
9:40 AM order special request.

If you edit a cart's line items, its total is recalculated. Also, if the edits affect applic-
able discounts for the cart, the Discounts display changes.

Updating market and currency

Near the top of the screen, you can change a cart's Market and Currency. Note
that changing these values may affect other order information, for example, an
item's price, available shipping methods, available promotions, and so on.

Adding a line item

To add a new line item:
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Select the cart.
Click the Form Details tab.

o]

¢

X Cart Details

I Convert to Purchase Order ” Convert to Subscription l

Summar y Form Details Contact Details Notes
Shipments
NO  RECIPIENT NAME SHIPPING ADDRESS SHIPPING METHOD TRACKING NO SHIPMENT STATUS SHIPPING COST SHIPPING TAX TOTAL (INCL TAX)
1 Awaiting Inventory 0.00 0.00 23.50USD
Line Items
00 Name PLACED PRICE SHIPMENTNO  SHIPMENT STATUS TOTAL DISCOUNT QUANTITY TOTAL
a l EEEVZ::E?‘S!ZE Essential Tank Maxi Dress 10USD 1 Awaiting Inventory 0.00USD 2 20.00USD
a t zlagssffg;gew Tee 3.5USD 1 Awaiting Inventory 0.00USD 1 3.50USD
Line Item Total 2350USD
Shipping Total 0.00USD -

Click Add Line Items on the left side of the screen.

A search window appears. Enter a search phrase of three or more characters.
Examples:

« The entire SKU (stock keeping unit), for example, 44477844.
« All or part of the item name or description, for example, boot.
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Add Line ltem

Product Variant
{SKU—| X
Classic Mid-Heeled Pump Dress Shoe

N, SKU-36276861 nStock: 1989 More Details

Size: 8 Color: BLACK

Classic Mid-Heeled Pump DOress Shoe

\ SKU-36278481 n Stock: 1420  More Details

Cancel Add Line Item

5. Search results appear. Select the line item you want to add.
If the item already exists in the cart, a cart icon with the previously-ordered

quantity appears in search results.

Tip: To view detailed information of the line item, click
More Details. The respective product page on your e-com-
merce website opens in a new tab.

6. Enter a quantity.

If the item already existed in this cart, the new quantity is added to the existing
quantity. A new line item is not created.

7. Click Add Line Item.
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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 quantity then type in a new one.

Deleting a line item

To delete a line item, click the item's context menu then Delete.

Selecting a shipping address

Every shipment needs a shipping address. On the Cart Details screen, it appears
below the customer 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 stipulates a $10 reduction for a cart whose total that exceeds
$100. As soon as that is true, the $10 discount appears under Discounts, and the
cart total is adjusted.
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(o]

I

X Cart Details

1 Awaiting Inventory 0.00 0.00 5.50 USD

Line Items

Add Line Items

D NAME PLACED PRICE SHIPMENT NO SHIPMENT STATUS TOTAL DISCOUNT QUANTITY TOTAL

B Beefy-T Short Sleeve Tee =
O 5.5 USD 1 Awaiting Inventory 0.00 USD 1 5.50 USD
SKU-14710983

Line Item Total 5.50 USD
Shipping Total 0.00USD
Handling Total 0.00USD

Form Total 5.50 USD

Discounts

There are currently no discounts applied.

Discount codes

A discount code is an additional criterion that you can apply to any discount. For
example, customers 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 discount codes to a cart. If a code that you enter satisfies 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 ifthe customer enters the discount code
Shoes when submitting the order. If a customer places a pair of men's shoes in a
cart then enters coupon code Shoes, 20% is deducted and displayed in the Dis-
counts area.

Creating discount codes for customer appreciation

You can create a discount that allows customer service representatives to apply
refunds to customer carts for loyalty, compensation for problems, and so on. To
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do this, create a discount for this purpose, enter a discount amount, and a coupon
code. Then, train your CSRs(customer service representatives) 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. Note that if a customer already has a cart for a market, you cannot create

another cart for that market.

1. Click Open cart. The Open cart dialog box appears.
2. Select a market for the cart.
3. Click New Customer.

Open Cart

Choose Market

USA

Choose customer*

New Customer

Cancel

4. Enter the name, email, and Customer Group information and click Save Cus-
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tomer.

Create Contact

Full Name * Contact's full name

First Name * Contact's first name

Middle Name Contact's middle name

Last Name * Contact's last name

E-mail * E-mail address

Customer Group None v

Cancel Save Customer
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5. Click Create a cart.

Open Cart

Choose Market

USA v

Choose customer *

John Doe

New Customer

Cancel Create a cart

6. The Cart Details screen appears. To learn about working with the cart, see
Viewing a cart and Editing carts.

See also Converting a cart to a purchase order and Converting a cart to a sub-

scription.

Working with purchase orders

This topic describes how to work with purchase orders on the Order Management
screen.

Once a customer checks out and submits payment, the cart is converted to a pur-
chase order. If needed, you can manually convert a cart to a purchase order from
Cart Details. Alternatively, you can create a new purchase order.

While the purchase order's status is In Progress, you can edit any of its
information (shipping address or method, line items, discounts, and so) on by
clicking the Form Details tab.
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You can add notes associated with an order. Notes are listed by creation date
under the Notes tab, where you can access details like description and note cre-
ator.

Searching for purchase orders

You can search for purchase orders by customer name (partial match), order
number (exact match), or email address (exact match).

1. Inthe top left corner of the Order Management screen, click Orders.

2. Inthe Search by drop-down, select Search by Name, Search by Order Num-
ber, or Search by Email.

2P0  iif Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

m Search by Customer Name~ l Q chl X ‘ I Create Order I ’ Open Customer ]
No. Created Date Name Market Customer Customer Email Amount  Status
Name
P00917 November12,20205:29  Default USA Chelsea chelsea.crawford@example.com 53.00USD InProgress
AM Crawford
P00193 November12,20205:29  Default USA Chelsea chelsea.crawford@example.com 25.50USD InProgress
AM Crawford

« If you chose Search by Name, move to the Search box and begin entering
the customer's first name. For example, if the customer name is Bryan
Stephens, enter B, Br, or Bry. Press Enter to execute the search.

o You can enter the entire name, but this takes longer.
o As you enter more characters, you get fewer search results.

o You cannot find a customer by entering the last name. To continue the
example, you cannot find Bryan Stephens by entering Ste.

« If you chose Search by Order Number, enter the complete purchase order
number. Partial entries are not allowed.

. If you chose Search by Email, enter the exact email address. Partial
entries are not allowed.

3. Orders that match your search criteria appear.

© Optimizely 2021



Orders | 113

Converting a cart to a purchase order

Typically, a shopping cart is converted to a purchase order when a customer pro-
ceeds to checkout and finalizes the purchase. However, you may need to manu-
ally complete a purchase by converting a shopping cart into an order for further
processing. For example, you want to record manual payments towards out-
standing balances, such as telephone payments.

Use the Cart Details screen to convert a cart to a purchase order.

X Cart Details

Summary Form Details

Cart Number

Created Date

Order Level Discounts

Cart Total

Market

Currency

’ Convert to Purchase Order ” Convert to Subscription l

Contact Details Notes

498

January 4, 20217:58 AM

0.00USD

23.50 USD

Creating an order

For example, a customer calls on the phone and orders some items. To create a
new purchase order in Optimizely Commerce, do the following:

© Optimizely 2021



114 | Episerver Commerce User Guide 2021-08-02

1. From the Order Management screen, click Orders > Create Order.

£ Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

m Search by Customer Name~ Q Create Order ] ’ Open Customer I
No. Created Date Name Market Customer Customer Email Amount  Status
Name
P0O1001540  November 16, 2020 9:09 Default USA Lakendra lakendra.patterson@example.com 13.00USD Completed
AM Patterson
P00302 November 16, 2020 3:42 Default USA Cruz cruz.graham@example.com 59.50USD InProgress
AM Graham

2. Choose the order's market.

Create Order

Choose Market

USA v

— Choose customer *

New Customer

Cancel Create Order

3. Choose an existing customer or create a new one.

« Tofind an existing customer, enter any part of the customer name or email
address. A list of matching customer names appears. Select the customer.

« Toenter a new customer, click New Customer. The Create Contact dia-
log appears. Enter the customer's name, email address, and customer
group.

4. Click Create Order.
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5. Click the context menu to the right of shipment 1 and click Edit.

6. Enterthe order's shipping address and shipping method.

Edit Shipment

Choose Shipping Address *
(Rose's Street 627, Derry, Ireland -

Add Address  Edit Address
Rose's Street 627, Derry, Ireland

Express USD (1 day)(en) v

Close Save

Tip: If you want to add a separate shipping address to this
order, see Adding a new shipping address to an order.

7. Click Save.

8. Click Add line items.

9. Inthe Product Variant field, enter a search phrase of three or more char-
acters. Examples:
« The entire SKU (stock keeping unit), for example, 44477844.
« All or part of the item name or description, for example, boot.
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Add Line ltem

Product Variant
{SKU—| X
Classic Mid-Heeled Pump Dress Shoe

\ SKU-36276861 nStock: 1989  More Details

Size: 6 Color: BLACK

Classic Mid-Heeled Pump Dress Shoe
\ SKU-36278481 n Stock: 1420  More Details

Cancel Add Line Item

10. Search results appear. Select the line item you want to add.

Tip: To view detailed information of the line item, click
More Details. The respective product page on your e-com-
merce website opens in a new tab.

11. Choose a quantity and price. The default placed price appears, but you can
change it.

12. Click Add Line Item.

13. After adding at least one item, click Create Order.

Although the order is created, it must be paid before it can be released, as
explained in Shipment, order and return statuses.

Adding a payment method

1. From the Order Management screen, click Orders.
2. Select the order you want to edit.

© Optimizely 2021



Orders | 117

Click Form Details and then Add Payment at the bottom of the form.

Select the appropriate payment method from the list of payment methods
available for your site. Available payment methods are site-specific.

Add Payment

Billing Address

Southend Avenue 303, Blades, United Kingdom v

Add Address  Edit Address

[ Payment Method

Credit card en

Cash on delivery en
Cancel Save

Authorize - Pay By Credit Card en
Authorize with TokenEx - Pay By Credit Card en

5. Click Save.

Placing an order on hold

When a shopping cart is converted to a purchase order, its status is set to In Pro-
gress. You may need to place the order on hold for several reasons. As
examples: the retailer needs to verify the order, a suspicious order needs atten-

tion, inventory is not available, and so on.

To place an order on hold, click Order Management and select the order. Then,
on the Order Details screen, click Hold.
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¥el
X Order Details

’ Reorder ” Hold ” Cancel Order ]

Summary Form Details Return & Exchange Contact Details Notes

Order Number P00452
Created Date January 4, 20217:58 AM

Status In Progress

While an order is on hold, it cannot be released for shipment nor can it be can-
celed.

Canceling an order

To cancel an In Progress purchase order, click Order Management and select
the order. Then, on the Order Details screen, click Cancel Order.

Fe)
X Order Details

’ Reorder ” Hold ” Cancel Order I

Summary Form Details Return & Exchange Contact Details Notes

Order Number P00452
Created Date January 4, 20217:58 AM

Status In Progress

At that point, its order and shipment statuses change to Canceled.
Deleting an order

At this time, you can only delete an order through Commerce Manager. See Delet-
ing an order.
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You can repeat past orders basing the new order on the information available in a

previous order.

1. Goto Order Management and select the order, either from the Orders list, or

by opening the customer.

2. Click Reorder. A new draft order is created with the same address, shipping
method, and line item information. Should items not be available anymore you
will see a notification in the order summary.

3. Update the information if needed and click Create Order.

Note: If the base order has coupon code, the new draft order
will also apply the coupon discount. Ensure to validate that

the coupon has not expired.

X Order Details

Summary Form Details Return & Exchange Contact Details Notes

Shipments

NO RECIPIENT NAME SHIPPING ADDRESS SHIPPING METHOD TRACKING NO SHIPMENT STATUS

Herbet Street 1409, Express USD (1

1 Sherril It R
Dublin, Ireland day)en)

Awaiting Inventory

Line Items
Add Line Items
0 NaME PLACED PRICE SHIPMENTNO  SHIPMENT STATUS

D Classic Mid-Heeled Pump Dress Shoe

11.5USD 1 Awaiting Inventory
SKU-36278480
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[ Reorder ” Hold “ Cancel Order l

SHIPPING TAX TOTAL (INCL TAX)

0.00 31.560 USD
TOTAL DISCOUNT QUANTITY TOTAL
0.00USD 1 11.50 USD

Close
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Adjusting an order's shipment status

Note: For information about order status versus shipment
status, see Shipment, order and return statuses.

1. When an order is paid in full

« If the quantity of any item in an order exceeds the available Instock Quant-
ity, its shipment status is set to Awaiting Inventory.

Note: If you want to support preorders, their shipment
status will be set to Awaiting Inventory.

. Ifthe quantity of all items in an order is less than the available Instock
Quantity, its shipment status is set to Inventory Assigned.

2. When an order is paid and ready for shipping, click the Form Details tab and
select Release from the context menu.

X Order Details
I Reorder H Hold II Cancel Order l

Summar y Form Details Return & Exchange Contact Details Notes

Shipments

NO RECIPIENT NAME SHIPPING ADDRESS SHIPPING METHOD TRACKING NO SHIPMENT STATUS SHIPPING COST SHIPPING TAX TOTAL (INCL TAX)

Herbet Street 1409, Express USD (1
Dublin, Ireland day)(en)

1 Sherril It Awaiting Inventory 20.00 0.00 31.60 USD

Edit
Line Iltems Release

Add Line Items Cancel

3. To prepare an order for shipping, change the shipment status to Packing by
clicking ADD TO PICKLIST.

4. When the shipment is shipped, change the shipment status to Shipped by
clicking COMPLETE.
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Note: At this time, you must use Commerce Manager to com-
plete the following shipping tasks:

« Create picklist and print picklist and packing slip
e« Remove items from picklist

¢ Delete a picklist

¢ View shipments

e Split a shipment

o Complete a shipment, that is, record shipment information
such as tracking number

Adding a new shipping address to an order

To add a new shipping address to an order without editing an existing address or
adding a new address to the customer's address book, do the following:

1.

W

From the Order Management screen, click Orders and select an order. The
Order Details screen appears.

Open the Form Details tab.
Click the context menu to the right of shipment 1 and click Edit.
Click Add Address.
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5. Enter the address information.

(o]

s

Add New Address

‘> Address Name *

First Name Last Name *

Address Line 1%

Address Line 2

City * ZIP / PostalCode
Country* v State / Province / Region
Phone Number E-mail

|:| Add to customer's address book

Cancel Save

6. If youwantto add the new shipping address to the customer's address book
to use it for further orders, select the Add to customer's address book check
box.
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7. Click Save > Close.

Tip: Changing the customer address does not affect the
order's shipping address.

Working with order returns and exchanges

This topic describes how to view, process and cancel order returns on the Order
Management screen, and how to process exchange orders.

Viewing order returns

On the Order Management screen, you can view returns by clicking Orders
> choosing a Completed purchase order > Return & Exchange. Any returns that
have been made against the order appear. Click any return then View on the con-

text menu to see its details.

X Order Details

Summary Form Details Return & Exchange Contact Details Notes

O RETURN NO. CREATED DATE CREATED BY STATUS RETURN TOTAL

D RMAQ76415 January 11, 2021 1:42 PM admin@example.com Awaiting Completion 9.00 USD

Processing an order return and refund
Prerequisite: The item's shipment status is shipped.
Follow these steps to return one or more order items.

1. From the Order Management screen, select Orders.
2. Select the order whose items you want to return.
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3. Click the Form Details tab.

4. Click in the box to the left of the item(s) you want to return. To return all items,
click the box in the column header row.

Line Items
NAME PLACEDPRICE ~ SHIPMENTNO  SHIPMENTSTATUS  TOTALDISCOUNT  QUANTITY ToTAL
M
Puma Hiker Mid Mens Size 9 Tan Nubuck Leather Hiking Boots 485USD 1 @ 070 UsD . 38.80
£ sku-30855373 usp
Pierina Ballet Flats Womens Loafers Shoes Genuine Leather Lined by Alpine Swiss Blue Floral Size
&7 14.5USD 1 Shipped 0.00USD 1 1450USD
SKU-42708712
if - il
(W R e s USD e 000USD . nsouso
SKU-36276846
Classic Mid-Heeled Pump Dress Sh
\ EELBUIEH A S 11.5USD 1 Shipped 0.00USD 1 11.50USD
SKU-36277594
Line Item Total 76.30USD
Shipping Total 20.00USD
Handling Total 0.00USD
Form Total 96.30 USD

Note: You can also click the item's context menu then
Create Return.

5. Click Create Return. A window appears, prompting you to choose a Return
Quantity, Return Reason, and optional text comment for each item.

© Optimizely 2021



Orders | 125

Create Return

. . . L Return Quantity
y Puma Hiker Mid Mens Size 8 Tan Nubuck Leather Hiking
- Boots ﬂ & Return Reason* v

SKU-39855373 Shipment No: 1

o . Return Quantity
¢ Pierina Ballet Flats Womens Loafers Shoes Genuine

Leather Lined by Alpine Swiss Blue Floral Size 7 ! = Return Reason v

SKU-42708712 Shipment No: 1

Return Quantity

Classic Mid-Heeled Pump Dress Shoe
SKU-36276846 Shipment No: 1

4

1 = Return Reason™* v

Return Quantity
Classic Mid-Heeled Pump Dress Shoe

SKU-36277594 Shipment No: 1

7

1 = Return Reason™* v

Comment

Cancel Create

Click Create.

A new screen appears with the return information. If everything is correct,
click Acknowledge Receipt Items.

Click Complete Return. The Create Refund screen appears.

Verify that the refund amount is correct, select a payment method and click
OK. If necessary, you can adjust the refund amount but it cannot exceed the
original charge.
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Create Refund

4

4

4»

Cash on delivery (Sale)- 86.3 USD

Amount (USD)

76.3

4r

Cancel 0K

Canceling an order return

From the Order Management screen, select Orders.
Select the order whose returned items you want to cancel.
Click the Return & Exchange tab.

Select the order whose return you want to cancel. To view the items being
returned, open the context menu and choose View.

5. Click Cancel Return.

=L =
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Processing an exchange order

You can create an exchange order if a customer wants to receive the same item
or a different item as full or partial compensation for a return. For example, a cus-
tomer returns a jacket worth $50 because it has a broken zipper. He wants to
exchange it for another version of the same jacket.

As another example, a customer returns a jacket worth $50. He wants to
exchange it for a shirt worth $25 and a refund of $25.

« Ifthe amount of the exchanged items is less than the original order, the customer
receives a refund using the original order's payment method.

« If the amount of the exchanged items is greater than the original order, the cus-
tomer is charged the additional amount using the original order's payment
method.

The Order Management screen calculates the refund amount (if any). If the CSR
changes the refund amount, a warning appears but the CSR is allowed to com-
plete the transaction.

Creating an exchange order

You can create an exchange order at any time. Initially, its status is Awaiting
Exchange. When you complete the return, the order's status changes to In Pro-
gress.

There are two procedures for creating an exchange order. Use Scenario 1 if you
have already received the returned items. Use the Scenario 2 if you have not yet
received the returns.

Creating an exchange order if you received the returned items

Scenario 1: You have the return items

(Create Returﬂ.@nowledge receipt itemsl’@‘eate ExchangB»@omplete Retu@
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N o ook

10.
11.
12.

13.
14.

Select a Completed order and click the Form Details tab.
Under Line Items, select items that you want to exchange.
Click Create Return.

Fe)

Line Items

NAME PLACEDPRICE ~ SHIPMENTNO  SHIPMENTSTATUS  TOTALDISCOUNT ~ QUANTITY TOTAL

4 PumaHiker Mid Mens Size 9 Tan Nubuck Leather Hiking Boots FAGUED 1 shipped ATDUED . 38.80
= SKU-39855373 uso

Pierina Ballet Flats Womens Loafers Shoes Genuine Leather Lined by Alpine Swiss Blue Floral Size

o2 7 14.5USD 1 Shipped 0.00USD 1 1450USD
SKU-42708712

i Classic Mid-Heeled Pump Dress Shoe

1.5USD 1 Shipped 0.00USD 1 11.50 USD
SKU-36276846

\ Classic Mid-Heeled Pump Dress Shoe

1.5USD 1 Shipped 0.00USD 1 11,50 USD
SKU-36277594

Line Item Total 76.30 USD
Shipping Total 20.00USD
Handling Total 0.00USD

Form Total 96.30USD

Select the Return Quantity if necessary.

Submit a Return Reason and an optional comment.
Click Create.

Click Acknowledge Receipt Items.

Click Create Exchange. The Prepare Order screen appears.

Under Shipments, select the shipment and choose Edit from the context
menu.

Enter the customer's shipping address and shipping method then click Save.
Click Add Line Items.

Add the items, quantity, and price that the customer will receive as an
exchange for the returned items.

Click Add Line Item.

Click Create Order. An exchange order is created. Its number begins with an
EO.
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Click Go to original order.

(o]

,

X Order Details

| Reorder ” Go to original order l

Summary Form Details Return & Exchange Contact Details Notes
Order Number E01005512
Created Date January 4,202110:33 AM
Status Awaiting Exchange
Items 14.00 USD
Line Item Discounts 0.00UsD
Order Level Discounts 0.00USD
Discount Total 0.00USD
Taxes Total 0.00UsSD

Total excluding shipping and tax 14.00 USD

Close

Click the Return & Exchange tab.
Select the return order and click View on the context menu.
Click Complete Return.
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19. If necessary, modify the refund amount.

(o]

s

Create Refund

4»

Cash on delivery (Sale) - 86.3 USD

Amount {USD)

76.3

|

Cancel 0K
20. Click OK.
Creating an exchange order if you have not yet received the returned items

Scenario 2: You don't have the return items

(Create Returnl»-@'eate ExchangB.lAcknowledge receipt items)#(Complete Return

1. Selecta Completed order and click the Form Details tab.
2. Under Line Items, select items that you want to exchange.
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3. Click Create Return.

N ook

10.
11.

12.
13.

14.
15.
16.
17.

(o]

,

Line Items

Create Return

NAME PLACEDPRICE  SHIPMENT NO

Puma Hiker Mid Mens Size 9 Tan Nubuck Leather Hiking Boots

£ 48.5USD
= SKU-39855373

Pierina Ballet Flats Womens Loafers Shoes Genuine Leather Lined by Alpine Swiss Blue Floral Size
L7 145 USD
SKU-42708712

Classic Mid-Heeled Pump Dress Shoe
\ 1.5USD
SKU-36276846

if - ]
~ Classic Mid-Heeled Pump Dress Shoe s UsD

SKU-36277594

Select the Return Quantity if necessary.

Submit a Return Reason and an optional comment.

1

Click Create. The Return Details screen appears.

Click Create Exchange.

SHIPMENT STATUS

Shipped

Shipped

Shipped

Shipped

TOTAL DISCOUNT  QUANTITY

9.70 USD 1

0.00 USD 1

0.00USD 1

0.00USD 1

Line Item Total
Shipping Total
Handling Total

Form Total
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TOTAL

38.80
usp

14.50 USD

11.50 USD

11.50 USD

76.30 USD
20.00USD

0.00USD
96.30 USD

On the Prepare Order screen, under Shipments, select the shipment and

choose Edit from the context menu.

Enter the customer's shipping address and shipping method then click Save.

Click Add Line Items.

Add the items, quantity, and price that the customer will receive as an

exchange for the returned items.
Click Add Line Item.

Click Create Order. An exchange order is created. Its number begins with an

EO.

When you receive the returned items, open the original order.

Click the Return & Exchange tab.
Select the return order.
Click Acknowledge Receipt Items.
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18. On the Order Details screen, select the return order and click View from the
context menu.

19. Click Complete Return.

20. If necessary, modify the refund amount.

o]

s

Create Refund

4

4

4»

4»

Cash on delivery (Sale) - 86.3 USD

Amount (USD)

76.3

I

Cancel 0K

21. Click OK.
Viewing an exchange order

1. From the Order management screen, click Orders and select the original
order.
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2. Click the Return & Exchange tab.
Select the returned item.
4. From the context menu, click View.

w

(o]

,

X Order Details

Summary Form Details Return & Exchange Contact Details Notes

D RETURN NO. CREATED DATE CREATED BY STATUS RETURN TOTAL

D RMA1000644 January 4, 202110:26 AM admin@example.com Completed 5.50 USD

_ View

5. Click View Exchange.

On the Summary tab, in the top left, the exchange order number appears in
the Order Number field.

Viewing an exchange order's parent order

1. From the Order Management screen, click Orders and select the exchange
order. The Order Details screen appears.
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2. From the top right, click Go to original order.

(o]

s

X Order Details

Reorder ” Go to original order l

Summary Form Details Return & Exchange Contact Details Notes

Order Number E01005512

Created Date January 4, 202110:33 AM
Status Awaiting Exchange
Items 14.00 USD

Line Item Discounts 0.00UsSD

Order Level Discounts 0.00USD

Discount Total 0.00USD

Taxes Total 0.00USD

Total excluding shipping and tax 14.00 USD

Close

Working with subscriptions

This topic describes how to work with subscriptions on the Order Management
screen.

A subscription allows for recurring orders, and for payments to be spread over
time, providing flexibility in how you sell your products. Use subscriptions for
large and complicated orders, orders that need to be shipped in sequence,
magazine or grocery subscriptions, or expensive items.

A Customer Service Representative (CSR) sets up a subscription to generate
recurring payments. Subscription processing is handled through the Subscription
payment plans scheduled job.

Viewing subscriptions

1. From the Order Management screen, click Subscriptions. All subscriptions
appear.
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2. To narrow down the list, identify the subscription customer by selecting
Search by Name or Search by Email.

EEE Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

Subscriptions I Search by Customer Namea Q Create Subscription H Open Customer I

No. Created Date rer Customer Email

Search by Customer Name

Na . Amount  Status
Search by Email

#1002 November 12, 2020 4:00 Default USA Jane Smith  jane.smith@somemail.com 30.50USD In Progress
PM

If you chose Search by Name, move to the Search box and begin entering
the customer's first name. For example, if the customer name is Bryan
Stephens, enter B, Br, or Bry. Press Enter to execute the search.

o You can enter the entire name, but this takes longer.

o As you enter more characters, you get fewer search results.

o You cannot find a customer by entering the last name. To continue the
example, you cannot find Bryan Stephens by entering Ste.

If you chose Search by Email, enter the exact email address. Partial
entries are not allowed.

Choose the subscription that you want to view. The information is displayed in

the following tabs:

Summary. General information, such as market and currency, order num-
ber, created date, items, shipping, and discount information.

Form Details. Shipping address and method, line items, discounts, and
payments.

Contact Details. Customer name and email address. You can view and
edit customer information by clicking the edit icon # next to Customer
Information. See Viewing and updating customer information.

Settings. Information about the subscription, such as cycle length and
start date.
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Creating a subscription

1.

From the Order Management screen, click Subscriptions.

2. Click Create Subscription.

.EE Commerce Catalog Marketing Order Management Commerce Manager Reports Settings

Subscriptions Search by Customer Namev Q Create Subscription ] I Open Customer I
No. Created Date Name Market Customer Name ~ Customer Email Amount  Status
#1001 November 16, 2020 9:08 Default USA Lakendra lakendra.patterson@example.com 13.00USD InProgress

AM Patterson

3. Choose the subscription market.

Create Subscription

Choose Market

USA v

~— Choose customer *

Gita Arnold X

New Customer

Cancel Create Subscription

4. Choose an existing customer or create a new one.

« Tofind an existing customer, enter any part of the customer name or email
address. A list of matching customer names appears. Select the customer.
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o To enter a new customer, click New Customer. The Create Contact dia-
log appears. Enter the customer's name, email address, and customer
group.

Click Create Subscription.

Click the context menu to the right of shipment 1 and click Edit.

yol
X Create Subscription
(oo
Summary Form Details Contact Details Settings
Shipments
NO RECIPIENT NAME SHIPPING ADDRESS SHIPPING METHOD TRACKING NO SHIPMENT STATUS SHIPPING COST SHIPPING TAX TOTAL (INCL TAX)
1 Awaiting Inventory 0.00 0.00 0.00 USD
Edit
Line Items
Add Line Items
D NAME PLACED PRICE SHIPMENT NO SHIPMENT STATUS TOTAL DISCOUNT QUANTITY TOTAL
line Item Total 0.00UsSD ~

Close
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7. Enter the subscription shipping address and shipping method.

Edit Shipment

Choose Shipping Address *

Rose's Street 627, Derry, Ireland -

Add Address  Edit Address
Rose's Street 627, Derry, Ireland

Express USD (1 day)(en) v

9. Click Add Line Items
yel
X Create Subscription
Summary Form Details Contact Details Settings
Shipments
NO RECIPIENT NAME SHIPPING ADDRESS SHIPPING METHOD TRACKING NO SHIPMENT STATUS SHIPPING COST SHIPPING TAX TOTAL (INCL TAX)
i Rose's Street 627, Express USD (1 .
1 Gita Arnold Awaiting Inventory 20.00 0.00 20.00 USD
Derry, Ireland day)en)
Line Items
Add Line Items
D NAME PLACED PRICE SHIPMENT NO SHIPMENT STATUS TOTAL DISCOUNT QUANTITY TOTAL
| ine Item Total 0.00USD ~

Close
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10. Inthe Product Variant field, enter a search phrase of three or more char-
acters. Examples:

« The entire SKU (stock keeping unit), for example, 44477844.
« All or part of the item name or description, for example, boot.

Add Line Item

Product Variant
‘>SKU—| X
Classic Mid-Heeled Pump Dress Shoe

\ SKU-36276861 nStock: 1989  More Details

Size: 6 Color: BLACK
Classic Mid-Heeled Pump Dress Shoe

\ SKU-36278481 nStock: 1420  More Details

Cancel Add Line Item

11. Search results appear. Select the line item you want to add.

Tip: To view detailed information of the line item, click
More Details. The respective product page on your e-com-
merce website opens in a new tab.

12. Choose a quantity and price. The default placed price appears, but you can
change it.

13. Click Add Line Item.
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14. Open the Settings tab and set the cycles and parameters for the subscription.

(o]

s

X Create Subscription

Summary Form Details Contact Details Settings

Last Transaction Date Nov 01, 2020 04:39 PM

The date of last transaction

Completed Cycles* 0

Number of completed cycles

Cycle Length® 1

Cycle length in units of cycle mode

Plan Cycle Months -

Cycles mode is used to define period of recurring payments. Can be day.

week, month or custom

Max Cycles*
ax Cycles -

Number of maximum cycles to process

Start Date Nov 15, 2020 04:39 PM

Plan start date
End Date Nov 12, 2021 04:39 PM

Plan end date

Is Active

« Last Transaction Date. Logs the last transaction date. Leave the date and
time fields as is when you create the subscription.
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« Completed Cycles. This tallies the number of completed cycles since the
subscription was created. When initially creating the subscription, set this
field to 0.

« Cycle Length. Entering a value of 1 or higher determines the unit of time
for the Plan Cycle. For example, if the Plan Cycle is Daily, and the Cycle
Length is 3, a transaction occurs every three days. If the Plan Cycle is
Monthly and the Cycle Length is 1, a transaction occurs each month.

« Plan Cycle. (Cycle Mode)

You can choose from the following plan cycles, which determine how often
the customer is charged.

o None. No recurring payment is created. The customer is charged once
when the initial purchase order is created.

o Days. Recurring payment happens daily from start date.

o Weeks. Recurring payment happens weekly from start date.

o Months. Recurring payment happens monthly from start date.
o Years. Recurring payment happens annually from start date

o Custom1/Custom2. These are placeholders for developers to create
custom cycles.

« Max Cycles. Determines the maximum number of cycles to run for this
subscription. For example, if the Max Cycles is set to 2, the subscription
stops after two transaction cycles. If you want the plan to go on indef-
initely, set Max Cycles to 0.

. Start Date. Set the start date and time when recurring transactions begin.
. End Date. Set the end date and time when recurring transactions end.

« Is Active. Select the check box to enable the subscription. Leave the
check box empty to create the subscription and enable it later.

15. Click Create Subscription.

Subscription orders

After you create a new subscription, the Orders tab appears on the Subscription
Details screen. The Orders History shows all processed purchase orders from
this subscription.
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(o]

I

X Subscription Details

Summary Form Details Contact Details Settings Orders Notes

Orders History

NO. CREATED DATE AMOUNT STATUS

P01004766 January 4, 202110:56 AM 30.00 USD In Progress

The subscription begins when the first purchase order is generated. You can cre-
ate the purchase order manually, or by running the subscription scheduled job

(requires administration access).

Creating the first purchase order manually

1. From the Order Management screen, click Subscriptions.
2. Choose the subscription you want to create the first purchase order for.
3. Onthe Subscription Details screen, click the Form Details tab.
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4. Click Add Payment.

(o]

,

X Subscription Details

Discounts

Discount Codes

@ Subscription contains no coupons.

There are currently no discounts applied.

Transactions

Add Payment

No payments found.

5. Select a billing address and payment method.

Add Payment

Billing Address

First Street 111, Sun City, 1234567, Samoa v

Add Address  Edit Address

Payment Method

Cash on delivery en

Cancel Save

6. Click Save.
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7. Click Create First Purchase Order.

(o]

s

X Subscription Details

I Create First Purchase Order I l Cancel Subscription ‘

Summary Form Details Contact Details Settings Orders Notes

Shipments

NO RECIPIENT NAME SHIPPING ADDRESS SHIPPING METHOD TRACKING NO SHIPMENT STATUS SHIPPING COST SHIPPING TAX TOTAL (INCL TAX)

) Herbet Street 1409, Express USD (1 day) _
1 Sherril It Awaiting Inventory 20.00 0.00 30.00 USD
Dublin, Ireland (en)

Line Items

Add Line Items

O NAME PLACED PRICE SHIPMENT NO SHIPMENT STATUS TOTAL DISCOUNT QUANTITY TOTAL

Space Dye Roll Neck Scoop R
O 10 USD 1 Awaiting Inventory 0.00 USD 1 10.00 USD
& sku-42313027

The Create First Purchase Order button disappears after creating the first pur-
chase order manually, or if the subscription scheduled job runs and generates the
first purchase order.

The generated purchase order number includes the parent ID of the subscription.
For example, if the subscription parent ID is 35, subsequent purchase orders are
numbered as PO35XXX.

When a payment is added to a subscription, the customer is not charged. The sub-
scription simply collects payment information until converted to a purchase order.
The customer is charged once the purchase order is generated for the first time
(and through subsequent purchase orders).

Editing a subscription

1. From the Order Management screen, click Subscriptions.

2. Click the subscription you want to edit and make your changes. You can add
and edit line items, change the subscription settings and shipping information.
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Canceling a subscription

From the Order Management screen, click Subscriptions.
2. Click the subscription you want to cancel.
3. Onthe Subscription Details screen, click Cancel Subscription.

(o]

)

X Subscription Details

l Cancel Subscription I

Summary Form Details Contact Details Settings Orders Notes

Order Number 1004
Created Date January 4,20219:37 AM

Status In Progress

ltems 10.00USD

Converting a cart to a subscription

Typically, a shopping cart is converted to a purchase order when a customer pro-
ceeds to checkout and finalizes the purchase. You can also convert a cartto a
subscription for further processing. For example, you want to generate recurring
payments for the products added to the cart.

Select Convert To Subscription in Cart Details to convert a cart to a sub-
scription.
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(o]

I

X Cart Details

I Convert to Purchase Order H Convert to Subscription l

Summary Form Details Contact Details Notes
Shipments
NO  RECIPIENT NAME SHIPPING ADDRESS SHIPPING METHOD TRACKING NO SHIPMENT STATUS SHIPPING COST SHIPPING TAX TOTAL (INCL TAX)

1 Awaiting Inventory 0.00 0.00 23.50USD

Line Items

Add Line Items

[J nNaMe PLACED PRICE SHIPMENTNO  SHIPMENT STATUS TOTAL DISCOUNT OQUANTITY TOTAL

o I Chevron Stripe Essential Tank Maxi Dress

SKU-41136690 10 USD 1 Awaiting Inventory 0.00USD 2 20.00 USD

Short Sleeve Crew Tee 3
=] ' e e 35UsD 1 Awaiting Inventory 0.00USD 1 3.50 USD

Line Item Total 23.50USD
Shipping Total 0.00USD -

Commerce Manager (legacy)

Since the new Order Management screen is now available, this section contains
documentation for the older Commerce Manager features. These features are

being replaced. The Order Management screen will continue to undergo future
development.

Shopping carts

A visitor creates a shopping cart when the visitor clicks Add to basket option on
any page. You can manually create and manage a shopping cart from Order Man-
agement > Carts where you can view registered and anonymous customer carts
and manually convert a cart into a purchase order. See also: Shopping process
flow.

Creating a shopping cart

Each shopping cart is unique and has its own ID. A customer can have only one
cart open at a time. So, if the customer already has a cart open, the system
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redirects to the open cart.

When a cart's checkout is complete and payment is submitted, the cart is con-
verted to an order. At that point, the cart disappears from the Carts list, and

appears in the purchase order list.

1. Go to Order Management > Carts.
2. Click New Shopping Cart.

o]

s

Welcome » Change Language About » @)/ Get Help For This Page %

Order Management .:—’ D New Order DNE\‘; Payment Plan DNe'r;Shopmng Cart X Delete Selected
Total Status Last Modified

j‘E Order Management I} Customer
-4, Order Search 1 admin
3 g Purchase Orders
@ Today
@ This Week
@ This Month
a All
# (] Purchase Orders By Status
=3 Carts
@ Today
@ This Week
@ This Month
a All
+ (] Payment Plans (recurring)
[ ] Shipping/Receiving

556,45 1n Progress Today, 1:26 PM

3. Select a customer for whom you want to create the cart. If you do not see the
customer in the list, click More to search for them.

4. Enter product items to the cart by clicking New Line Item.
5. Return to the Carts view to verify that the cart is there.

Converting a shopping cart

Typically, a shopping cart is converted to a purchase order when a customer pro-
ceeds to checkout and finalizes the purchase. However, you may need to manu-
ally complete a purchase by converting a shopping cart into an order for further

processing.

1. Go to Order Management > Carts. You see the Shopping Carts list. You can
also select Today, This Week, or This Month to filter by date range.
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(o]

)

Welcome ™

Change Language About ¥

Order Management

D New Order )( Delete Selected

]

j'ﬁ Order Management
(j' Order Search
=[] Purchase Orders
B Today
@ This Week
= This Month
a All
=[] Purchase Orders By Status
=3 Carts
B Today
B This Week

D [} Customer Total Status Last Modified

[ 14 Carlos 5418.99
[ 9

| ]

[und=fined] Today, 3:27 PM

Jennifer Brovme $£32.41 [undefined] 6/16/2011 4:25:13 PM

Anonymous $0.00 [undefined] 6/16/2011 12:07:01 PM

= This Month

= All

2. SelecttheIDn

umber of the shopping cart you want to convert to a purchase

order. The Cart View window appears with customer cart details.

ﬂMore Actions -
— Owverview
Edit Currency
Edit Market
Cart# 1015
Created Date: 1/10/2017 2:35:02 AM
‘Order Level Discounts: 50.00
Cart Total: :265.00
Currency: USD
Market: US
Customer: admin
Customer ID: 8d21c87d-7515-4ee6-b714-3a1b520c5bd0 Open Customer Profile
Email Address:
J Line Items || Notes
New Line ltem X Delete
1D Name Quantity List Price Placed Price Total Discount Discount Cescription Total
= SKU-407587426 Tank Maxi Dress 1.00 512.00 512.00 50.00 512.00
= SKU-40707713 Belted Striped Maxi Dress 1.00 514.00 514.00 50.00 514.00
Page Size: | 1gp v

Edit Currency. Change the purchase order's currency.

« Edit Market. Change the purchase order's market.

« Open Customer Profile. View the profile of the registered customer (not
available for anonymous shopping carts).

« Line Iltems. The list of items in the customer's shopping cart, displaying
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the Quantity of each item, List Price, and Total.
« Notes. Add, edit, or delete notes about the shopping cart.

3. Select More Actions > Convert to Purchase Order. The page refreshes and
shows the Order view page for further processing of the purchase order.

i’i More Actions -

| Convert to Purchase Order |

Create Payment Flan | Edit Currency |
| Edit Market |
Cart# 1015
Created Date: 1/10/2017 2:35:02 AM

Order Level Discounts: 30.00
Cart Total: 326.00
Currency: UsD
Market: US

Customer: admin

Customer ID: 3d21c87d-7515-deeb-b714-3alb520c3bd0 Open Customer Profile

Email Address:

Browsing orders

Customers create the maijority of orders on the front-end in an web shop, and you
likely have a significant amount of orders in your system. Optimizely Commerce
lets you browse and search orders in several ways.

» Filter and search orders by customer, status, market, date range and other prop-
erties.

« Use wildcards to limit search results.

o Preview orders while browsing.

« Viewing orders per market.

Searching and viewing orders

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

(o]

’

Welcome, admin v

Change Language  About ¥

Order Management

2

E] 'g Order Management

) Order Search

[ Purchase Orders

] Today

(=] This Week

[Last 7 days

(2] This Month

(7] Last 30 days

CJAn
@ (] Purchase Orders By Status
@] Carts
@] Payment Plans {recurring)
1) Shipping/Receiving

Class Type: | Purchase Order - Date Range: | Custom Return #: Customer: an*
Status In Progress v From 2/1/2016 ] D Email
Market [Any] v Until: 2/10/2016 i | Phone Number. ’W
[} Customer  Total Status Market ID Last Modified Created Orderld | Name Providerld
J PO9872 Ancnymous £2,002.00 In Progress DEFAULT Teday, 12:33 PM  Today, 10:46 AM 10 Default FrontEnd
g eo7r207 admin $1,012.00 In Progress. DEFAULT Today, 10:42 AM  Today, 10:42 AM 8 Default FrontEnd

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 sum-
mary of the order information.
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Order Summary ®
OrderCroupld: 10 Order #: PO9372
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
1d
10 Pay By Phone Sale 2002.00  Processed
Form Id j(»] Mame Quantity  Price Item Order Total
Discount  Level
Discount




Viewing orders by time range or status
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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.

(o]

’

Welcome, admin + Change Language

1 Order Management [\5:7
d‘ﬁ Order Management
2, Order Search
5[ Purchase Orders
] Today
) This Week
) Last 7 days
) This Month
“] Last 30 days
Al
] Purchase Orders By Status
] Cans

) Payment Plans (recurring)

{73 3T

) Shipping| Receiving

About ¥

Filter by market: | All Marksts

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

D Customer Total Status Created Last Modified Market
PO4128 kr 1 790,00 In Progress Today, 5:16 AM Today, 5:16 AM NORWAY
PO4120754 kr 920,00 In Progress Yesterday, 11:46 AM Yesterday, 11:48 &M NORWAY
PO4101550 kr 482,00 In Progress 2/11/2015 11:00:00 AM 2/11/2015 11:00:00 AM NORWAY
PO4079766 £364.00 In Progress 2/11/2015 7:35:00 AM DEFAULT
PO4052531 kr 250,00 In Progress 2/11/2015 7:51: NORWAY
PO3196201 $1,850.00 In Progress 2/13/2015 9:58: DEFAULT
PO404890% kr 1 706,00 In Progress 2/10/2015 1 ) NORWAY
PO4043796 $934.00 In Progress 2/11/2015 5:28:00 AM DEFAULT
PO4036737 kr 483,00 In Prog 2/11/2015 4:02:00 PM NORWAY
PO4014970 51,382.00 In Prog 2/10/2015 9:00:00 AM DEFAULT
PO4010406 483,00 kr In Progress 2/13/ S 2/13/2015 10:35:00 PM SWEDEN
PO3597202 1.292,00 kr In Progress Yesterday, 7:11 PM Yesterday, 7:11 PM SWEDEN
PO3592218 758,00 kr Completed 1/28/2015 3:10:00 AM Today, 8:01 AM SWEDEN
PO3990825 kr 379,00 Complated Today, 1:00 AM NORWAY
PO3988603 kr 1 128,00 Completed Today. 1:00 AM

P 385,00 kr Completad Today. 1:00 AM

P kr 483,00 Completad Today, 1:

P 122,00 kr Completad Today, 1:

PO3 kr 1 722,00 Completed Today, 1:00 AM

PO3 kr 1 002,00 Completed Today, 1:

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.
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(o]

I

Welcome, admin v Change Language About =

Order Management & || Filter by market: | Europe v

£l A EaE s e [INew Order [ New Payment Plan [] New Shopping Cart X Delete Selected

(), Order Search

o Customer Total Status Market ID Last Modified Created Order Id Name Providerld
) [] Purchase Orders

&[] Purchase Orders By Status J 12 admin 0,00 € In Progress EUROPE Today, 1:06 PM Today, 1:06 PM 12 Default

=5 Carts an Anonymous 3100,80 € In Progress EUROPE l} Today, 10:50 AM Today, 10:47 AM 11 Default FrontEnd
(] Today
(=1 This Week
[“]Last 7 days
(£ This Menth
(Last 30 days
AN

() Payment Plans (recurring)

@ £ Shipping/Receiving

Creating an order

While customers create the maijority of orders on the front-end in an web shop,
you may sometimes need to manually create an order from Commerce Manager.

You can create orders from within Order Management or directly for a Contact in
Customer Management. The order management option is faster and more com-
mon, providing more order alternatives. The Customer Management system,
while a bit slower, lets you double-check a customer's information before begin-
ning 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 Cus-
tomer > More if your customer is not listed.
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Order Management

@

New Order x
=] 'g Order Management

() Order Search
= Customer:
=1 @ Purchase Orders > admin

] Today (@) Not Set
-
[C] This Week —— More__. L\\,
Last 7 days
(] ¥ admin
[~ This Month
[_]Last 30 days
=p
] Purchase Orders By Status
@[] Carts

=] Payment Plans (recurring)

# ] 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: | US dollar |E|

Coupon Code: 1234567 |« Apply

« Customer. Enter the name of the contact.
« Currency. Select the currency to associate with the purchase order.

« Coupon. If applicable, apply a coupon code that was created with
a promotion to associate with the purchase order.

6. Click New ltem to add items from the site catalog to the purchase order. A dia-
log box appears so you can select items from a site catalog.
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Newltem ¥ Delete
|:| 0] Mame

Page Size: | 20 E

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

New Line ltemn X
bordeaux Advanced Search -
Picture MName b Catalog Type Price In Stock
-
Mixed Cases France Variation £8,546.05 1000
Ch. Plantey Canteloup France Wariation £5.95 iooo L3
Chateau Langos-Barton France Wariation £47.00 1000 =
Chateau Bellevue France Variation £43.00 1000
Chateau Pichon-Longueville Lalande France Wariation £215.00 1000
Page Size: 20 ¥ (584 items) | Page41 2345 ...» 1
| Cancel | | Configure Selected Entry

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 anitem from the list and click Configure Selected Entry. The New
Line Item dialog box appears.
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Mew Line Item *

Selected Entry: Chateau Langoa-Barton

Display Price: £47.00

Price: |47.00

Quantity: |1

m

I Stock: 1000 Reserved: 0.

Discount: |enter descr here 0 Percentage Based ~

m

Discount description  amount

Total:. E£47.00

a4 m b

I Back I | Add item to the arder |

-

. 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, dis-
counts 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.
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9. Click Add item to the order. The item appears on the Purchase Order form.

= New Item | % Delete
D D Name Quantity List Price Total Discount

D ELCBOOOSOVTFSE Nextware iPhone Screen Protector 2-pk. 1 519.99 $19.99 $0.00

Page Size:| 20 lz‘ (1 items) | |

10. Enter a Billing and a Shipping Address. You can select the contact's existing

—Billing Addre! ~Shipping Addre
Address: Add new address hd Address: Add new address e
[FIsame as Billing Address
Mame:
Name
First Name
First Name:
Last Name:
Last Name:
Line 1:
Line 1:
Line 2:
Line 2:
Ci
i City:
Country Name United States |z| .
Country Name: United States
State: Alabama Iz‘ State: Alabama lz‘
Postal Code: Postal Code
Day Phone: Day Phone:
Evening Phone Evening Phane:
Email Email:
[] Add to customer's address book [] 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 dis-
play the cost summary.
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~—Shipment Details

Shipping method:

Fixed Shipping Rate

~—Summary

Iterm Subtotal:
Shipping Cost:

Less Shipment Discount:
Total Before Tax:
[tern Taxes:

Shipment Total:

$19.95

$10.00

£0.00

$19.95

50.00

$29.95

12. Click OK to save the order.

Creating an order within a contact

1. Go to Customer Management > Contacts. Select a contact. Its details

appear.
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2. Click New Order. The New Order dialog box appears.

(o]

s

Welcome v Change Language About ~ @ cet Help For This Page

» | Ak

Customer Pl

L= ¥ Edit Delete Contact Contacts New Order
Management x a D " "h
=3 Customer Management Full Name: admin New Order Parent Organization

dE| Organizations

[@ Contacts Information Information
&2 Roles Information ‘ ~ Contact
o Gift Cards Addresses R . X
Credit Cards Full Name: admin Customer Group:
Security First Name: admin Preferred Currency:
Roles Middle N. Prefi d L
Orders iddle Name: referred Language:
Order History Last Name: Registration Source
Shopping Lists
.- N Parent Organization Last Order Date:
Wish Lists
Shopping Carts Preferred Shipping
Address:
" Preferred Billing E
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
m Administration s

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.

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 cus-
tomer. 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
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Shipping/Receiving.

From Commerce Manager, go to Order Management.

2. Open the order you want to process.
3. Toadd a payment to the order, click the Payments tab then Create Payment.

Orders | 159

[ Add Note {4 Send Notifications =Y Add Order Address

Order No: POO0OE50 Customer: Mary Smith
Order Total: 559.98 Status: InProgress
| summary | | Details | | Payments | | Returns | | MNotes
Create Pa',rmﬂ
|:| I'\larﬁ:\\.—l'I Transaction Type Amount Status
[

Page Size: | 1g0 El

Enter the payment amount. The Amount field auto-populates the value of the
total order, including 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).
From the drop-down list, select the Payment Method.
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6. Click OK. The order appears in Edit Mode.

The Order is in Edit Mode_ Save changes before exiting. | " Save | | A Cancel

ﬁhdd Maote ﬁ 5Send Natifications E?Add Order Address

Order No: PD2427 Customer: Mary Smith
Order Total: £36.00 Status: InProgress

| summary | | Details | | Payments | | Returns | | Motes
Create Payment

D Name Transaction Type Amount Status

[[1 % 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 pay-

ment. At that point, you can no longer add or delete pay-
ments.

7. Click Save to exit Edit Mode and save your changes. The payment is pro-
cessed for the amount specified.

[ AAdd Note §-J Send Notifications = Add Order Address

Order No: POOS50

Customer: Mary Smith
Order Total: $59.98

Status: InProgress
| summary | | Details | | Payments | | Returns | | Motes
|:| Mame Transaction Type Amount Status
|:| Pay By Phone Sale 59.9800 Processed
Page 5ize: | 100 El
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8. Click Details to see that the Shipment Status is changed to Awaiting Invent-
ory. When you determine the item's availability, click Release Shipment to
release the order to your shipping department.

(o]

,

| Summary | | Details | | Payments | | Returns | | Notes

Shipment # 1

= New Line Item * Delete
Bl ID Name Quantity  List Price Placed Price  Total Discount Discount Description  Total
B B 830178 Chateau Bellavue 2.00 £43.00 £43.00 £0.00 £86.00

Page Size: g ~

~— Shipping Infor

Shipping Address:

1 First Street, Hometown, Alabama, 81818, United States Edit Shipping Address

Shipping Method:

Free delivery (2-3 days) Edit Shipping Method
— Shi < ry Shi Status Returns/Exch
Item Subtotal: £85.00 Status:  Awaiting Inventory | |
Shipping Cost: £0.00 |

| Release Shipment [}J

Shipment Total: f£86.00

| Cancel Shipment ‘

Promotions

Type Name Coupon Code

9. When you click Release shipment, the order's status changes to Released.

To further process the order, your shipping department goes to Order Man-
agement > Shipment.

Warning: If you click Cancel shipment, you cancel the
entire order. You cannot undo the cancellation.

Shipment, order and return statuses

The following table summarizes the events surrounding an order, and lists the cor-
responding shipment, order and return status of each event.
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Shipment

Order status
status

Shipment can-
not be released.
Order is not fully
paid.

1. Payment pending In progress

o Ifthe order
quantity of
any itemin
an order
exceeds the
available
Instock
Quantity, its
shipment
status is set
to Awaiting

Inventory.
2. Payment completed In progress
o Ifthe quant-

ity of all
items in an
orderis less
than the
available
Instock
Quantity, its
shipment
status is set
to Inventory
Assigned.

3. Release Shipment Released In progress

4. Picklist: Add ship-

ment to picklist Packing In progress

5. Use Complete Ship- Shipped Completed/Partially
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Event

Shipment

Order status
status
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ment on the Ship-
ping/Receiving screen

6. Create
Return: Select item for
return

7. Acknowledge
receipt of items

8. Complete return:
Refund amount of
returned item

Cancel Shipment

Shipped

Completed (Awaiting
Return Completion)

Completed (Awaiting
Stock Return)

Completed

Canceled

© Optimizely 2021
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Status flow diagram

o
Cancelled
InProgress Completed AwaitingExchange
m L PartiallyShipped
ReturnFromPackingOrderShipment
InventoryAssigned
Packing Shipped
Awaitinglnventory
Cancelled
Splitting a shipment

If an order has two or more items, you can split it into separate shipments, up to
the number of items in a single order. You may split an order...

« toexpedite items that are immediately ready for shipment, while other items
require additional shipping lead time.

« to ship multiple heavy items, back-ordered items, or a large volume of items for
ease of delivery and pickup.
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In Order Management, go to an existing purchase order or create a new one.
2. Click Details and look for Shipment # 1.

o}

¢

mAdd Note ﬂ Send Motifications ?Add Order Address

Order No: POOGE3 Customer: John Browne

Order Total: EZZE-LD Status: InProgress

| sSummary | | Details | | Payments | |

Retums | Notes

Shipment # 1

= New Line Item * Delete
D o] Name Quantity List Price Placed Price Total Discount Discount Description Total
= E F4521B Domaine de Montille 2.00 £69.00 £69.00 £0.00 £138.00
= &
= 748386 Maison Camille Giroud 4.00 £22.00 £22.00 £0.00 £88.00
L]
Page Size: 1gp *

3. Click Move next to the item you want to move. The Move Line Item dialog box
appears.

Shipment # 1

Mew Line [tem }( Delete
D 1D Mame
= & 745218 Domain

74838B Maison

Page 5ize: oo -
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4. Select the data for the line item and click OK to save your changes.

Move Line Item X
Quantity to move: > -
Move to existing shipment Shipment #2 v

e Create new shipment

Address: 111 First Street, #11, Firsttown, CA, 81823, USA v
Shipping -
Method: Ground Shipping v

Charge customer for original shipment's
shipping rate

Charge customer for new shipment's
shipping rate

" OK ¥ Cancel -

« Quantity to move. Select the quantity of the item to move.
- Move to existing shipment. Select an existing shipment.
« Create new shipment.

« Address. Select an address.

« Shipping method. Select a shipping method.

. Charge customer for original/new shipment's shipping rate. Select
which shipping rate to charge for.

The Details page shows the new shipment, which you can process separately
from one another, but tied to a single purchase order.
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The Order is in Edit Mode. Save changes before exiting. |  Save | | X Cancel

Order No- PODGE3

Order Total: £226.00

mAdd Note @ Send Notifications ETAdd Order Address

Customer:- John Browne

Status: InProgress

| Summary | | Details | | Payments ‘ | Returns | ‘ MNotes
Shipment # 1
New Line Item | ‘X De\ete| |
[} Name Quantity List Price Placed Price Total Discount Discount Description  Total
= |= 745218 Domaine de Montille 2.00 £69.00 £69.00 £0.00 £138.00
(] o

Page Size: g v

Shi

— Infor

Shipping Address:

123 Sunset Avenue, Suntown, Marshall Islands, 765432, United States Edit Shipping Address

Shipping Method:

Free delivery (2-3 days)

Edit Shipping Method

i ¥

Item Subtotal: £138.00

Shipping Cost: £0.00

Shipment Total: £138.00

Shi Status Returns/Exchanges

Status: Inventory Assigned

Create Returp ‘

| Complete Shipment. |

| Release Shipment |

| Cancel Shipment |

Shipment # 2

B New Line Item | ¥ Delete |

v

Name Quantity List Price Placed Price  Total Discount Discount Description Total

74838B

Maison Camille Giroud 4.00 £22 .00 £22.00 £0.00 £88.00

Page Size: q1gp -

— Infor

P

Shipping Address:

123 Sunset Avenue, Suntown, Marshall Islands, 765432, United States Edit Shipping Address

Shipping Method:

Free delivery (2-3 days)

Edit Shipping Method

— A4
Item Subtotal: f88.00
Shipping Cost: £0.00

Shipment Total: £38.00

Shi Status Returns/Exchanges

Status: Inventory Assigned
Create Return

8]

| Complete Shipment

| Release Shipment ‘

| Cancel Shipment. ‘

© Optimizely 2021



168 | Episerver Commerce User Guide 2021-08-02

Setting up a payment plan

A subscription allows for recurring orders, and for payments to be spread over
time, providing flexibility in how you sell your products. Use subscriptions for
large and complicated orders, orders that need to be shipped in sequence,
magazine or grocery subscriptions, or expensive items.

A Customer Service Representative (CSR) sets up a subscription to generate
recurring payments. Subscription processing is handled through the Subscription
payment plans scheduled job.

1. Goto Commerce Manager > Order Management > Payment Plans (recur-
ring).
2. Open up the Payment Plans List and click New Payment Plan.

3. Select a customer contact to whom the payment is attached. The Payment
Plan New page appears.

4. Complete the form as you would when creating an order.
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5. Setthe cycles and parameters of the Payment Plan Details.

—Payment Plan Details

Plan Cycle (en-U5):

Cycle Length (en-
Us):

Max Cycles (en-L5):

Completed Cycles
{en-US):

Start Date (en-US):

End Date (en-US):

Is Plan Active (en—
USy:

Last Transaction
Date (en-US):

Mo cycle -

Cyoles mode is vsed to define period for recurring payrments.
Can be day, week, month, year or cusiom.

Cycle fength in units of cycle mode.

Number of maximum cycles to process

Number of completed cycles

2/23/2012 £
Flan start dare
2/23/2012 =

Plan end date

) True (@ False

Ser to trive i plam is active

2/23/2012 ]
The date of last transaction

02:19 PM

02:19 PM

02:19 PM

« Plan Cycle. (Cycle Mode)
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You can choose from the following plan cycles, which determine how often
the customer is charged.

o No Cycle. No recurring payment is created. The customer is charged
once when the initial purchase order is created.

o Daily Cycle. Recurring payment happens daily from start date.

o Weekly Cycle. Recurring payment happens weekly from start date.
o Monthly Cycle. Recurring payment happens monthly from start date.

o Custom1/Custom2. These are placeholders for developers to create
custom cycles within the Mediachase.Com-
merce.Orders.PaymentPlanCycle class.
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Cycle Length. Entering a value of 1 or higher determines the unit of time
for the Plan Cycle. For example, if the Plan Cycle is Daily, and the Cycle
Length is 3, a transaction occurs every three days. If the Plan Cycle is
Monthly and the Cycle Length is 1, a transaction occurs each month.

Max Cycles. Determines the maximum number of cycles to run for this
payment plan. For example, if the Max Cycles is set to 2, payment plan
stops after two transaction cycles. If you want the plan to go on indef-
initely, set Max Cycles to 0.

Completed Cycles. This tallies the number of completed cycles since the
payment plan was created. When initially creating the payment plan, set
this field to 0.

Start Date. Set the start date and time when recurring transactions begin.
End Date. Set the end date and time when recurring transactions end.

Is Plan Active. True enables the payment plan. Set False to create the
payment plan but keep it inactive.

Last Transaction Date. Logs the last transaction date. Leave the date and
time fields as is when you create the payment plan.

6. Click OK.

Payment plan order details screen

The payment plan begins when the first purchase order is generated. You can cre-
ate the purchase order manually (by clicking Create First Purchase Order) or
automatically by the payment plans scheduled job.

After you create a new payment plan, a new Order page appears. This is slightly
altered from the original Order detail page that appears after creating a new
order. The changes include:

Inability to manage shipment (release shipments for further processing).

An Orders tab that shows a history of processed purchase orders from this pay-
ment plan.

A Create First Purchase Order button that a CSR clicks to create the first pur-
chase order related to this payment plan. The button disappears after creating
the first purchase order manually, or if the payment plan scheduled job runs and
generates the first purchase order. The payment plan goes into effect after the
first purchase is generated.
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« The generated purchase order number includes the parent ID of the payment
plan. For example, if the payment plan parent ID is 35, subsequent purchase
orders are numbered as PO35XXX.

« When a payment is added to a payment plan, the customer is not charged. The
payment plan simply collects payment information until converted to a purchase
order. The customer is charged once the purchase order is generated for the first
time (and through subsequent purchase orders).

Editing and canceling a payment plan

1. To edit an existing payment plan, go to Order Management > Payment Plans
(Recurring) or Today/This Week/This Month/All. Click the payment plan ID
number to open the payment plans order details page and make edits.

2. Tocancel a payment plan, click Summary then click Cancel Payment Plan.

Creating a recurring payment plan using Authorize.Net

Optimizely Commerce supports the Authorize.Net recurring payment plan gate-
way. For information about setting up payment methods, see Payments.

1. Go to Administration > Order System > Payments > (Language) and create
a new payment method or select an existing payment method (such as Pay by
Credit Card).

2. When you set up the parameters of the payment method, select the
Mediachase.Commerce.Plugins.Payment.Authorize.AuthorizePaymentGateway
class name.

Class Mame: Mediachase Commerce Plugins.Payment. Authorize AuthorizePaymentCateway -

Click Yes for Supports Recurring.

Click OK.

Click the name of the payment method again and click Parameters.

Configure your Authorize.Net account for both regular payments and recurring

o gk W
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payments.

Chverview Parameters

Configure Authorize_ Net Account

Cet an Authorize Net account at www.authorizenet.com.

APl Userld: 4y SBFUWTjm

Transaction Key: | 4camw927n8uLf5)8

Regular Payments

Processing Url: https:/ [test.authorize.net/gateway/transact.dll

P t Oipti : . L
ayment Lphions @ Authorization

7 sale

Recurring Payments

Processing Url: https:/ /apitest.authorize.net/xml/v1 request.api

Recurring Method:  |hrarnal -

Cancel Status: OnHold -

Ok Cancel

Editing, canceling, and deleting orders

Editing an order

>N =

Go to Order Management.
Select the order to edit.
Edit the order.

Click Save.
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Canceling an order

1. Go to Order Management.
2. Selectthe order to cancel.

3. Under the Summary tab, click Cancel Order. The status of the order changes
to Canceled but it remains in the order list for viewing. The cancellation of the
order is logged under the Notes tab.

Order No: PO0OS50 Customer: Mary Smith
Order Total: 359.98 Status: Cancelled

| summary || Details || Payments || Returns || Notes
New ltemn

|:| Originated By Date/Time MNote Text

|:| 5 admin 272172011 9:49:43 AM Mew order placed by admin in ConsaoleManager
|:| B admin 2721720171 10:01:16 AM Mew Other payment in the amount of $39.98 added to order
|:| 7 admin 2/21/2011 10:08:10 AM Shipment 10 status changes to Released

|:| B admin 2/21/20171 10:11:21 AM Order status changed to Cancelled

4 | . i

Page Size: | 100 I_L‘Af

Deleting an order

Warning: When you delete an order, it is removed from the
order list.

Go to Order Management.

Select one or more orders to delete.
Click Delete Selected.

Click OK.

wn =

Shipping and receiving

Completing the order processing includes these tasks:
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Completing the shipment by preparing the physical package to be shipped.
Creating picklists for picking up the physical items in the warehouse.

Shipping and Receiving are split into two areas: shipment and return.

A shipment controls items released for shipping and picklist, or items that are
packed and prepared for shipping or ready for pick up.

Returns are incoming items that are returned by customers for some reason,
such as faulty items that need to be replaced by exchange. Optimizely pro-
cesses returns similarly to outgoing shipments, and manages returned items as
incoming package. You can track them at Order Management

> Shipping/Receiving > Shipments > Returns.

The Shipments view contains the following information.

Welcome ¥ Change Language About ™

j‘ﬁ Order Management

o
Order Management =y Warehouse: Default Warehouse E

B Add Shipment ta Picklist
(") Order Search

Order Created Last Maodified ES
+H @ Purchase Orders
& (] Purchase Orders By Status ) 2/18/2011 9:58:27 AM 2/18/2011 9:58:27 AM PO1537-2
=[] Carts ) Today. 11:45 AM Today, 11:46 AM PO0D485-11

=[] Payment Plans (recurring)
=)< Shipping/Receiving
=P Shipments ;{t"’}
= Released for Shipping
@ Pick Lists

E:'q} Returns

Order Created. Specifies when an order was created. This is useful, for
example, if you want to ship orders by date and time.

Last Modified. If changes were made to an order, the last modification date
appears here.

Number #. The order's ID number. The first number is the unique tracking num-
ber. The second number is the unique tracking number assigned to the order for
shipping purposes.

Customer. The full name of the customer as it appears on the package. This is
useful, for example, if you want to ship orders all together to one customer.
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« Shipping Method. Specifies the order's shipping method. Shipping methods are
specified in the Administration > Shipping methods section of Commerce Man-

ager.
« Address. The address that the package is being shipped to.
« Warehouse. A warehouse is (most likely) a physical location where you store
goods before delivery. You can select any warehouse in the system. Remember
to select the correct one when attempting to check for shipments.

You can change the Default Warehouse in the Administration section of the
Commerce Manager. If you have only digital products, the default warehouse
is adequate.

Creating a picklist

After you create and process an order, its status is Released for Shipping.
Before you can complete or ship an order, you must add it to an existing picklist
or create a new picklist. After adding a shipment to a picklist, you select the ware-
house where the physical item is packed and shipped.

Note: After an order is added to a picklist, its status is In Pro-
gress in the order list. It disappears from the Release for
Shipping list and appears in the Picklist listing, under Ship-
ping/Receiving.

1. Go to Order Management > Shipping/Receiving > Shipments > Released
for Shipping. The Released Shipments list appears.
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‘Welcome T Change Language About 7

Order Management [ Warehouse:  Default Warehouse E

j'ﬁ Order Management

B Add shipment to Picklist

(7} Order Search

|:| Order Created Last Modified =
) @ Purchase Orders
©(] Purchase Orders By Status [ =2/i8/2011 9:58:27 AM 2/18/2011 9:58:27 AM PO1537-2
# ] Carts ] @ Teday, 11:45 AM Today, 11:45 AM POD485-11

[ Payment Plans (recurring)
=)= Shipping/Receiving
=) Shipments ;{""‘J

| B Released for Shipping

@ Pick Lists

E:';} Returns

2. Select a Warehouse to determine from where the item is packed and shipped.

3. Select orders to add to the picklist and click Add Shipment to Picklist. The
Add Shipments to picklist dialog box appears.

4. You can create a New Pick List (by default, the List Name shows the date
and time the picklist was generated), or add shipments to an existing picklist.

Add Shipments to Pick List H

@ Create New Pick List

List Mame: |2011-06-16 16:36

") Add to Pick List

List Mame: E

| v OK | | A Cancel |

Note: You cannot change the name of the picklist.

5. Click OK.

Completing a shipment

This is the final stage of an order where you prepare the physical shipment by
assigning tracking information, preparing a packing slip and sending the package
when the order is completed. The order becomes available for creating a return if
needed; returns can only be created for completed orders.

© Optimizely 2021




Orders | 177

Note: A completed order has the status Completed in the
order list and disappears from the Picklist listed under Ship-
ping/Receiving. The picklist remains in the list even if there
are no packing shipments remaining.

Use the following methods to complete a shipment.

Method 1

1. Select the box next to the shipment then click Complete. The Complete ship-
ment dialog box appears.

if'i Complete L%Print Picklist E]Print Packing Slip >( Removwve from Picklist

|:| Last Modified - Customer Shipping Method
[ & & s/16/2011 12:09:52 PM PO4563-4 Carlos Nevada Fixed Shipping Rate
[ i/i 6/16/2011 12:14:41 PM POG908-6 Jennifer Browne  Fixed Shipping Rate
@ [ Teday, 1:40 PM PO10728-9 Lisa Prescott Ground Shipping

The default shipment number is based on the humber after the purchase order
number. For example, in the above image, the PO number for the selected
order is PO10728-9. The number after the dash is the number to enter into the
text field. In this case, itis 9.

Complete shipment

Shipment #; q

| « | | # Cancel |

2. Click Validate. When validated, you see the customer name, shipping
address, shipping method, and a field to enter the tracking number provided
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by the shipping provider. Enter a tracking number and click OK. The shipment
is sent out and completed. The purchase order status changes to Completed.

Complete shipment *
Shipment #; g
Customer: Lisa Prescott

Shipping Address: 111 Palm Street, Sun City, Florida, 333445, United States
Shipping Method: CGround Shipping

Tracking Mumber: 1234567

 OK | [ X cancel

Tip: The Complete shipment dialog box appears over the pur-
chase order number. To reference the shipment number
without closing the dialog box, move the dialog box so you

can see the PO (purchase order) number by hovering over the
Complete shipment title bar.

Method 2

1. To complete a shipment, click Complete Shipment <. The Complete ship-
ment dialog box appears.

The shipment number is already validated with the last number of the PO num-
ber.
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Complete shipment *
Shipmlnt#: B
Customer: Jennifer Browne
Shipping Address: 7% Sun Street, Sunshine Valley, South Wales, 333567, Australia
Shipping Method: Fixed Shipping Rate
Tracking Number: 1234566
W QK | | # Cancel |
2. Enter a tracking number provided by the shipping provider.
3. Click OK to complete the shipment and order.
Printing a picklist and packing slip
1. Go to Order Management > Shipping/Receiving > Shipments > Pick Lists.
You can filter the view by choosing which warehouse the picklist was gen-
erated in. You can also sort existing picklists by Name, Packing Shipments,
Warehouse, and Created By.
Welcome ¥ Change Language About ¥
Order Management @ Warehouse: DefaultWarehnuseE
= Order Management L, Add Shipment to Picklist
IJ‘ Qrder search |:| Order Created Last Modified =
=[] Purchase Orders -
| ‘__‘ Purchase Orders By Status |:| ﬂ 2/18/2011 9:58:27 AM 2/18/2011 9:58:27 AM PO1537-2

H ] Carts
+ ] Payment Plans (recurring)
== Shipping/Receiving

2P Shipments {l“"'J

| B Released for Shipping

@ Pick Lists
HL Returns

[T ) Today, 11i:45 AM Today, 11:46 &AM POD485-11

2. Select an existing picklist. The Packing Shipments window appears.

o To print a picklist, select one or more purchase orders and click Print Pick
List to generate a printable and exportable (Excel or PDF) picklist.
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4 4 of1 B Pl 100% - Select a format  * Expo =
Shipment Id: 6
Customer Hame  Product Code Product Name Qty
Mary Smith 830178 Chateau Bellevue 2.00
Shipment Id: 9
Customer Name  Product Code Product Name Qty
John Browne 745218 Domaine de Montille 2.00

« To print a packing slip, select one or more purchase orders to include in
the packing slip then click Print Packing Slip.

Removing items and deleting picklists

Removing items from a picklist

1. Go to Order Management > Shipping/Receiving > Shipments > Picklists.
2. Select a picklist to display the related order shipment.
3. Select the shipments you want to remove and click Remove from Pick List.

4. Click OK.

Deleting picklists

Note: A picklist must be empty of packing shipments (0 ship-
ments remaining) before you can delete it.

1. Go to Order Management > Shipping/Receiving > Shipments > Picklists.
2. Select one or more picklists.
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3. Click Delete Selected.
4. Click OK.

Returns and exchanges

After a package is finalized and shipped out, you can process a return

and exchange directly in the order. A return is the actual return of the item. You
can refund the customer or offer an exchange of the same product or something
else.

A separate exchange order (denoted by EO, instead of PO) is tied to the original
purchase order. An exchange order is similar to a purchase order, because it
involves payment processing and releasing packages for shipment.

Note: You can only process a return or an exchange after
a purchase order's status is Completed.

Initiating a return

1. Goto a purchase order that is finalized and shipped.

2. Goto the Details tab and, under Returns/Exchanges, and click Create
Return. The Create/Edit Return form appears.

Shipment Summary Shipment Status Returns|Exchanges

ltern Subtotal: £86.00 Status: Shipped |

Create Return

Shipping Cost: £0.00 | |

Shipment Total: £36.00

3. Click New Item to specify items to be returned. The Line Item drop-down list
defaults to items from the original purchase order.

4. Setthe Return Quantity and the Return Reason from the drop-down list. You
can also add free text comments.
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(o]

)

Create/Edit Return

X Delete

Code Name

Return Quantity Placed Price Total Before Return Reason

) SKU-38127195 Faded Glory Mens Canvas Twin Gore Slip-On 1.00 $14.50 $11.60 Faulty g

»

(1 items) | Page4 1)

Page Size: 20 v

Total Information Additional Information.

Line items:  100014.50 Comments:

Invalidated Discounts: -2.90

Return Total: 100011.60

Invalidated Discounts

20 % off Mens Shoes:  2.90 |

5. Click OK. The purchase order goes into Edit Mode.

6. Click Save to continue the return process. In the Order List, the order
appears with status Completed/Awaiting Return Completion.

D New Order D Mew Payment Plan >< Delete Selected

[l [n] Customer Tatal Status Last Modified

|:| POOBE3 John Browne £226.00 Partially Shipped Today, 11:34 AM

I:‘ PO10564 Carlos Santana £1,2590.00 In Progress Today, 11:30 AM

D POO791 Carlos Santana £180.85 In Progress Today, 10:27 AM
Completed

I:‘ PO2427 Mary Smith £86.00 (Awaiting Return Today, 10:23 AM
Completion)

7. Click the Returns tab to process the return further. For example, after the ship-
ping department notifies you that they received the returned item.

8. Click Acknowledge Receipt Items. (You can also choose to edit the return or
cancel the return completely.)
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@ Cet Help For This Page +

mAdd MNote @ Send Notifications ﬁ‘}-\dd Order Address

Order No: PO2427 Customer: Mary Smith
Order Total: £36.00 Status: Completed
Summary | | Details | | Payments ‘ | Returns | ‘ MNotes

Return # RMAS930

Date/Time Initiated: Today, 12:50 PM Motes: Returns Actions

Created By: admin Strange taste in batch 12345,

Status: Awaiting Stock Return

Exchange Actions

View Exchange

Cancel Return

Create Exchange

ReturnTotal: £86.00

Complete Retu

[Acknowledge Receipt ltems

i

1D Name Quantity List Price Total Reason

B83017EB Chateau Bellevue 2.00 43.00 86.0000 Faulty

Page Size: 1pg -

9. Click Complete Return to open the Create Refund form.

~— Returns actions — Ex

| Edit Return |

| Cancel Return |

| Complete Return {}J

Acknowledge Receipt

|LETTT S
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Create Refund #

Amount: &6.0000

Existing Payments @ Pay By Phone (Sale) - £86.00

New Credit

Payment Method:

| w 0K | | X Cancel |

« Amount. Defaults to the item's invoice cost (excluding shipping costs). For
example, if the item cost $49.99 and the shipping cost was $2, the Amount
box shows $49.99.

You can change the refund amount, including the full cost of the order,
items plus shipping cost, and so on.

By default, the refund is deposited based on the payment method the cus-
tomer used for the order.

. Existing Payments. If the customer wants the refund processed and
deposited to a different credit card or payment method (such as cash,
money order, or electronic transfer), click New Credit. Then, enter the
alternate credit card or other refund information.

. Payment Method. Select the method.

10. Click OK to create and process the refund. The status of the purchase order
changes to Completed.
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mhdd Note Q Send Natifications E?Add Order Address

Order No: PO2427 Customer: Mary Smith
Order Total: £36.00 Status: Completed
Summary | | Details | | Payments ‘ | Returns | ‘ Motes

Return # RMAS980

Date/Time Initiated: Today, 12:50 PM Notes:
Created By: admin Strange taste in batch 12345,
Status: Complete

ReturnTotal: {8600

Returns Actions

Exchange Actions ——

[T
N

o] Name

Cuantity

List Price

Total

Reason

830178 Chateau Bellevue

2.00

43.00

86.0000

Faulty

Page Size: 1pp v

Initiating an exchange order

a bk wn =

Go to a purchase order, click the Details tab, and click Create Return.

Add the items for exchange.

Click the Returns tab and click Acknowledge Receipt Items.
Click Create Exchange. The Create Exchange Order form appears.

Click New Item.
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6. Selectthe item to be exchanged by clicking Configure Selected Entry.

Create Exchange Order
Mew Line ltem *
Advanced Search Ind
Picture Narme Catalog Type Price In Stock
-
Chandon de Briailles France Wariation £55.00 1000
Louis Jadot France Variation £125.00 1000
Dujac Fils & Pere France Wariation £36.60 1000 =
Domaine Sylvie Esmonin France Wariation £72.00 1000 L
Maison Joseph Drouhin France Variation £165.00 1000
Page Size: 20 ¥ (2779 items) | Page41 2345 ...} 1
Cancel | | Configure Selected Entry

You can adjust the price, quantity, and applicable discount. Next, click Add
item to the order to add the item to the exchange order.
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Create Exchange Order

New Line Item *

13

Selected Entry: Domaine Sylvie Esmonin Jar

»

Display Price: £72.00

Price: 72.00

Quantity: |1

m

In Stock: 1000. Reserved: 0.

Discount:  |enter descr here 0 Percentage Based

m

Discount description  amount

Total: £72.00

< i | 3

Back | | Add item to the order |

Enter a shipping and billing address.

Select the shipping method for the exchange order.
Click Recalculate to adjust the Summary total.
Click OK.

After you create an exchange order (EO), click View Exchange to view its
details. (An EO is similar to a PO.)

Exchange actions

| View Exchange d}

e ]
wn ] | |
tewrn |

Click the Payments tab to add a payment to the exchange order.
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13. Select a payment method for processing the EO. You can adjust the amount if
needed (the default value is based on the item cost plus shipping). The
exchange order enters Edit Mode.

The Order is in Edit Mode. Save changes before exiting. « Save | | X Cancel

mﬁdd Note ﬂ Send Notifications ﬁhdd Order Address

Order No: EO0335 Customer: Carlos Santana Original Order: PO0791
Order Total: £72.00 Status: AwaitingExchange
| Summary | | Details | | Payments | | Returns | | MNotes
Create Payment
D MName Transaction Type Amount Status
[[1 %  PayByPhane 72.00 Pending

Page Size: j1gg -

14. Click Save to process the payment and the order. The payment Transaction
Type changes to Authorization. In the Order List, there is an exchange order
with prefix EO instead of PO, and with a status of Awaiting Exchange.

D New Order D MNew Payment Plan X Delete Selected

B D Customer Total Status Last Modified

I:‘ EOQ0335 Carlos Santana £72.00 Avaiting Exchange Today, 1:22 FM

I:‘ POOEE3 John Browne £226.00 Partially Shipped Today, 11:24 AM

D PO10564 Carlos Santana £1,290.00 In Prograss Today, 11:20 AM

] Poo79l Carlos Santana £180.85 {Awa'.rf.f_f""'_‘sflefg rurm)  Today, 10:27 AM
g Stock Return,

D PO2427 Mary Smith £86.00 Completed Today, 10:23 AM

15. Go to the original purchase order and click the Returns tab.

16. Click Complete Return to enable the Customer Service Representative
(CSR) to release the EO shipment. After you release shipment, the CSR
repeats the same process as shipping a purchase order.
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Customers

The Customer Management system in Optimizely Commerce is based on con-
tacts and accounts. A contact is a website visitor who registers an account on the
front-end site. You can use organizations to manage contacts in structures appro-
priate for your e-commerce business.

Drgﬂizatlnn

Organizations

Create an organization hierarchy by creating parent-child relationships among
organizations. For example, you can create a hierarchy of organizations, such as
Administration > EU Headquarters > EU Management. You then may

associate contacts with the appropriate level of the organization hierarchy. You
can set permissions to determine which users can view organizations in the hier-
archy.

The same principle applies to creating customer group hierarchies. For example,
you have a customers organization with sub-organizations of Gold, Silver, and
Bronze levels of customer groups. You can leverage the customer groups to dis-
play different prices for each group. See Organizations.
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Contacts

When a visitor registers on a site's front-end (for example, to make a purchase), a
contact and account are automatically created. You can manage contacts within
customer groups and organizations, to which you can apply specific pricing

and personalization. See Contacts.

Note: The default implementation of Optimizely Commerce
supports anonymous shopping. This means that customers
are not required to create an account to purchase. Anonym-
ous customers are not available as contacts.

Organizations

Under Organizations, you can create new organizations. Categorize organ-
izations into different types, such as regional branches and departments, and
also business categories, such as Computer and Electronics or Clothing and
Accessories.

You can assign an organization to a customer group, to which you can apply spe-
cific pricing and personalization.

You can structure an organization as a tree, with sub-units and different per-
missions assigned to each branch. For example, you can set up your company as
a parent-level organization while setting up departments, such as Sales & Mar-
keting, IT/Development, and Operations, as organization units. Within this scen-
ario, you can restrict the access of users in each department to appropriate
systems, screens, and functionality within Commerce Manager.

Browsing organizations

To browse organizations, go to Commerce Manager > Customer
Management > Organization.
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:ﬂ Oroanizations

)

L@ Contacts
E:I Rales
B Gift Cards

The Organization List page appears.

Customers | 191

,) View: | All organizations

2 New Organization () Printer Version 3 Delete

Clobal Electronics  Global appliances services  Organization Unit  Customer

Nordic Elelctronics

This view provides the following information:

« Name. Name of the organization.
« Description. Additional details about the organization.

« Type. Organization or Organization Unit.

Viewing organization details

Mame Description Type Organization Customer Group T Business Category
Elzctronics Inc Main electronics distributor  Organization Unit  Partner Computers & Electronics

Computers & Electronics

Business Category. Category under which the organization falls.

Select an organization in the list to view its type, related contacts, organizations

(parent/sub), addresses, and credit cards.

Edit Organizations

MName: Company X Parent:
Information Information
Infarmation Organization
Contacts
Organizations Name: Company X Type:
Addresses Description: Company ¥ Corporation
Credit Cards
Organization Partner
Customer Group:

Business Category:Computers & Electronics

Crganization
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Searching for an organization

Use the search field on top of the Organization List to find organizations by
name.

Customizing views for browsing organizations

As an organization list gets longer, you can create and customize views to filter it.
Define columns to be displayed for the view, and filters to be applied.

1. Select View > [ New View]. The New View dialog box appears.

| |,) View: | All organizations El
» y [ System Views ]

2 New Drganization | &) Printer Version | ¢ Delete All organizations

|:| Marne Description Type

|:| Company X East Online software application Organization Computers & Electronics

|:| Company X West  Online software applications Organization Computers & Electronics

|:| =¥ Company X Online software applications Organization Computers & Electronics

2. Onthe General tab, enter a Title for the custom view. Click Show this view
for all users if you want other users to see this view.
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MNew View *

Ceneral || Fields || Filters

Enter Title

Professional Services Companies Everything is ready
to create a new view
[¥] show this view for all users for entities list.
Please, type view
name.
| Save | | Close |

3. Onthe Fields tab, select columns to appear in the custom view. To do so,
select an available column then click Right Arrow to move it to the Visible
columns list. To deselect, select a visible column and click Left Arrow. To re-
order the list, click Up and Down arrows.
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MNew View

Ceneral || Fields || Filters

Available columns:
Description - Creator

Yisible columns:

Id Business Category

Maodified
Maodifier
MName

Parent (ref)

Primary Contact

Primary Contact (ref)

Type &7

m

&1

Save | | Close
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4. On the Filters tab, set the view filters. Click + to add a filter.

New View

| Ceneral || Fields || I-'ilter5|

Heeen

Business Category Equals Arts & Entertainment

Or

Please choose -

Please choose
And

Or

Business Category
Created
Description

Id

Modified

Parent

Parent (Reference)

Primary Contact

Primary Contact (Reference)
Type

| Save |

Close |

5. Click Save to return to the Organization List screen. The new view appears in
the View drop-down list.

View:

Professional Services Companies -

[ System Views |
All organizations

Editing and deleting views

=X

pall Yser views |
Professional Services Companies
[ New View ] h

To edit an existing view, select it from the drop-down list and click Edit. The View
Editing dialog box appears, and you can edit all properties.
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,J View: | Professional Services Companies W

#[:EINewOrganizatinn EﬁPrinterVersion }(Delete (\ Edit
|:| Creatar Eusiness Category Marne

]

To delete a custom view, click X.

Customized view example

The following example creates a view that shows only organizations that match a
business category and organization name. Create a filter condition that displays
organizations with a Business Category that equals Business & Professional Ser-
vices, and an Organization Name that equals Company X.

,J View: | All organizations Iz‘
)i;El Mew Organization ﬁ Printer Wersion 'X Delete
|:| Marme Description Type Eusiness Category
|:| = Company X East Online software application Organization Unit Computers & Electronics N
|:| B¢ Company X West  Online software applications Organization Unit Computers & Electronics
|:| Company X ITW... Online software application IT s5... Divisional Unit Computers & Electronics
|:| B Company X Online software applications Organization Computers & Electronics

1. In New View > Filters, click Add (+) and, from the drop-down list, click Busi-
ness Category. Two fields, which default to Equals and Arts &
Entertainment, appear.

a. Click Equals and a drop-down list appears. Keep the field as "Equals".

b. Select the field to its right and select a Business Category name (such as
Business and Professional Services).

2. Click the next Add (+) and click Name to add another filter so that the organ-
ization matches Business Category and Name.

a. Click Equals.
b. Inthe Text field, enter the organization name.
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New View b
Ceneral || Fields || Filters |
: > Business Category Equals Business & Professional Services
> Name Equals Cc’n:aﬂ-[l' X
Click Save.
To apply the view, select it from the drop-down list. Your organization list
reflects the columns and filters you applied in the Fields tab.
| |,) View: Professional Services Campanies IE‘ = }(

%Neworganimtinn ﬁPrinterVersion 'X_Delete

|:| Eusiness Category Mame

Description Type

Online software applications Organizatian

|:| Computers & Electronics Company X

Printing a list of organizations
Click Printer Version to generate a list of organizations. A new window renders a
table suitable for printing.

Creating or editing an organization

Go to Commerce Manager > Customer Management and Organizations.

1.
The Organizations page lists existing organizations.

© Optimizely 2021



198 | Episerver Commerce User Guide 2021-08-02

2. Click New Organization or any existing organization. A screen appears.

,J View:| All organizations

= New Organization | =3 Printer Version | ¥ Delete

|:| Marme U Description Twpe Business Category

(]

3. Enter data for the new organization.

1
Name: Company X West
Description: Online software applications
Type: Crganization IE‘ ﬁl
grgan?zatinn Customer [ No value ] |E| ﬁl

roup:
Business Category: Computers & Electronics IE' ﬁl
Parent: @NntSet A
Farent Qrganization
| OK || Cancel |

« Name. Enter the organization name. (This is the only required field.)
« Description. Enter details about the organization.

. Type. Assign a type to the organization. If the organization is a parent
organization, click Organization. If the organization is a sub-organization,
click Organization Unit. To add more types to the drop-down list, click the
icon.

« Organization Customer Group. Select a customer group to assign for the
organization, which lets you apply pricing, discounts, and personalization
of content to this group.
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- Business Category. Assign a category to the organization. To add more
categories, click the icon.

- Parent. You can assign a parent organization to an organization. If the
organization you are creating is a sub-unit (child) of a larger organization,
select the parent in the drop-down list. If the Organization is not listed on
the drop-down list, click More...

4. Click OK to save the organization. The Organization Info window appears,
where you can view Information about the organization you just created. You
can also see associated Contracts, Organizations, Addresses, and Credit
Cards that Optimizely provides by default. Click Edit to edit the organization.
Click Organizations to return to the organization List.

Edit ﬂ Organizations
MName: Company X West Parent:
Information Information
Infonation Organization
Contacts

Crganizations
Addresses Description: Online software applications Business Category:Computers & Electronics

Credit Cards

MName: Company X West Type: Crganization

Organization
Customer Group:

Creating an organizational hierarchy

You can create an organization hierarchy by assigning a parent organization to a
child organization and then another organization to the child. You can set per-
missions to determine which users can view which organizations in the hierarchy.
In the following example, Company Xis the parent organization and Company X

West is the organization unit.

1. Go to Organizations and click New Organization.
2. Enter data for the organization (see previous section).

3. Under the Parent option, assign the desired parent organization ("Company
X"). If you do not see the organization on the drop-down list, click More...

© Optimizely 2021



200 | Episerver Commerce User Guide 2021-08-02

Overview
MName: Company X West
Description: Online software applications i
Type: Organization Unit IE‘ ﬁl
Business Category: Computers & Electronics IE' ﬁl
Parent: |Cn:|rr1par'|‘,r){ |v|
r — —
@Nut Set
| oK ” Cancel | Company X l%‘_
More__.

4. Click OK to save the organization. In the Organization Info page, the organ-
ization unit (Company X West) becomes the child to the Organization (Com-
pany X) you selected.

Edit a Organizations

Name: Company X Parent:

Information Information

Information

Organization

Contacts o
Organizations Name: Company X Type: Organization

Addresses Description: Caompany X Corporation Business Category-Computers & Electronics

Credit Cards
Organization Partner

Customer Group:

5. Repeat the above steps to create additional organization units for the parent
organization.

Deleting an organization

1. Goto Commerce Manager > Customer Management > Organizations. The
Organizations page appears.

2. Select the organization to delete and click Delete. A confirmation message
appears.
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)EI Mew Organization ﬁ Printer Version x Delete
|:| HName Description Type
nudsen inc temp rganization
M Knud . 0 N
Company X West Company X West Organization Unit
ig Ban arge bank with lots o customers rganization
[[] Big Bank Al bank with | fVIP 8 izati
|:| Company X East Company X East Organization Unit
|:| Company X Company X Organization
[[] TheWine Cellar The Wine Cellar Organization

3. Select Delete Organizations Only or Delete Organizations, Child Organ-
izations and Contacts and click OK to complete the deletion.

Deleting X

Selected organizations can have related contacts and child
organiztions. What do you want to delete?

@ Delete Organizations Only.

7 Delete Organizations, Child Organizaticns and
Contacts.

I QK I | Cancel |

You can delete organizations with children without deleting the child organ-
izations and contacts with no repercussions. This leaves the contacts and
child organizations as orphans. You can later reassign them, as described in
Creating an organization.

Adding dictionary values for an organization

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.
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You can create your own organization types, customer groups, and business cat-
egories. For example, you can create a customer group called Partner, and a
business category can be an industry branch called Automotive or Food & Dining.
This type of data is managed in dictionaries. This topic describes how to add dic-
tionary values.

1. In Commerce Manager > Customer Management, open the Organization
Edit page by creating a new organization or editing an existing one.

2. Click Edit Dictionary next to the Type drop-down list.

i
Mame: Company X
Description: Company ¥ Corporation
Type: Organization IE'
Drgan?zatiun Customer|p_ ... IE' Edit Dictionary
Croup: H—

Business Category:

Computers & Electronics |E| ﬁl

Parent: @Nut Ser o

Farent Qrganization

| 0].4 || Cancel |

3. Onthe dialog box that appears, click Edit to modify an existing organization
type dictionary. To add a new item to the dictionary, click New Item.

Manage List E New Itel.l_”rrl ﬂ Close
Systemn Name: OrganizationType Friendly Name: OrganizationType Type: Single Value

N2 Itemn Value Display Walue

1 Organization Crganization )(

2 Organization Unit Crganization Unit )(

© Optimizely 2021




Customers | 203

4. Selectthe order of the item from the drop-down list on the left. Enter a name
for the item on the field next to the drop-down list.

Manage List ’[fg New Item ﬂ Close
Systerm Name: OrganizationType Friendly Name: OrganizationType Type: Single Value
Item Value Cisplay Value
1 Organization Organization )(
2 Organization Unit Organization Unit X
e

3+ |Division & =

1

2

5. Click Save.

6. Click Close. You can select the dictionary item in the Type drop-down list.

To delete a dictionary item, open the dictionary list and click Delete next to the
item.

Note: If you change the number to a position higher in the list,
the list is not automatically reordered. You must manually edit
the entire list. However, having multiple copies of the same
numerical value does not affect the system. So, you can use
the numbers as a ranking system or devise your own internal

numbering method.

Creating, editing and deleting business categories

Optimizely provides a list of categories that you can assign to an organization.
You can add categories the same way you add organization types.

1. Click Edit Dictionary next to the Business Category drop-down list.

2. Onthe resulting dialog box, click Edit to modify existing business categories.
Click New Item to add a new item to the dictionary. Click Delete to delete an
item from the list.

3. Select the order of the item from the drop-down list on the left and enter a
name for the item on the field next to the drop-down list.
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4. Click Save. You can select the new business category in the Business Cat-
egory drop-down list.

Contacts

A contact and a related account are created automatically when a visitor registers
on the public front-end site. You can also manually create a contact from Com-
merce Manager.

You can assign a contact to customer groups and organization customer
groups. A customer group is assigned to an organization, which may determine
eligibility for prices that are different from other users. A contact in an organ-
ization is a member of that organization's customer group, even if the contact is
assigned individually to a different customer group.

Browsing contacts

To browse contacts, go to Commerce Manager > Customer Management >
Contacts.

Customer Management .:}"

= ﬂ; Customer Management
@ Organizations

C@ Contacts

&g

.E,El Roles
B Gift Cards
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|p View: | All contacts

[=]

.E_=T.|New Contact | 5 Printer Version | X Delete Selected |

Select a contact to see detailed information about the contact, such as
addresses, order history, and so on.

FullName2 FirstName2 Last Mame Middle Mame
|:| ¢ Receiving Manager Receiving Manager
|:| = Order Manager Order Manager
[l ennifer Browne Jennifer Browne
[ ' Marysmith Mary Smith
|:| =¥ Shipping Manager Shipping Manager
[l admin admin
|:| B¢ Order Supervisor Order Supervisor
|:| =¥ Carlos Mevada Carlos Nevada
|:| = Lisa Prescott Lisa Prescott

e

out T ﬂ'Cet Help For This Page
& edic | ¥ Delete Contact | Contacts | [ New Order
Full Name: admin Parent Organization:
Information Information |
Information — Contact
Addresses Full N R ami c P R
Credit Cards ull Name: admin ustomer Group:
Security First Name: admin Preferred Currency:
Roles -
Middle Name: Preferred Language:
Orders

Order History
Shopping Lists

Wish Lists

Shopping Carts

Last Name:
Parent Organization:

Preferred Shipping
Address:

Preferred Billing
Address:

Registration Source:

Last Order Date:

~— Account

User Name:
Description:

Email:

admin

admin&yourcompany.com

Is Locked Out:

Last Activity:
Last Login:

Last Password
Changed:

Edit Account | Change Password | Remove Account —

none
Today, 2:43 PM

Today, 2:48 PM

FITI2011 9:34:48 AM
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Note: You can add objects or metadata to the default View
Form via Business Foundation.

Searching for a contact

On the Contact Info page, use the search form to search for a contact. Contacts
that match the search criteria appear on the list.

=

|1.-'i sitor |

&= New Contact lfﬂPrinter‘u'Ersiu:un }{DEIEtESEIEEtEd
|:| Full Marme First Marme

(] EPiserver Commerce Visitor Wisitor

To clear the search and revert back to show all contacts, click Reset (eraser).

Customizing views for browsing contacts

As an contact list gets longer, you can create and customize views to filter the list.
Define columns to be displayed for the view, and the filters to be applied when

selecting what to include in the view.

1. Select View > [ New View]. The New View dialog box appears.

| |,J View: | All contacts E
- [ System Views ]

G New Contact | S Printer Version | 9% Delete Selected All contacts

|:| Full Marme First Marme

|:| B Mats Hellstrom Mats Hellstrém

= admin admin

2. Onthe General tab, enter a Title for the custom view. Click Show this view
for all users if you want other users to see this custom view.
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MNew View *

Ceneral || Fields || Filters

Enter Title

Professional Services Companies Everything is ready
to create a new view
[¥] show this view for all users for entities list.
Please, type view
name.
| Save | | Close |

3. Onthe Fields tab, select columns to appear in the custom view. Select an
available column then click Right Arrow to move it to the Visible columns list.
To deselect a column, select one and click Left Arrow. To re-order the list,
click Up and Down arrows.
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MNew View

Ceneral || Fields || Filters

Available columns:
Code
Created
Creator
Customer Group
Date OFf Birth

Last Name

Last Order Date
Middle Mame
Modified

Yisible columns:

First Mame
Full Name
Email

Save

| Close
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MNew View

| Ceneral || Fields || I-'iller5|

-

Parent Organization Equals Company X

Please choose

Please choose

And

Or

Code

Created

Customer Group

Date Of Birth

Email

First Name

Full Mame

Id

Last Mame

Last Order Date

Middle Name

Modified

Parent Organization
Parent Organization (Reference)
Preferred Billing Address

Preferred Billing Address (Reference)
Preferred Currency

Preferred Language

Preferred Shipping Address

Preferred Shipping Address (Reference)
Registration Source

I

5. Click Save to return to the Contacts List screen. The new view appears in the
View drop-down list.

P

View:| Onlyin Company X

| & ¥

.a_EINEW Contact % Printer Version X Delete Selected

[ System Views ]
All contacts

[l

0 =
0 =
[ =

Ermail Full Mame

mats&episerver.com Mats Hellstrom
mary. smtih@comopanyx.... Mary Smith

peter.sunna@episerver.com Peter Sunna

Fir{l User views ]

Only in Company X *
Maf[ Mew View ]

Mary

Peter
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Editing and deleting views

To edit an existing view, select the view from the drop-down list and click Edit.
The View Editing dialog box appears, and you can edit all properties.

View:| Only in Company X E ﬁ >

Edit i

First Marme

To delete a custom View, click X.

Printing a list of contacts

Click Printer Version to generate a table of contacts.

L

| |,.) Wiew: | All contacts
%=l New Contact lﬁ Printer Vergion }( Delete Selected

|:| FullMame2 f FirstName2 Last Mame
|:| B¢ Receiving Manager Receiving Manager
|:| B¢ Order Manager Order Manager
|:| ennifer Browne Jennifer Browne
[l Mary Smith Mary Smith
|:| E¢ Shipping Manager Shipping Manager
[ = admin admin

[ Order Supervisor Order Supervisor
(] Carlos Mevada Carlos Mevada
|:| ¢ Lisa Prescott Lisa Prescott
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Contact

Full Name First Name Last Name Middle Name Last Order Date Customer Group
FReceiving Manager|Receiving |Manager
COrder Manager Order Manager
Jennifer Browne [Jennifer Browne
Mary Smith Mary Smith
Shipping Manager |Shipping Manager
admin admin

Order Supervisor |QOrder Supervisor
Carlos Nevada Carlos MNevada
Liza Prescott Liza Pre=cott

Creating a contact with an account

Note: Creating system users and assigning access rights
(roles) to work with Optimizely CMS and Optimizely Com-
merce is done from the CMS admin view. See Access rights
for Optimizely Commerce. The procedure described here
relates to website visitors and shopping customers.

The following procedure creates a contact with an account.

Note: The Customer Information screen also lets you update
some customer information. However, that screen does not let
you create an account for a customer.

1. In Commerce Manager > Customer Management, click New Contact on the
Contact List page. The Contact Edit page appears.

MNEWCDntaEIE ﬁPrinterversiDn }{Delete Selected
Fullﬂne First Marme
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2. Enter information about the contact.

Overview

Full Name: Mary Smith
First Name: Mary
Middle Name:

Last Name: Smith

Email: mary.smith@companyx.com

Centact Email Description

Parent Organization:

Company X
Ceontact Organization
Customer Group: Customer
{ Preferred Currency: US dollar
Preferred Language: English (United States)

Preferred Shipping
Address:

Preferred Billing
Address:

Registration Source:

Ok Cancel

« Full Name. Required. Enter the contact's full name.

« First Name. Required. Enter the contact's first name.

« Middle Name. Optional. Enter the contact middle name.
. Last Name. Required. Enter the contact's last name.

- Email. Required. Enter the contact's email address.
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. Parent Organization. Optional. Select a parent organization to which the
contact is assigned .

« Customer Group. Optional. Select a customer group to which the contact
is assigned. You can add customer groups by editing the Customer group
dictionaries. Customer groups are useful for targeted Marketing campaigns.

. Preferred Currency. Optional. Select a currency for the contact. For
example, if the contact is in France, select the Euro currency. You set avail-
able currency options in Administration > System Settings > Dictionaries
> Currencies.

. Preferred Language. Optional. Select a language for the contact. You set
available languages in Administration > System Settings > Dictionaries
> Languages.

. Preferred Shipping Address. Automatic; related to company accounts.
. Preferred Billing Address. Automatic; related to company accounts.

« Registration Source. Optional. Enter notes about the contact (such as the
website under which the contact is currently registered).

Note: The Registration Source field is automatically
filled when a user creates a new account from the pub-
lic website.

3. Click OK to save the contact. The Contact Information form appears. To dis-
play the Contacts List, click Contacts or Cancel.
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@ Cet Help For This Page

Edlt X Delete Contact ﬂ Contacts D New Order

Order History
Shopping Lists

Wish Lists

Shopping Carts

Parent Organization

Preferred Shipping
Address:

Preferred Billing
Address

Parent Organization:

Full Name: Mary Smith
Information Information
Information — Contact
Addresses
- ‘5
Credit Cards Full Name Mary 5mith
Contact Notes First Name: Mary
Order Notes Middle N
Contact Notes rddie Name-
Orders Last Name Smith

Customer Group

Preferred Currency:

Preferred Language:

Registration Source:

Last Order Date:

Account

(Accou nt not found

Create account W

You can enter additional information for the contact, view order history, and
add notes for both orders and the contact. You can customize the form
using Business foundation.

Note: A customer account is automatically created for a
customer who registers from the front-end public website,
allowing them to log in and view personalized information.
To manually create an account, continue with the pro-
cedure.

box appears.
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@ Get Help For This Page %

= Edit | X Delete Contacts
Full Name: Mary Smith Parent Organization: Company X
Information Information
Information Contact
Addresses Full Name: Mary Smith Customer Croup: Customer
Credit Cards
Orders First Name: Mary Preferred Currency: uso
Qrder History Middle Name: Preferred Language- en-uUs
Shopping Lists Last Name: Smith Registration Source: companyx
Wish Lists
Shopping Carts Parent Organization: Company X Last Order Date:
Account Create accnaltm)t
Account not found:

5. Enter datain the Create account dialog box.

Create account

User Mame: Mary

Password: TTTII

Description: |mary.smith@companyx.com
Email: mary.smtih@companyx.com
Approved: @ Yes (TINo

| ok

| | Cancel

« User Name. Required. Enter a name that may include spaces and special

characters.

o Password. Required. Enter a password for the account.
Description. Optional. Add information about the contact account.
Email. Enter the contact's email address.
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Account section of the Contact Information form.

Approved. Click Yes to enable. Click No to keep the account inactive and
inaccessible by the contact.

6. Click OK to create the account. User account information appears under the

« Is Locked out. Last time a user was locked out due to too many failed log
in attempts.

« Last Activity. Last time the user logged in or made any changes to the
site.

« Last Login. Last time the user logged into his or her account.

. Last Password Changed. Last time the user account password changed.

o]

#

@ Cet Help For This Page

Ed\t X Delete Contact ﬂ Contacts D New Order
Full Name: Mary Smith Parent Organization:
Information Information
Information — Contact
Addresses
- - Smi -
Credit Cards Full Name: Mary Smith Customer Group:
Contact Notes First Name Mary Preferred Currency usD
Order Notes Middle N Pref. aL
Contact Notes I e Name: TETerre anguage en
Security Last Name: Smith Registration Source:
Roles ) :
Parent Organization Last Order Date:
Orders
Order History Preferred Shipping
Shopping Lists Address
Wish Lists Preferred Billing
Shopping Carts Address.
~— Account Edit Accou% Change Password | Remaove Account —,
4 User Name: Mary Is Locked Qut none
Description: Last Activity Today, 12:03 PM
Email: mary&somemail.com Last Login Today, 12:03 PM
Last Password -
Changed- Today, 12:03 PM

Editing or deleting a contact and account

Go to Commerce Manager > Customer Management > Contacts to do the fol-

lowing:

« Edit a contact. Select the contact in the contact list and click Edit. Edit the inform-
ation and click OK.
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« Edit an account. Select the related contact in the contact list and select the Edit
Account option in the lower part of the dialog box. Edit the information and click
OK.

Note: You cannot change the User Name unless you
remove the account and recreate the same account again.

« Delete a contact. Select the contact in the list of contacts click Delete. Click OK
to confirm.

« Delete an account. Select the related contact in the contact list and click
Remove Account in the lower part of the dialog box.

Adding dictionary values for a contact

You can create your own customer (contact) groups that you can apply when you
add contacts to your organization. By default, customer groups can be of type
Customer, Partner or Distributor. This type of data is managed in dictionaries.
You can use customer groups when you define pricing or restrict promotions.

1. In Commerce Manager > Customer Management, open the Contacts Edit
page by creating a new contact or editing an existing one. Click Edit Dic-
tionary next to the Customer Group drop-down list.
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Overview

Full Name: Mary Smith
First Name: Mary
Middle Name:

Last Name: Smith

Email: mary.smith@companyx.com

Contact Email Description

Parent Organization: Company X o

Contact Qrganization

Customer Group: Customer -

Preferred Currency: Us dollar Edit Dictionary
Preferred Language: English (United States) -

Preferred Shipping [ Mo value | -

Address:

Preferred Billing [ Mo value | -

Address:

Registration Source:

oK Cancel

2. Onthe dialog box that appears, click Edit to modify an existing customer
group dictionary. To add a new item to the dictionary, click New Item.
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Manage List

9i€_§| Ne-\’.'r]lﬁ%ﬂ ﬂ Close

N2 Item Value

1 Customer
2 Partner
3 Distributor

System Mame: ContactGroup

Friendly Name: ContactCroup
Display Value
Customer

Partner

Distributor

Type: Single Value

& X
& X
& X

3. Select the order of the item from the drop-down list on the left and enter a

4.

name for the item on the field next to the drop-down list.

Manage List

ENewltem aCIose'

Na Itern Value

1 Customer
2 Partner
3 Distributor

4 ¥ | Subwvendor

Systemn Name: ContactGroup

Friendly Name: ContactGroup

Display Walue

Customer
Partner

Distributor

Type: Single Value

= X
&
= W
(= =

L1 Ry —

Click Save.

5. Click Close. You can select the dictionary item in the Customer Group drop-

down list.

To delete a dictionary item, open the dictionary list and click Delete next to the
item.

Note: If you change the number to a position higher in the list,
the list is not automatically reordered. You must manually edit
the list. However, having multiple copies of the same numer-
ical value does not affect the system. You can use the num-
bers as a ranking system, or devise your own internal
numbering method.

© Optimizely 2021



220 | Episerver Commerce User Guide 2021-08-02

Markets

Markets are designed to help you target merchandising and create more per-
sonalized user experiences. For example, you create a 20% off promotion to

mark Independence Day in Canada. Only products in the Canadian market are eli-
gible.

A single site can have multiple markets, each with its own product catalog, lan-
guage, currency, and promotions. The market determines which products and
prices a customer sees on the website. When creating a market, you can define a
geographic entity (such as region, a country, a group of countries).

Developers implement markets during site creation, and each implementation
can be different. Some sites let the visitor select a market on the front-end. Oth-
ers use different URLs for different markets, for example "yoursite.uk" and
"yoursite.de". A site can also extract a visitor's geographic location from the IP
address to determine the appropriate market.

Working with markets

« When working in the Catalog View, you can filter results by market.

« When defining a variant's pricing information, you assign a market then its price
in an appropriate currency.

« Order Management objects like purchase orders, shopping carts, and sub-
scriptions can be filtered by market.

« By defining a market's language, content can automatically be displayed in that
language when the market is selected on the front-end.
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Browsing markets

The market overview under Administration displays existing markets with their
languages, currencies and status, and whether the prices include tax.

Click a column header to sort the information on that property. You can also
select which columns to display in the overview.

Note: The Default Market defines the language and currency
used as a fallback for markets that are not specified.

Creating or editing a market

1. Inthe Administration view, click Markets.
2. Click on a market in the list to edit the settings, or click Create.

3. Fillin displayed fields as described in the following, and click Save when
done.

« Market ID. The identifier for the market.

o Market Name. The name that appears in the markets list.

« Market Description. Explanation of the market (free-text).

« Is Active. Select to activate. Only active markets are available to visitors.

« Prices Include Tax. Select to indicate that returned prices include tax. This is typ-
ically used for markets where prices include tax, for example in the EU. The set-
ting can be used to add checkout functionality displaying a tax-included price on
the front-end.

« Countries. Desired countries to include in the market.
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« Languages. Languages for the market. Note that languages need to be enabled
on the site, to become available for selection here.

» Default Language. Default fallback language.
« Currencies. Desired currencies for the market.
« Default Currency. Default fallback currency.

Deleting a market

1. Select one or more markets from the list in the overview.
2. Click Delete Selected, and click OK to confirm.
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Marketing

Note: The marketing system provides a new Campaigns user
interface, in addition to the legacy campaign system, for man-
aging campaigns and discounts.

Use Optimizely's Marketing system to create discounts and promotions that can
be applied to products, orders, or shipping. Typically, promotions are created and
managed by marketing and catalog managers, and other users who handle pri-
cing and discounts.

The marketing features allow you to create campaigns with unique and com-
pelling discounts. Discounts are typically based on a percentage or fixed value.
You can target discounts to specific customers, time periods, or markets.

Common marketing tasks are listed below. Available tasks depend on whether
you are using the new Marketing system, or the legacy marketing system.

Marketing view

« Creating and managing campaigns
« Creating discounts

e Prioritizing discounts

e Discount exclusions

e Built-in discounts

Marketing system in Commerce Manager (Legacy)

« Creating and managing campaigns, which can be targeted to specific groups of
users.

« Configuring customer segments, for targeting of promotions to specific groups of
users and customers.

« Creating different types of promotions with discounts and coupons.
« Configuring expressions and policies for defining additional rules and promotion
types.
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Campaigns and discounts

The Campaigns feature lets you create campaigns to manage discounts when
deploying targeted marketing efforts. You can assign a campaign to a specific
market, to serve local needs, or to all markets. You can also limit a campaign to
members of selected visitor groups.

When setting up a campaign, you define its essential information, such as active
date range, target market, eligible visitor groups, and discounts.

Campaign view

To view existing campaigns or create new ones, go to the top menu and select
Marketing. The Campaign view displays each campaign's status and discounts.
From Campaign view, you can perform tasks such as create new campaigns, edit
existing ones, create and edit discounts, and so on.

(o]

I

(+] a

[ZlCampaigns

(a

CAMPAIGN STATUS
i An

Active Womens handbag sale Expired [0] Redemptions
@ Scheduled Campaign Aug 1 - Aug 3 total orders

@ Expired

# Inactive v 7: Sae— - = L

DISCOUNT TYPE
@ Item

= Order

& shipping

MARKET
Australia
Brazil

Canada
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Understanding the Campaign View

The Campaign view sorts campaigns by status (identifiable by background color),
described below.

. (green). Active box is checked, Available from date is in the past, and
Expires on date is in the future.

. (orange). Active box is checked but Available from date is in the
future.

« Expired (red). Active box is checked, but Expires on date is in the past.
. (gray). Active box is unchecked.

Note: Below each campaign, its discounts appear on a
white background.

On the Campaign view, each discount has an icon that illustrates the discount
type.

. Discount applies to entire order.
. Discount applies to items.
. Discount applies to shipping costs.

The Campaign view also displays numbers for each campaign and discount.

« Foreach campaign, you see the number of orders that include discounts. If an
order has multiple discounts that belong to different campaigns, that order
increases each campaign's total.

« Foreach discount, the Campaign view displays
o the total number of orders that include it.

o redemptions, the number of times a discount reduces cost. For example, a
discount provides 20% off all sweatshirts.

m If one order includes three sweatshirts, the redemption for that order is 1.
m If three orders include one sweatshirt each, the discount for all orders is 3.
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These numbers are not updated in real time. They are only updated when the Col-
lect orders per promotion statistics scheduled job runs.

Note: Canceled orders do not appear on Campaign View.

Campaign View facets and search

The view's left pane displays facets and a search. Use facets to filter information
by selecting a campaign status, and one or more discount types and market. If
you select facets, the view is refreshed, showing only campaigns and discounts
that include your selections. Next to each facet is a number indicating how many
campaigns and discounts include it.

© Optimizely 2021



Marketing | 227

[ICampaigns

CAMPAIGN STATUS Spring 2017

Campaign

= ANl

Spend %20 get free deicer
Q@ Item discount

4 Active

[ 1
o
& Scheduled o
& Expired o

L 0

# Inactive

DISCOUNT TYFE
ay Item

Clear

[ 1]

= Order o
©

@ Shipping

MARKET Clear
Australia and New Zealand
ASEAN

Default Market

Europe

Central and South America
Scandinavia

USA and Canada

F

Campaign View contains a search to help you find campaigns or discounts. The
search only examines campaign and discount titles — it does not consider other
fields.
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1+

[ 1Campaigns

Q get] Q)

¥ Mens shoes - buy 3, get cheape... ¢

M Buy 3, get free shipping

e
Active .
Srhednlad

Search tips

« The search ignores any selected facets.
« You need to enter at least two characters to get results.
« The search includes active and inactive campaigns and discounts.

Creating a campaign
To create a campaign, identify the following:

« Schedule

» State (active or inactive)
o Market

« Revenue goals

» Google tracking code

« Visitor groups

» Discounts

O Video tutorial: Demo of creating a campaign and discount (4:46 minutes)

1. From edit view, select Commerce > Marketing.
2. Select Create + > Campaign.
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3. Assign a name to the campaign. The Edit Campaign view appears.

CAMPAIGN 5TATUS

- Al
Active
%10 off shipping from Women's Shoes 12 12
Scheduled @ Shipping discount orders
© Expired
. $50 off Order over $500 5
# Inactive = Order discount orders
20 % off Mens Shoes 4
@ Item discount orders 4
DISCOUNT TYPE S - o
a  Item
1 Order
& Shipping

MARKET
Australia
Brazil

Canada

4. Complete its fields using the following information, then click Save.

Campaign fields

The campaign name appears. Edit if desired. The name
Name appears on the Campaign view and on dialogs that let users
select campaigns.

Enter a description of the campaign. It only appears on this

Description .
view.

Scheduling and Status

Select the date and time when the campaign is available.

Available from The campaign is active only if the shopping date/time is
between the Available from and Expires on dates/times
and the Active box is checked.
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Note: The time refers to local time on
the Optimizely server. For example,
you manage the website from Stock-
holm, Sweden and set a campaign to
expire at 11:00 PM. Due to a nine-hour
time difference, for a customer in Cali-
fornia, USA, the campaign expires at
2:00 PM.

Select the date and time when the campaign is no longer

Expires on )
P available.

Select the box to make the campaign active, or clear it to
make it inactive.

For a campaign to be active, the Active box must be selec-
ted and the shopping date/time must be between the Avail-
able from and Expires on dates/times.

Active check box examples

Active
o When you set up a new campaign (including its dis-

counts), keep Active cleared. When everything is cor-
rect, select Active, and the campaign goes live.

« An active campaign is configured incorrectly. Clear Act-
ive to pause the campaign, correct it, then select Active
to enable it.

Market and Revenue

Select one or more target markets. If you select no markets,
the campaign is effectively inactive.

Effects of choosing markets
Target markets

« If you choose one or more markets, only customers in
those markets are eligible to receive this campaign's dis-
counts.
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Revenue goal

Tracking Code

Personalization

Discounts

« If you create a discount for this campaign that involves
an amount reduction, the list of currencies is determ-
ined by the active currencies for countries in the selec-
ted market(s).

Specify a revenue goal for the campaign.

Note: Optimizely Commerce does not
currently use this value—you must
manually track campaign revenue.

Use to enter a tracking code for campaign analytics. This
field must be specifically implemented for your site.

This tracking code is only a data property. So, for example,
you can create a Google Analytics tracking code, use that,
then save the code for your campaign to map the data later.
Optimizely Commerce does not use the tracking code for
any internal functionality.

By default, the code is not stored with the order after check-
out. But you can get promotions from 10rder-
Form.Promotions, then get their campaigns and tracking
codes.

If you want to limit this campaign to certain visitor group,
select them. If you do, only group members can use the
campaign's discounts. See also: Commerce-specific cri-
teria.

Note: If more than two visitor groups
are selected, hover over the ellipsis to
see them all.

See Discounts
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Editing a campaign

1. From the Campaign view, hover over a campaign. On the far right side, a con-
text menu appears.

2. Select Edit.
3. Modify the fields.

Deleting a campaign

1. From the Campaign view, hover over a campaign. On the far right side, a con-
text menu appears.

2. Select Delete.

Note: Deleting a campaign cannot be undone, and all dis-
counts created for the campaign are also deleted.

See also:Discounts

Discounts

Optimizely Commerce has a powerful and flexible feature for applying discounts
to create targeted campaigns. Optimizely Commerce offers a set of standard dis-
counts, featuring the most common setups, which you can easily customize to
accommodate specific campaigns.

Discount colors

A discount is color-coded to help you identify its components.

. . Products or categories from which purchases must be made to activate
the discount.

. . Discounted items.

. . Discount amount or percentage.
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Buy Products for Discount from Other Selection

Buy at least X items from catalog entries and get related catalog entries at a discount.

You can add these content types
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Creating a discount

Discounts are a key component of an effective marketing campaign, for example
"buy 3, get the cheapest for free."

Warning: If you create several concurrent promotions that
apply to one line item with quantity greater than one, be sure
you understand the impact of all promotions on an order.

Prerequisite: A campaign. If no campaigns exist, create one.
Video: Demo of creating a campaign and discount

O Video tutorial: Demo of creating a campaign and discount (4:46 minutes)

1. Access the Discount view using any method listed below.

« From the Campaigns view's top left corner, select Create > Discount.

Note: When using this option, you select a campaign
then define the discount.

« From a campaign's context menu, select New Discount.
« While editing a campaign or creating a new one, select + New Discount.
2. Assign a name to the discount.

3. Choose a discount type. (See Built-in discounts.) The Edit Discount view
appears.

4. Complete the fields using the following information, then click Save.

Discount fields

Field Description

Name Enter the name of the discount.
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Enter a description of the discount. The descrip-
tion only appears on this view. Use it to com-
municate the discount's purpose to other
merchandisers.

Description

If you want to use a banner image with this dis-
count, upload it to the Optimizely media folder,
then select it here. Uploading media.

The image can illustrate the discount on the
web page. Your developer determines how to
display the banner.

Banner Image

Scheduling and Status—By default, a discount's start and end dates match its cam-
paign's dates. To change the discount's active dates, click Different start and end
dates, within the campaign dates and complete the following fields.

Select the date and time when the discount is
available.

The discount is active only if the shopping date/-
time is between the Available from and Expires
on dates/times, and the Active box is selected.

Note: The time refers to
local time on the Optimizely

Available from server. For example, you
manage the website from
Stockholm, Sweden and set
a campaign to expire at
11:00 PM. Due to a nine-
hour difference, for a cus-
tomer in California, USA, the
campaign expires at 2:00
PM.

Expires on Select the date and time when the discount is
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Field Description

no longer available.

For a discount to be active, the shopping date/-
time must be between the available and expir-
ation dates/times, and the active box must be
selected.

Active check box examples

Active o While setting up a new discount, keep Act-
ive cleared. When everything is correct,
select Active, and the discount is live.

« An active discount is configured incorrectly.
Clear Active to pause it, correct it, then
select Active to enable the discount.

If applicable, enter a promotion code for this dis-
Promotion codes count. Promotion codes are also known as
coupons. See also: Using promotion codes.

Discount

Complete the information to define the discount. See Example: Buy three items,
get cheapest free and Built-in discounts.

Use this area to exclude catalogs, categories, or
catalog entries from a specific discount. See
Exclude catalog items from a discount.

This discount does not apply
to these catalog items

If applicable, enter one or more redemption lim-
its for this discount; that is, the maximum num-
ber of times a discount can be redeemed. See
also: Applying redemption limits.

Redemption limits

Example: Buy three items, get cheapest free

Assume you want to implement the following discount: If a customer buys 3 auto-
motive accessories, the least expensive item is free. To create that discount,
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follow these steps.

Prerequisite: A campaign. If no campaigns exist, create one.

AN

From the Campaigns view's top left corner, select Add > Discount.
Select the campaign to which the discount will belong.

Assign the name AutoAcc Buy 3 get cheapest free.

For Type, select Get Cheapest for Free.

At the Scheduling and Status area, select the discount's beginning and end-
ing dates and whether the discount is active.

This example assumes that the discount does not use a Promotion code, so
ignore that field. See also: Using promotion codes

At the Buy... at least X items field, enter 3.
From the top right corner of the view, click Catalogs E

Select Automotive > Accessories then drag and drop it to the area below
from these categories/entries. See also: Selecting discount-eligible items.
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o

)

Campaigns ) QuickSilver
Buy 3 get cheapest free Q

=2 Catalog Root

Cheapest Items For Free = Fashion
2l womens
Buy at least X items from catalog entries, get the cheapest Y for free. O Womens Dresses

@ Womens Tees

@ Womens Bottoms

Buy at least...

Xitems

B Womens Shoes

@ Womens Handbags
From these entries @ Weekly specials

You can add these content types
Category, Product, Variant/SKU, Package, Catalog

[include subcategories

B Brinley Co. Womens Closed Toe Platform ...
Get cheapest Y for free

%
1\%‘

\ B Classic Mid-Heeled Pump Dress Shoe
‘ 8 Lei Womens Casual Oxford Shoe

.‘.ﬂvﬁ' B Pierina Ballet Flats Blue Floral

B Brinley Co. Womens High Heel Platform M...

This discount does not apply to these catalog items

You can add these content types
Catalog, Category, Entry

. § Womens Beston Deby-2

{ B Womens Beston Isabelle

10. Atthe Get cheapest Y for free field, enter 1.
11. Click Save.

Selecting discount-eligible items

To select discount-eligible items, drag and drop them from the catalog or click
Browse.

Note: If you select no items, the discount is not applied.

When working in the gray area of the view, you can select:

« One or more categories. Its products are eligible. Use the Include subcategories
box to determine if products in selected categories' subcategories also are eli-
gible. By default, the box is selected.
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« Individual products, SKU, or package.

« Some discounts let you select a catalog. If you can, Catalog appears on the
view.

o]

Ll
You can add these content types
Category, Product, Variant/SKU, F‘ackage

Note: A package counts as one item when calculating the X in
Buy at least X items.

If a bundle is purchased, its items are treated like they were
ordered separately.

Copying a discount

You can copy (or cut) and paste any discount to another campaign using menu

options or drag and drop. You can also copy and paste a discount to its current

campaign. If you do, a number is appended to its name to distinguish it from the
original discount.

Impact of copying on a discount's field values

When you copy a discount, all field values from the original discount are copied to
the new one with the possible exception of these.

» Status. The copied discount is inactive by default.
« Dates.

If the scheduling value is Same as the campaign, the value is maintained,
and the dates are adjusted to match the "copy to" campaign's active dates.

If the scheduling value is Different start and end dates, those dates are
copied to the new discount.
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o If one or both dates are outside of the "copy to" campaign’s date range, a
warning appears next to that date. No other warning is issued either initially
or if you later edit the discount.

&) Different start and end dates, within the campaign dates

Available from | 5/1/2018, 12:00 AM " - |

Expires on | 5/30/2018, 12:00 A " -

If a conflict exists between a campaign's and a discount's active dates, the
campaign's active dates override the discount's active dates. For example,
a campaign runs from June 1 until June 30 at midnight, while one of its
copied discounts has a begin date of June 15 and an end date of July 15.
As of July 1, that discount is no longer active.

Copy procedure

1.

a bk wnN

From Marketing view, identify the campaign that contains the discount that
you want to copy.

Expand the campaign to see its discounts.

From the discount’s context menu, choose Copy or Cut.
Move to the campaign to which you want to copy the discount.
Select Paste from the campaign's context menu.

Tip: You can also drag and drop a discount to another cam-
paign.

Editing a discount

Follow these steps to edit a discount.

1.

From Marketing view, identify the campaign that contains the discount that
you want to copy.

2. Click the small arrow on the left side of the campaign. Its discounts appear.
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3. Hover over the right side of the discount until its menu icon appears.

ning live Jun 7 0

orders ;

4. Click the icon then Edit. To learn about the fields, see Discount fields.
5. Edit the desired information then click Save.

Deleting a discount

Follow these steps to delete a discount. You cannot recover a deleted discount.

1. From Marketing view, identify the campaign that contains the discount that

you want to delete.
Click the small arrow on the left side of the campaign. Its discounts appear.

3. Hover over the right side of the discount until its menu icon appears.

ning live Jun 7 0

orders :

4. Click the icon then Delete.
5. Click Save.
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How Optimizely Commerce determines which items to dis-
count

Sometimes, an order has several discount-eligible items but not all can be dis-
counted. For example, if a customers buy 5 shirts, they get a discount on two. Or,
the limit number of discounted items drop-down restricts how many items get
discounted. To determine which items are discounted, Optimizely Commerce cal-
culates the maximum customer savings.

Example

Discount: Buy at least 9 eligible items, and get a 25% discount on three. Assumes
no redemption limits.

Sample order before discount

Item Quantity Cost per item Item total
White shirt 5 $5.00 $25.00
Blue shirt 2 $10.00 $20.00
Yellow shirt 2 $15.00 $30.00

Total cost = $75.00

After discount

To maximize customer savings, the discount is first applied to the two most
expensive items, the yellow shirts. Next, it is applied to one of the next most
expensive items, a blue shirt. Since only three items are discounted, the second
blue shirt is full price.

Item Quantity Cost per item Line item total

White shirt 5 $5.00 $25.00
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Item Quantity Cost per item Line item total

Blue shirt 1 $10.00 $10.00
$7.50

Blue shirt 1 (25% discount on $7.50
1 item)
$11.25

Yellow shirt 2 (25% discount on $22.50
2 items)

Total cost = $65.00

Using promotion codes

A promotion code (also known as a coupon) is an additional criterion that you can
apply to any discount. A typical use case is: customers who enter promotion code
CouponABC during checkout receive 10% off the order.

To apply a promotion code to a discount, create the discount as you normally do.
Then, in the discount view's Promotion codes field, enter a unique promotion
code.
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Edit Discount

Mame handbag sale

Description

Banner Image 0084090302914 Co.. @ [ ... |

Scheduling and Status Promotion Codes

Schedule the discount to follow the campaign, or select a different date Specify a promotion code for customers to qualify for discount.

range. Enable the discount by selecting 'Active’.

(® Same as the campaign (Aug 24, 12:00 AM to Tomorrow, 12:00 AM) Promotion code BuyaBag

") Different start and end dates, within the campaign dates

B Active

Discount: Reduction on Related ltems

Buy at least X items from catalog entries and get related catalog entries at a discount.
Buy at least...
X items 1

From these entries

If you create such a discount, it is activated if the customer enters the promotion
code and the other discount criteria are satisfied (for example, the discount is act-
ive, date is within the active date range, eligible products are selected, and so
on).

Applying redemption limits

When creating a discount, you can set redemption limits, that is, the maximum
number of times a discount can be redeemed on a single order form. Set these
limits on the Edit discount view. See also: Creating a discount.
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Redemption Limits

The number of times a promotion can be redeemed. If limits are
increased during a campaign period the previous redemptions will be

kept.
Total :
Redeemed in total across all orders
Order :
Per order
Customer -

Per registered user

There are three types of redemption limits.

« Total. The maximum number of times a discount can be redeemed across all
orders and customers.

o Order. The maximum number of times a discount can be redeemed on a single
order form.

Note: This limit is not available to discounts that apply to
an entire order.

o Customer. The maximum number of times that one customer can redeem a dis-
count. If you set this limit, the discount is not available to anonymous (not
logged-in) users.

You can adjust redemption limits at any time during a campaign. If you do, it does
not affect the number of redeemed discounts.

Note: Built-in order and shipping promotions have a default
value of one redemption per order.
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Combining redemption limits

You can set a redemption limit on the total number of discounts, or per order, or
per customer. And, you can combine limits. If you set more than one, during val-
idation, the lowest number of available discounts determines if the discount is still
available. For example, a discount has three limits:

o Perdiscount: 500
« Percustomer: 10
o« Perorder:5

If a discount was redeemed 497 times, and the logged-in customer has not
redeemed it yet, and the discount was not used on this order, the maximum num-
ber of redemptions is 3.

To continue the example, once the discount is redeemed 500 times, itis no
longer available.

Here is another example.

« Per discount: unlimited
« Percustomer: 10
« Perorder: 2

If a customer creates an order and tries to apply this discount to three items, only
two items (the per order limit) are discounted. The third item is full price.

Viewing the number of redeemed discounts

The Campaign View shows the current number of redemptions for each discount.

Campaigns

handbag sale @
Q¥ Item discount
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Built-in discounts

Optimizely Commerce provides many common discounts out-of-the-box. This
topic explains the built-in discounts.

Item discounts

Cheapest items for free

Buy at least X eligible items, and get the cheapest Y items for free. For example,
on an order that has 5 electronic accessories, the cheapest one is free.

Cheapest Items For Free

Buy at least X items from catalog entries, get the cheapest Y for free.

Buy at least...
¥ thems

From these entries

You can add these content types

All

Drag and drop items here, or Browse

[JInclude subcategories

Get cheapest Y for free
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Example

Buy at least 10 eligible products, get the cheapest 3 for free. Assumes no redemp-
tion limits.

Sample order before discount

m Quantity Cost per product Line total

White shirt $5.00 $25.00
Blue shirt 3 $10.00 $30.00
Yellow shirt 3 $15.00 $45.00

Total cost of order = $100.00

After discount

Quantity Cost per product Line total

$10.00; 3 of 5

White shirt 5 $5.00 shirts are free
Blue shirt 3 $10.00 $30.00
Yellow shirt 3 $15.00 $45.00

Total cost of order = $85.00

The view has two sections:

o Buy at least X items.... Enter the number of items then the categories, products,
and so on from which customers may pick. See also: Selecting discount-eligible
items.

« Getthe cheapestY for free. Enter the number of items to which no charge will
be applied at checkout. Only this number of the cheapest items will be free.
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This discount supports multiples. That is, if a promotion is "buy at least 5 eligible
items, and get the most expensive 1 item for free", and a customer buys 10 items,
they get 2 free items. You can limit this factor by applying redemption limits.

Most expensive items for free

Buy at least X eligible items, and get the most expensive Y items for free. For
example, if an order includes 5 hardcover books, the most expensive one is free.

Most Expensive Items For Free

Buy at least X items from catalog entries, get the most expensive Y for free.
Buy at least...
X ihems

From these entries

You can add these content types
All

Drag and drop items here, or Browse

Include subcategories

Get most expensive Y for free

The view has two sections:

« Buy at least X items.... Enter the number of items then the categories, products,
and so on from which customers may pick. See also: Selecting discount-eligible
items.
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o Get most expensive Y for free. Enter the number of items to which no charge
will be applied at checkout. Only this number of the most expensive items will be
free.

This discount supports multiples. That is, if a promotion is "buy at least 5 eligible
items, and get the most expensive 1 item for free", and a customer buys 10 items,
they get 2 free items. You can limit this factor by applying redemption limits.

Buy products for fixed price

Buy a fixed number of items from selected categories for a set price. For
example, buy 3 men's shirts for £50.

The discount is applied only if the fixed price is less than the items' cost. For
example, you create a fixed price discount: Buy 2 from Top-Tunics for $250.

« Buyer A selects two Top-Tunics items: $150 each, $300 total. In this case, the
discount is applied, because the fixed price ($250) is less than the $300 total.

« Buyer B selects two Top-Tunics items: $100 each, $200 total. In this case, the
discount is not applied, because the fixed price ($250) exceeds the $200 total.

© Optimizely 2021



Marketing | 251

Buy Products for Fixed Price

Buy X items from catalog entries at a fixed price.
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The view has two sections:

« Buy at least X items.... Enter the number of items then the categories, products,
and so on from which customers may pick. See also: Selecting discount-eligible
items.

« Receive catalog entries at fixed price. For the above items, enter a fixed price
for each currency. If no amount is entered for a currency, no discount is available

forit.

Note: The list of currencies is determined by the cam-
paign's target market.

Buy products for discount from other selection
Buy a minimum amount from a group of items to get a discount on a second

group of items. For example, customers who purchase a winter coat get a
30% discount on scarves, gloves, and hats. There is no relationship between the

first set of items and the second.
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Buy Products for Discount from Other Selection

Buy at least X items from catalog entries and get related catalog entries at a discount.

You can add these content types
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The view has three sections:

« Buy at least X items.... Enter the number of items then the categories, products,
and so on from which customers may pick. See also: Selecting discount-eligible
items.

« Get... these entries. Select items to be discounted. This area has a context-
sensitive menu that includes Move up and Move Down options for each item. A
product's position has no effect on how discounts are processed.

You can add these content types
Category, Product, Variant/SKU, Package, Catalog

|I| Tops Today, 7:04 AM, by installer
Published Fashion Store SubLanding Node Content
a
|I| Bottoms Today, 7:04 AM, by installer =
Publishe Fashion Store SublLanding Node Content |

Published Fashion Store Landing Node Content

|I| Fashion Today, 7:04 AM, by installer + Move Up '

+ Move Down

« Atthe following discount. Choose how to calculate the discount.

o Percentage off. Enter the discount as a percentage of the items' cost.

o Amount off. Enter a discount amount for each eligible currency. The discount
is only available for currencies with amounts.

Note: The list of currencies is determined by the cam-
paign's target market.
Buy products for discount on all selections
Buy a minimum number of selected items and get a discount on all items. For

example, purchase 2 or more long-sleeved shirts and get a 15% discount on all
long-sleeved shirts. The discount can be an amount or a percentage.
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Buy Products for Discount on All Selections

Buy at least X items from catalog entries and get a discount on every selected items.

Buy at least...

X items

From these entries

You can add these content types
All

Drag and drop items here, or Browse...

Include subcategories

At the following discount

FY

(®) percentage off %

-

-
) Amount off

The view has these sections:

« Buy atleast X items.... Enter the minimum number of items then the categories,
products, and so on from which customers must pick. See also: Selecting dis-
count-eligible items.

This area has a context-sensitive menu with Move up and Move Down
options for each item. A product's position has no effect on how discounts are
processed.
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You can add these content types
Category, Product, Variant/SKU, Package, Catalog

|I| Tops Today, 7:04 AM, by installer
Publishe Fashion Store SublLanding Node Content

o
|I| Bottoms Today, 7:04 AM, by installer
Published Fashion Store SubLanding Node Content

|I| Fashion Today, 7:04 AM, by installer 1+ Move Up
Publishe Fashion Store Landing Mode Content ’
+ Move Down

« At the following discount. Choose how to calculate the discount.

o Percentage off. Enter the discount as a percentage of the items' cost.

o Amount off. Enter a discount amount for each eligible currency. The discount
is only available for currencies with amounts.

Note: The list of currencies is determined by the cam-
paign's target market.

Buy products for discount in same categories

When creating this discount, you select a category then a discount amount or per-
centage. The discount applies to all items in that category and its subcategories.

When calculating redemption limits, this discount counts each eligible item as 1.
For example, if the order redemption limit is 5, and a shopper purchases 10 items
in the selected category or subcategories, the discount only applies to 5 items.
This is different from the way that Optimizely Commerce typically handles
redemption limits, where item quantity does not affect them.

How Optimizely Commerce determines which items to discount explains what
happens if only some items are discounted because a redemption limit is
reached.
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Buy Products for Discount in Same Categories

Buy any items from category to get a discount on them.

Buy from

At the following discount

() percentage off * | eg

-

() Amount off

The view has these sections.

« Buy from. Select a category. All items in it and its subcategories are eligible
for the discount.

« At the following discount. Choose how to calculate the discount.

o Percentage off. Enter the discount as a percentage of the items' cost.

o Amount off. Enter a discount amount for each eligible currency. The dis-
count is only available for currencies with amounts.

Note: The list of currencies is determined by the cam-
paign's target market.

Spend for discounted selection

Spend a minimum amount to get a discount on selected items. For example,
spend at least €100 and get 10% off all belts. The discount can be an amount or a
percentage.

The second group of items is independent of the first group. You have total flex-
ibility in determining both groups.
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Spend for Discounted Selection

Spend X amount and receive a discount off items from selection.

CR—
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The view has three sections:

« Spend at least.... Enter a minimum order amount needed to qualify for the
shipping discount. This section displays all currencies for the campaign's tar-
get market. Enter a minimum qualifying amount for each eligible currency. If
no amount is entered, the discount is not available in that currency.

« Get... these entries. Select items to be discounted. This area has a context-
sensitive menu that includes Move up and Move Down options for each item.
A product's position has no effect on how discounts are processed.

You can add these content types
Category, Product, Variant/SKU, Package, Catalog

|I| Tops Today, 7:04 AM, by installer
Publishe Fashion Store SublLanding Node Content
o
|I| Bottoms Today, 7:04 AM, by installer _
Publishe Fashion Store SublLanding Node Content
|I| Fashion Today, 7:04 AM, by installer 1+ Move Up
Published Fashion Store Landing Mode Content ’
+ Move Down

o The Get these entries section also has a Limit number of discounted
items drop-down that lets you set a maximum number of discount-eligible
items, if desired. See also: How Optimizely Commerce determines which
items to discount.

« At the following discount. Choose how to calculate the discount.

o Percentage off. Enter the discount as a percentage of the items' cost.

o Amount off. Enter a discount amount for each eligible currency. The dis-
count is only available for currencies with amounts.

Note: The list of currencies is determined by the cam-
paign's target market.

Spend for free items

Spend a minimum amount on an order and get free items.
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Spend for Free ltems

Spend at least X amount and get all variants/skus as gift items.

Amount

Not set

Mot set

Nat set

Not set

Not set

Not set

Not set

Not set

Not set

You can add these content types
Variant/SKU, Package

Drag and drop items here, or Browse...

The view has two sections:
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« Spend at least.... Displays all currencies for the campaign's target market. Enter
a minimum qualifying amount for each eligible currency. If no amount is entered,
the discount is not available for that currency.

« Get free items. Select variants/SKUs or packages that are automatically added
to an order when the minimum amount is spent.

To give away the same product more than once, select it multiple times.
Order discounts

Spend for discount on order

Spend a minimum amount to get a discount on an entire order. For example,
spend at least €100 and get 10% off the order total.

Shipping and taxes excluded from the calculation of the order total. Also, if other
discounts are applied to an order before this discount which reduce the order total
below the minimum, this discount is not applied.

Note: With this discount, you typically set a redemption limit of
1 per order. See Applying redemption limits.

For example, you create the discount "Spend at least $1000
and get $100 discount off total order amount" but set no
redemption limits. If a customer purchases $2000 worth of
items, a discount of $200 is applied. To limit the discount to
$100, set a redemption limit of 1.
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Spend for Discount on Order

Spend at least X amount and receive a discount off total order value.

Amount

Mot set

Mot set

Mot set

Not set

Mot set

Mot set

Not set

Mot set

Mot set

The view has two sections:

« Spend at least.... Define a minimum order value for each currency for which you
want to provide a discount. If no amount is entered for a currency, no discount is
available for it.
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« Atthe following discount. Choose how to calculate the discount.

o Percentage off. Enter the discount as a percentage of the items' cost.

o Amount off. Enter a discount amount for each eligible currency. The discount
is only available for currencies with amounts.

Note: The list of currencies is determined by the cam-
paign's target market.

Examples
Spend at least $1000 and get $100 discount off total order amount.

« Customer buys a projector for $1000. There are no shipping costs or taxes. No
other discounts or coupons are applied. Customer gets $100 discount, so order
total is reduced to $900.

« Customer buys a tablet for $999. The order has a shipping cost of $20 and taxes
of $10. Customer does not get the $100 discount because the order total (exclud-
ing shipping and taxes) is less than the minimum.

o Customer buys a laptop for $1010. There are no shipping costs or taxes. The
order has a promotional code worth $50, which is applied before this discount.
Since the adjusted order total, $960, is less than the minimum, the customer
does not get the $100 discount.

Buy products and get discount on order
Buy a minimum number of products and reduce the cost of the order. You determ-

ine which products are eligible, and whether the discount is an amount or a per-
centage.
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Buy Products and Get Discount on Order

Buy at least X items from catalog entries and get discount on order value.

Buy at least...

X items

From these entries

You can add these content types
All

Drag and drop items here, or Browse...

include subcategories

Get the following discount

.

(®) Percentage off o

-

) Amount off

The view has two sections:

« Buy at least X items.... Enter the number of items then the categories, products,
and so on from which customers may pick. See also: Selecting discount-eligible
items.

« Get the following discount. Define the discount as an amount or a percentage

o If an amount, enter an amount for each currency for which you want to
provide a discount.

Note: The list of currencies is determined by the cam-
paign's target market.
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o If a percentage, it applies to all available currencies.
Shipping discounts

Spend for discount on shipping cost

Spend a minimum amount on an order and get discounted shipping costs. The
discount can be an amount or a percentage. Also, you choose which shipping
methods qualify.

Note: With this discount, you typically set a redemption limit of
1 per order. See Applying redemption limits.

For example, you create the discount "Spend at least $100
and get 25% off shipping cost" but set no redemption limits. If
a customer purchases $200 worth of items, he gets a 25% dis-
count for each $100, so a 50% discount. To limit the discount
to 25%, set a order redemption limit of 1.
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Spend for Discount on Shipping Cost

Spend at least X amount and receive a discount off selected shipping methods.

currency Amount

AUD Mot set

MNot set

MNot set

Mot set

NoOt set

MNOt set

Not set

Not set

MNot set
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The view has three sections:

« Spend at least.. Enter a minimum order amount needed to qualify for the ship-
ping discount. This section displays all currencies for the campaign's target mar-
ket. Enter a minimum qualifying amount for each eligible currency. If no amount
is entered, the discount is not available in that currency.

« Get selected shipping methods.... Select shipping method eligible for a dis-
count. This section displays all enabled shipping methods for a campaign's tar-
get market. Preceding each method is its market.

« Atthe following discount. Choose how to calculate the discount.

o Percentage off. Enter the discount as a percentage of the items' cost.

o Amount off. Enter a discount amount for each eligible currency. The discount
is only available for currencies with amounts.

Note: The list of currencies is determined by the cam-
paign's target market.

Buy products for discount on shipping cost

Buy a minimum number of items to get a reduction in shipping cost. For example,
buy at least 3 shirts and get 25% off shipping. You determine which shipping
methods are eligible, and whether the price reduction is an amount or a per-
centage.

Note: With this discount, you typically set a redemption limit of
1 per order. See Applying redemption limits.

For example, you create the discount "Buy at least three items
and get 25% off shipping cost" but set no redemption limits. If
a customer purchases six items, he gets a 25% discount for
each three items, so a 50% discount. To limit the discount to
25%, set a redemption limit of 1.
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Buy Products for Discount on Shipping Cost

Buy at least X items from categoriesfentries and receive a discount off selected shipping methods.

Drag and drop items here, or Browse...

The view has three sections:

« Buy atleast X items.... Enter the number of items then the categories, products,
and so on from which customers may pick. See also: Selecting discount-eligible
items.

. Get selected shipping methods.... Select shipping method eligible for a dis-
count. This section displays all enabled shipping methods for a campaign's tar-
get market. Preceding each method is its market.
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« Atthe following discount. Choose how to calculate the discount.

o Percentage off. Enter the discount as a percentage of the items' cost.

o Amount off. Enter a discount amount for each eligible currency. The discount
is only available for currencies with amounts.

Note: The list of currencies is determined by the cam-
paign's target market.

Buy products for free shipping

Buy a minimum number of items to get free shipping. For example, buy at least 3
ties and get free shipping. You determine which shipping methods are eligible.

Buy Products for Free Shipping

Buy at least X items from categories/entries and receive free shipping for selected shipping methods.

Buy at least...

X items

From these entries

You can add these content types
All

Drag and drop items here, or Browse...

Include subcategories

Get selected shipping methods...

[7] AUS : Express-AUD
[7] AUS : Fast-AUD

AUS : Regular-AUD

The view has two sections:
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« Buy at least X items.... Enter the number of items then the categories, products,
and so on from which customers may pick. See also: Selecting discount-eligible
items.

« Get selected shipping methods.... Select the shipping method that will be free
with this discount. This section displays all enabled shipping methods for a cam-
paign's target market. Preceding each method is its market.

Spend for free shipping

Spend a minimum amount of money to get free shipping. For example, spend
$100 and get free shipping. You determine which shipping methods are eligible.
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Spend for Free Shipping

Spend at least X amount and get free shipping for selected shipping methods.

Amount

Not set

Mot set

Not set

Not set

Not set

Not set

Not set

Not set

Not set

The view has two sections:

« Spend at least.... Enter a minimum order amount needed to qualify for free ship-
ping. This section displays all currencies for the campaign's target market. Enter
a minimum qualifying amount for each eligible currency. If no amount is entered,
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the discount is not available in that currency

« Get selected shipping methods.... Select the shipping method that will be free
with this discount. This section displays all enabled shipping methods for a cam-
paign's target market. Preceding each method is its market.

Prioritizing discounts

Marketers often run multiple campaigns and discounts in parallel, with possible
overlaps. The Discount Priority view lets you prioritize discounts, so you can
determine the sequence in which active ones are applied. The view displays dis-
counts in priority order (highest one at top), and includes all statuses (active,
inactive, scheduled, and expired).

-
| Close |
Discount Priorities
, Cardigans clearing Scheduled Christmas sales
© @@ Ttem discount Dec 19 - Dec 24 ST
5 Denims clear models Scheduled Christmas saled
~ @ Item discount Dec 19 - Dec 24 R 1 Move Up
. 4 Move Down
Sweaters associated Active . . _
3 @ Item discount Dec 1 - Dec 31 Ski accessorie ‘h

Adjusting discount priorities
From the Campaign view, click Discount Priorities and Exclusions in the top

right .

To prioritize discounts, use the context menu or drag and drop them within the
list. Click Save when done.

How prioritization works
« Only active discounts are applied.

« If multiple discounts apply to a product, the top active discount is applied first, fol-
lowed by lower ones.
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If two discounts are excluded from being applied simultaneously, the higher pri-
ority discount is applied and the lower one is ignored. See also: Discount exclu-
sions.

Examples

Assumption: Product's original cost is $100.

Example 1: Two discount percentages

o

o

o

o

o

o

First discount: percentage 20%

First discount amount: $20

Adjusted price: $80

Second discount: percentage 30% (of $80)
Second discount amount: $24

Final adjusted price: $56

Example 2: Two discount amounts

e}

e}

e}

e}

First discount: amount $20
Adjusted price: $80

Second discount: amount $30
Final adjusted price: $50

Example 3: One percentage, one amount

o

o

o

o

First discount: percentage 20%
Adjusted price: $80

Second discount: amount $30
Final adjusted price: $50

Example 4: One amount, one percentage

e}

e}

e}

First discount: amount $30
Adjusted price: $70

Second discount: percentage 20%
Second discount amount: $14
Final adjusted price: $56
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Discount exclusions

To any discount, you can apply exclusions: campaigns or discounts that cannot
be combined with the current discount. You can apply an exclusion to individual
discounts, all discounts in one more campaigns, or all other discounts.

For example, you are running a sale where automotive supplies are 20% off. Cus-
tomers should not be able to combine this discount with the Get cheapest item
free discount. To create this exclusion, follow these steps.

1. From Campaign view, click Discount Priorities and Exclusions in the top

right ( = ).

2. Select the discount to which you will apply exclusions. To continue the above
example, select automotive supplies 20% off.

3. Click Add + to the right of the Cannot be combined with... field.

o]

’

Discount Priorities and Exclusions

Move discounts up or down to change order. Select which exclusions apply for each discount.

Buy 3, get 20% off others Active . R
1 S5 2016 Cannot be combined with... +
Q@ Item discount Mar 23 - May 4 pring
N 'r"‘.v.e
, 10% off tops - fnacive Spring 2016
Mar 23 - May 4

Auto supplies 20% off Active . ) -
3 Spring 2016 Cannot be combined with... +

@ Item discount Mar 23 - May 4 pring
4 Get cheapest item free Select Excluded Campaigns or Discounts Cannot be combined with... | + |

@ Item discount

Q
20 an

= [ spring 2016
[ Buy 3, get 20% off others
O 10% off tops

EGet cheapest item free

CIaN | cancel

4. Select campaigns or discounts that cannot be combined with the one selected
in step 2. To continue the above example, select the Get cheapest item free
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discount.
5. Click Save then Close.

Additional notes about exclusions

« You can apply an unlimited number of exclusions to a discount.
» If you select a campaign, you exclude all of its discounts, both current and future.
« The Cannot combine with field

(¢]

After you select an exclusion, it appears in the Cannot combine with field for
reference and possible removal.

The Cannot combine with field displays campaigns first, followed by dis-
counts.

If you select All (the campaign root folder), only that tag appears in the Can-
not combine with field.

Similarly, if you exclude a discount then later exclude its parent campaign,
the discount's tag is removed from the Cannot combine with field. This is
because the parent campaign includes the child discount.

If more than two items are excluded, an ellipsis in the Cannot combine with
field indicates additional entries. To view all exclusions for that discount, click
Add or hover over the ellipsis.

, Spring sale / Buy 10 get 3 free ‘ ‘
Winter sale Spring sale / Buy 5 get 2 free o +

Exclude catalog items from a discount

This topic explains how to exclude catalogs, categories, or catalog entries from a
specific discount. For example, you want to exclude men's Puma sneakers from a
store-wide 25% off sale.

1. Select the campaign then the discount to which you want to apply the exclu-
sion.

2. Onthe Edit Discount view, scroll down to This discount does not apply to
these catalog items.

3. Choose one or more catalogs, categories, or catalog entries to exclude from
the discount.
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usD |

Get the following discount

E‘ Percentage off |:E| u

() Amount off

-
This discount does not apply to these catalog items

You can add these content types

Catalog, Category, Entry

No items
i N
Drag and drop items here, or Browse...

N, "

Redemption Limits

The number of times a discount can be redeemed. If limits are

increased during @ campaign period the previous redemptions will
be kept.

Total | | = |

Redeemed in total across all orders

-

Customer | | = |

Campaigns (Legacy)

Since the new Campaigns and Discounts system has been available since
September, 2016, this Legacy section is being retired. If you want to read the
Campaigns (Legacy) documentation, see version 18-5, or earlier, of the user guide.
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Reporting

You can collect various types of data from Optimizely Commerce, for example
order and subscription data for a desired time range. The output is available in the
Report view, or as files for export to be consumed by other applications.

Collecting report data

Data can be collected through scheduled jobs or through code using events, see
Optimizely World for technical details. Configuration of scheduled jobs is done from
the CMS Admin view.

Note: You need to be an administrator to configure the scheduled jobs
to run the data collection, contact your system administrator for assist-
ance.

Accessing report data

Select the Reports option in the top menu to access report data.

Purchase Order and Subscription reports

Running the Collect subscription data for reports scheduled job will generate data
for these reports. The data is made available as zipped CSV files, click on a file to
download it. The data can be exported into for example analytic tools for further
processing.
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Sales by day report

Running the Collect order data for reports scheduled job will generate data for this
report. The report shows daily order information as described in the following.

« Date: The order's creation date.

« Market, Currency: The order's market and currency. For each combination of
market and currency, the following data is provided for the displayed date.

o

o

o

Number of orders.

Number of items in those orders.

Subtotal (quantity x placed price - entry discount amount).
Tax amount for those orders.

Shipping amount for those orders.

Discount amount for those orders.

Total amount spent on those orders (Subtotal + Tax + Shipping Total - Dis-
counts).
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Administration

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You can configure and administer Optimizely Commerce through general settings
for the entire system, and specific settings for parts of the system, such as Cata-
log and Order management.

Note: Languages supported by Optimizely Commerce are
added from the Optimizely CMS admin and edit views, as
described in Managing website languages in the CMS Admin-
istrator User Guide.

You can do the following from the administration interface:

Add countries, currencies, and return reasons to the e-commerce system, which is
done through Dictionaries.

Track changes and monitor system activities through the log features.

Configure common settings such as default language, currency, and length and
weight units to be used by Optimizely Commerce.

Customize, create and publish business objects to extend the attributes of the Cus-
tomer Management system, and provide more flexibility for fields and attributes
displayed and collected.

Update the search index for the website to reflect changes to the product catalog.
Customize the left menu by adding your own menu items.

Define warehouses, tax categories, and meta-classes and meta-fields used by the
Catalog Management system.

Define payment gateways, shipping methods and providers, and configure taxes
used by the Order Management system.

Manage Commerce-specific scheduled jobs from the Optimizely CMS Admin
view, as described in Scheduled jobs.
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System settings

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You can set language, currency, units and metadata fields and classes, and
many other possible configurations by selecting Administration > System Set-
tings.

Administration ks |

:IE Administration
=] Systemn Settings
=‘=] Dictionaries

B Languages
B Countries
B Return Reasons
LH Currencies
=i Logs
B Systermn Log
B Application Log
Commaon Settings
Business Foundation
Warkflow
S5earch Index
Left Menu
#|_] Catalog System
# ] Order System

B B B @ &

Note: You add languages in Optimizely Commerce from the
Optimizely CMS administration and edit views, as described
in Managing website languages in the CMS Administrator
User Guide.
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Dictionaries

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Dictionaries and dictionary values enrich data when you work with currencies,
countries, customer organization, customer contact groups, return reasons, and cata-

log content.

Note: You add languages in Commerce from the Optimizely
CMS admin and edit views, as described in Managing website
languages in the CMS Administrator User Guide.

Adding a country to dictionaries

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A country helps to define a market.

1. Open Commerce Manager and go to Administration > System Settings > Dic-
tionaries > Countries.

Administration [

:IE Administration
=i System Settings
="l Dictionaries

B Languages

B Countries

B Return Reasons
2 Currencies
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2. Click New Country and fill in the following:

« Overview tab

Overview Regions

Country Name:

Code:
Sort Order:  [g
Visible: Yes @ No
| ok || cance |

o Country Name. Enter a name of the country.

o Code. Enter the country code, which you can get from the MSDN site
Table of Country/Region and State/Province Names and Codes [C++]
(use the ISO Short Code or ISO Long Code as long as you remain con-
sistent).

o Sort Order. Enter a number starting from 0 (the lower number is listed
at the top).

o Visible. Select Yes to make the country name visible on the public site;
otherwise No.

- Regions tab

Overview Regions
MNew Region Name CA
Regions:
Edit Comrmand Mame Crdering Wisible
| x cA 0 v
| oK || Cancel |

o New Region Name. Enter a name, such as CA, to identify a state,
province, or prefecture. Then click Add. You can also select whether
the region name is Visible on the public site.
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When you click Edit, you can change the Ordering of the region. Click
Update to save those changes.

Regions:

Edit Command  Mame Grdering Wisible

Update | Cancel CaA o

Adding a currency to dictionaries

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A currency helps to define a market and for catalog.

1. Open Commerce Manager and go to Administration > System Settings > Dic-
tionaries > Currencies.

Administration o 5}

:IE Administration
2] System Settings
=" Dictionaries
B Languages
B Countries
B Return Reasans
i Currencies

H[ ] Logs
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2. Click New Currency. The Currency Overview tab appears.

v

Crverview Rates

Currency Name:
Code:

Modified:

| Ok || Cancel |

« Overview tab
o Currency Name. Enter the name of the currency that shows on the pub-
lic site and various Commerce Manager administration pages.

o Code. Enter the currency code, which you can get from https://en.wiki-
pedia.org/wiki/ISO_4217#Active_codes.

« Ratestab

Overview Rates

Add Raqb

Edit Command  Currency Rate Rate Date Modified

| Ok || Cancel |

o Add Rate. Select to add a foreign exchange rate when you want to con-
vert from one currency to another. The Edit Currency Rate Inform-
ation dialog box appears.

Edit Currency Rate Information X

From Currency: Australian dollar (AUD)
To Currency: Canadian dollar |Z|

End Of Day Rate: 00000

Average Rate: 0.0000
Currency Rate Date:5,25,2010 ﬁ 11:25 AM
Modified: 5/25/2010 11:25:12 AM
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s From Currency. Displays the current currency.

m To Currency. Select the currency to which you want to convert from
the current currency.

= End of Date Rate. Enter the end-of-day rate.

m Average Rate. Enter the average rate.

m Currency Rate Date. Enter a currency rate date.
3. Click Save Changes.

Creating a return reason

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Return reasons add data about return in the order management process. The
built-in return reasons in Optimizely Commerce are Faulty, Incorrect Item, and
Unwanted Gift. You can add more return reasons.

Administration =

:l-_T Administration
=] Systemn Settings
=] Dictionaries
B Languages
B Countries
B Return Reasans ‘{E}l

L Currencies

1. Open Commerce Manager and go to Administration > System Settings > Dic-
tionaries > Return Reasons. The Return Reasons screen appears.

2. Click New Return Reason. The Return Reason Edit dialog box appears.

« Return Reason. Enter a name, such as Changed Mind.

« Sort Order. Enter a number. The lower the value, the higher the position
the return reason is on the list screen.

« Visible. Select Yes to enable to return reason; otherwise No.
3. Click OK. The new return reason appears on the list.
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Deleting a return reason

« Todelete anindividual return reason, click Delete.

To delete multiple return reasons at one time, select the check boxes next to the
return reason and select More Actions > Delete Selected. Click OK to confirm.

Logging

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Logs contains the system log and application log. These logs track the activities
within the Optimizely Commerce system specifically. This is useful when
troubleshooting, and to track events and changes in the system during a specific

time period.

Note: There is also a change log for tracking changes to con-
tent in the system. See Change Log in the Administrator User

Guide.

To access the logs, open Commerce Manager and go to Administration
> System Settings > Logs.
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This log tracks system-related activities within Optimizely Commerce.

O

’

‘Welcome ¥ Change Language About ™

Administration P

Filter Settings

:I_-E Administration
=2 System Settings
] Dictionaries
=3 Logs

‘ B System Log

E Application Log
@ Commaon Settings

@ Business Foundation
B Workflow

B Search Index

B Left Menu

# ] Catalog System

‘ ] Order System

Operation:
Object Created 57222012 G
Type: Before 11-45 AM Apply Filter
o
!F:\E)(por[ Log |#l More Actions ™
D Operation Object Key Object Type User Name Created Nates
[[] roem login.aspx Commerce Manager admin Today, 11:14 AM
[F] rocm login.aspx Commerce Manager admin Today, 10:18 AM
Front en
7] erroOR HandleException Mediachase.Cms.CmsHttpModule ;a’t“d“' 418 yodiach
has exp
Backenc
[[] ERROR  HandleAdminExceptior Mediachase.Crms.CmsHttpMadule admin Yesterday. 3124 iach
key was
[ rocmn login.aspx Commerce Manager admin ;;’t”da"' 2:04

« Filter the logs by Operation, Object Type, or the Created Before date and
time and click Apply Filter.

« Click Export Log to move the content of your filtered records to a csv file.
« Select More Actions > Delete Selected or Delete All to remove log items.

Application log

This log tracks changes made in the Catalog management system. For example,
when you add a SKU to a catalog, it gets logged.

O

’

Welcome ™ Change Language About™

Administration el

Filter Settings

3 E Administration
=3 System Settings

@ (] Dictionaries

=23 Logs
B System Log

Source Type

Object Type

B Application Log

B Commaon Settings
B Business Foundation
B Workflow

B Search Index

o |eft Menu

H [ Catalog System

H ] Order System

Operation Created Before: 5,22/2012 :ﬁ 11:46 AM Apply Filter
=
:FjExportLog ] More Actions ™
D Source Operation Object Key Object Type User Name Created
- 5/14/201
[F] catalog Modified 2762 entry admin 2:31:04
_ 5/14/201
[ catalog Modified 2789 entry admin Si31:04
. 5/14/201
[[] catslog Modified 2769 entry admin 2131102
4/26/201
[[] catalog Modified 2781 entry admin Si5ais2
. 4/26/201
[F] catalog Modified 2781 entry admin 5:54:52
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« Filter the logs by Source Type, Operation, Object Type, or the Created
Before date and time and click Apply Filter.

« Click Export Log to move the content of your filtered records to a csv file.
« Select More Actions > Delete Selected or Delete All to remove log items.

Common settings

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Open Commerce Manager and go to Administration > System Settings > Com-
mon Settings to select your default language, currency, length unit, and weight
unit.

Administration .:}'

:IE Administration
=1l System Settings
H[_] Dictionaries
H ] Logs
B Common Settings
Business Foundation '{b
Workflow
S5earch Index
Left Menu
+_] Catalog System
H ] Order System

B B BB &

You have the following options:

« Language. Select from the available languages as defined in the language set-
tings. See also: Multi-language management.

« Currency. Select from the available currencies as defined in the currency
settings.

« Length units. Select Centimeters or Inches. Length settings are used for cal-
culating shipping costs.
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« Weight units. Select Kilograms or Pounds. Weight settings are used for cal-
culating shipping costs.

Overview

Default Language

English v
Language that will be selected by default in drowdowns, etc

Default Currency Us dollar v

Currency that will be used is cases where currency is nesded but not specified

Default Length Unit: Centimeters v

Dafault unit of langeh

Default Weight Unit Pounds ~

Default unit of weight

| QK || Cancel |

Business foundation

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Business Foundation extends the attributes of the Customer and Asset Man-
agement systems to give you more flexibility with the displayed and collected
fields and attributes. Business Foundation works with the metadata engine to
allow no-code customization of the data mode with which you can define new
objects and relations between these for the Customer Management system.

o

’

Welcome ™ Change Language About™

© CetHelp For This Page =

Siminictration & [createNew= | [ZExport/import =
=) -i Administration
Z{3 System Settings Shewz | Al he
# () Dictionaries System Name Friendly Name Plural Name Type
40 Logs §3$ Address Address Addresses Infa
= Gommon Setrngs ¢ Contact Contact Contact Info
o Business Foundation &3 CreditCard Credit Card Credit Cards Infa
B Workflow % Customizationltem Customization Item Customization Item Infa
® Search Index &% CustomizationitamArgument Customization ltem Argument Customization Item Arguments Info
B Left Menu 2 CustomPage Custam Page Custom Pages Infa
EIP B 2 e 4 Folder Falder Folder Info
SR S ST 4 FolderElement Faolder Element Folder Element Infa
“ig CiftCard Gift Card Cift Cards Info = W
3 ImageFolderElement ImageFolderElement ImageFolderElement Card
33 Organization Organization Organization Info
§) PdfFolderElement PdfFolderElement PdfFolderElement Card
L{gRe:entReferencEHlstury User Recent Reference User Recent References Info
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You can define the layout of customizable forms and specify the fields you want to
display. You can also work with system fields. For example, you can set a stand-
ard height and width for an image that is uploaded to the Asset Management sys-
tem, or create a Gift Card field in the Customer Management system to track how
much money a customer has on a gift card.

Note: Business Foundation only supports the Customer and
Asset Management subsystems. The Asset Management sub-
system in Commerce Manager was replaced by the Optim-
izely Asset system.

Creating a business object

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A business object extends customer and asset forms to track and relate types of
data. You can create a new business object to support customized business scen-
arios. The following example shows how to create a Contract business object.

Creating a contract business object

Do the following to add a contract business object:

1. Open Commerce Manager and go to Administration > System Settings
> Business Foundation. The Business Foundation Configuration page
appears.

2. Click Create New and click New Business Object. The New Business
Object dialog box appears.
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wt T @ Cet Help For This Page =
Mew Business Object a Back To List
Base Info Field Info
System Name: Contract System Name: Contract
: " - P
Friendly Name: Contract Name @ Friendly Name: Contract Mame ﬁ

Plural Name: Contract @ Maximum Length: 100

|:| Supports Extensions

" Sawve | | # Cancel

Base Info

. System Name. Enter the name of the business object, after which the
Friendly Name and Plural Name fields are automatically populated.

. Friendly Name. Alternative to the System Name.

« Plural Name. Plural version of the system or friendly name, such as invent-
ories.

« Supports Extensions. Select the check box to extend an existing meta-
class with extra properties. For example, you can extend a download class
with imagedownload, which contains extra parameters such as height and
width.

Field Info

. System Name. Enter a system name.
« Friendly Name. Enter an easy-to-understand name.

« Maximum Length. Enter the maximum number of characters allowed in
this field.

3. Click Save. The details of your newly created business object appear.

Business Object Customization ’if_EI Mew Field Edit gﬂJJ Publish ﬂ Back To List
System Name: “I4 Contract Friendly Name: Contract Name
Type: Business Object (Public) Plural Name: Contract
| Fields || 1:N Relations || M:1 Relations || M:M Relations || Farms || Systermn Views
System Name Friendly Name Type
&¥ Contract Contract Name Text
4" Contractld Id Cuid
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Customizing a business object

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A good starting point to model business objects for your needs is to customizing
an existing business object. Optimizely Commerce includes a number of busi-

ness objects that you can edit and customize.

Editing an existing business object

You can edit and delete many, but not all, default business objects and related

fields. For example, you can edit but cannot delete the Address and Organ-

ization business objects. Business objects that you can edit and delete have an
Edit and Delete icon next to them.

© Cet Help For This Page ‘F

D Create New »

Show: Business Object
System Name

ggAcIclress

-ngContact

4% CreditCard

4% Customizationltem

ggCustomizationltemArgument

;gCustDmPage

i} Folder

4% FolderElement

“tf GiftCard

“I% MyCard

“I4 NewCard

ﬁOrganization

jg RecentReferenceHistory

i/jExportﬂmportv

-
Friendly Name

Address

Contact

Credit Card

Customization ltem
Customization [tem Argument
Custom Page

Folder

Folder Element

Gift Card

MyCard

MewCard

Organization

User Recent Reference

Plural Name
Addresses

Caontact

Credit Cards
Customization ltem
Customization [tem Arguments
Custom Pages
Folder

Folder Element

Gift Cards

MyCard

NewCards
Crganization

User Recent References

Type
Info
Info
Info
Info
Info
Info
Info
Info
Info
Info
Info
Info

Info

Editing an existing field of a business object

You can edit or delete fields that have an Edit and Delete icon next to them.
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2" CreditCardNumber Card Number Text
W CustomerServicePhaneNumber Custamer Service Phone Number Text ;—ﬁ@
_— _— |
av ExpirationMonth Expiration Month Integer

av ExpirationYear Expiration Year Integer

You cannot edit locked fields such as Field Name and Field Type (which are
grayed out) in the following image.

Edit Field

ﬂ Back

Business Object:
Field Name:
Friendly Name:

Description:

Credit Card

Customer Service Phone Number

Phone # found on back of card

Field Type:
Format:

P
ﬁ Maximum Length:

String
Text

" Save L\&J | # Cancel

Update the fields that are unlocked and click Save to save the changes to the
business object.

Adding fields to a business object

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You can customize existing Business Foundation objects to have additional data
entry fields. For example, you can add fields to the built-in Commerce Manager
New Credit Card form.

Do the following to add fields to an existing business object:

1. Click Administration, expand System Settings, and click Business Found-
ation to access the list of objects. This example uses the CreditCard business
object.
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(7] Cet Help For This Page %

Show: All
System Name
&4 Address
&4 Contact
% CreditCard
&% Customizationltem
ﬁgCustomizationltemArgument
&% CustomPage
&4 Folder
¢ FolderElement
¥4 GiftCard
5 ImageFolderElement
&4 Organization
4l PdfFolderElement

ngecentReferenceHistor',r

D Create Mew » :ﬁ Export/Impart

-
Friendly Name

Address

Contact

Credit Card

Customization ltem
Customization ltem Argument
Custom Page

Folder

FolderElement

Cift Card

ImageFolderElement
Crganization
PdfFolderElement

User Recent Reference

Plural Name
Address

Contact

CreditCard
Customization ltems
Customization ltem Arguments
Custom Pages
Folder
FolderElement

Cift Cards
ImageFolderElement
Organization
PdfFolderElement

User Recent References

Type
Info
Info
Infa
Info
Info
Info
Info
Info
Info = X
Card
Info
Card

Info

add a new field to the business object.
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Business Object Customization

= New field | &/ Edit | 23 Publish | [£J Back To List

Friendly Name: w

jv Address
¢ Addressld
.Lj‘v CardType

Contact

o

¢ Contactld

';‘:av Created

ﬁ" Creatorld

ﬁ" CreditCardld
.Lj‘V CreditCardMumber
.Lj‘v ExpirationMonth
._j,v ExpirationYear
';‘:av LastFourDigits
._j‘\l Modified

4" Modifierld

:J:V Organization

e | Organizationld

.;j,v SecurityCode

Systern Name: _%3 CreditCard Credit Card
Type: Business Object Plural Name: CreditCard
| Fields || 1:N Relations || M:1 Relations || N:N Relations || Forms || System Views |

System MName Friendly Mame Type

Address
Address

Type

Contact
Contact
Created
Creator

Id

Card Number
Expiration Month
Expiration Year
Last Four Digits
Modified
Modifier
Organization
Organization

Security Code

Text (ReferencedField)
Reference
CreditCardType

Text (ReferencedField)
Reference

DateTime

Cuid

Guid

Text

Integer

Integer

Text

DateTime

Guid

Text (ReferencedField)
Reference

Text

for the business object.

3. Fill out the New Field form to specify the type of data field you want created

MNew Field

Back

Business Object: Credit Card
Field Name:
Friendly Name:

Description:

[¥] Atlow Nulls

Edit Form
View Form
Short Info Form

Add Field To:

CustomerServicePhoneNumber

CustomerServicePhoneNumber

Field Type: String

Format: Text

Maximum Length: 100

DUnique value

[=]
[]

| " Save | |

¥ Cancel
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Business Object. Automatically populated with the business object name.

Field Name. Enter the system ID or name of the field. This name auto-
matically populated the Friendly Name field.

Friendly Name. Automatically populated using the Field name of the busi-
ness object. You can change it, but must be unique from an existing field
name (special characters and spaces are permitted).

Description. Optionally enter text that appears below the data entry field.

Allow Nulls. Select the box to make this an optional field that the user fills
in while editing a form. Deselect the box to make it a required field.

Add Field to. Select the Forms you want the field to render in, such as the
Edit Form (to enter and submit information) or View Form (read inform-
ation only).

Field Type. Select a field type from the drop-down list, such as integer,
URL or date.

Format. Select a format. The drop-down list options depend on your Field
Type selection.

Maximum Length. The value depends on the Field Type selection.
Unique value. Leave unselected.

4. Click Save. The new field appears on the list of fields.

4" CreditCardld Id Cuid

4¥ CreditCardNumber Card Number Text

¥ Customer5ervicePhoneNumber Customer Service Phone Number Text x

av ExpirationManth I}' Expiration Maonth Integer
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5. To verify the new field, check the form associated with that new field.

New Credit Card *

— Owerview
Type: Visa Elﬁl
Last Four Digits: Expiration Month: [Novalue] [+]
Card Number: Expiration Year: [Novalue] [+]

Security Code:

Customer Service
Phone Number:

v OK | | A Cancel

Customizing a form

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

This section describes how to customize and adapt a form for your Optimizely
Commerce users.

Forms dictate how fields appear to the Optimizely Commerce user when viewing
and editing information in the system. Every field is associated with a form, and
each business object is associated with one or more types of forms. Common
types of forms are Edit Forms, Short Info Forms, and View Forms.
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New Credit Card *
— Owverview 5
Type: Visa El [
Last Four Digits: Expiration Month: [ Mo wvalue ] (]
Card Number: Expiration Year: [ No wvalue ] =

Security Code:

Customer Service
Phone Number:

| E Ok | | Cancel

Editing a form

1. Select a Business Object and then click the Forms tab to see the list of asso-
ciated forms.

Busi Object C izati = New Field | &= Edit | 23 Publish | [£] Back To List
System Name: 33 CreditCard Friendly Name: Credit Card
Type: Business Object Plural Name: CreditCard
Fields || 1:M Relations || MN:1 Relations || MN:N Relations || Forms || System Views
Name
Edit Form
Short Info Form
View Form
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2. Click Edit next to the form you want. The form customization window appears.

(o]

-
Common Tasks *f5 Recreate Form [#rEdit Form n Save w

Table: Credit Card Form: Edit Form

add v | 4 & & = =Hedt | ¥ Remove ‘

E Type
E Last Four Digits: Expiration Month

|| Card Number: Expiration Year:

E Security Code:

. | Customer Service
. | Phone Number:
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Editing a form's layout

1. Click Edit Form.

Common Tasks i: Recreate Form | | rEdit Form Hsave -
'
I7- ~Wi = X
Table- Credit Card & eCommerceFramework - Windows Intern... I

add ~ + 3 & = | =8 |§, http://ecf.episerver.com/Apps/MetaDataBase/Meta UI-'PagEE_-| |
=

Edit Form

You can edit form.
Type
Last Four Digits: Table: Credit Card
Card Number:

Form: Edit Form
Security Code:
Customer Service View Type:
Phone Number:

_________________________________ @ Twa Columns (1:1)

) Two Columns (1:2)

) Two Columns (2:1)

) Three Columns (1:1:1) |°

Cell Padding: 5

Save Cancel

@ Internet | Protected Mode: On f3 v H10% v

a. Selecta View Type (layout of the form).

o Two Columns (1:1)
o Two Columns (1:2)
o Two Columns (2:1)
o Three Column (1:1:1)
b. Enterin a pixel value for the Cell Padding (spaces between each cell).
2. Click Save.
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A section separates groups of fields on a form with its own header and border.

After you set the layout, you ca

1. Select Add > Add Section t

Common Tasks

Table: Credit Card

n add sections and fields.

o add a new section.

‘i=Receate Forrﬁ1 [Edit Form Hsave -

'_r,é eCommerceFramework - Windows Intern... /=2

adv|| ¢ § & @ | @Edt| KRemo
5| Add Section |

| £ | http://ecf.episerver.com/Apps/MetaDataBase/MetaUl/Pages/ | |

Add Section

@ AddField

i

Last Four Digits:
Card Number:
Security Code:

Customer Service
Phone Number:

Add a new section to the form.

Title- Credit Card 2|

5how border line for this section.

5how the name of this section on the form.

View Type:

@ One Column

« Title. Enter the name of

« Show border line for thi
der around section.

) Two Columns (1:1)
Two Caolumns (1:2)

©) Two Columns (2:1)

Cell Padding: 5

Save Cancel

0 Internet | Protected Mode: On v HI00% -

I ————————

the section to display on the form (if enabled).
s section. Select the check box to show the bor-

« Show the name of this section on the form. Select the check box to show
the Title of the section on the form.
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« View Type. Choose one.

o One Column
o Two Columns (1:1)
o Two Columns (1:2)
o Two Columns (2:1)
« Cell Padding. Enter the number of pixels for Cell Padding to determine
the amount of space between each cell in the section.

2. Click Save.

Editing a section

You can edit a section by selecting a section and click Edit.

Common Tasks ‘5 Recreate Form FpEdit Form Hsave ~

Table: Credit Card Form: Edit Form

Add~ | 4 &4 & = | =Pt | ¥ Remove |
)

— Owverview

Type:
Last Four Digits: Expiration Month:
Card Number; Expiration Year:

Security Code:

Custamer Service
Phone Number:

~— Credit Card 2
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Adding a field to a section

1. Highlight a section and click Add > Add Field.

yeol
Common Tasks 5 Recreate Form [érEdit Form Hsave -
Table: Credit Card Form: Edit Form

|Add'| 4+ 4+ &= | Fedt | ¥ Remove |
AddSection |

| % Add Field @}[

Last Four Digits: Expiration Month:

Card Number: Expiration Year:
Security Code:

Customer Service
Phone Number:

‘| — Credit card 2

Last Four Digits:

R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R e e R T T S T T T T S S S S S SIS S S S S SS S sSs o]

B e L EEEEEE e
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2. Select an existing associated field in the drop-down list.

Common Tasks ‘= Recreate Form [FepEdit Form Hsave ~
’ 4
Table: Credit Card & eCommerceFramework - Windows Intern... [ — -S__"hj

Add v 4+ &# & = | FEdt | ¥ Rem |g ht‘tp:-"-'ecf.episerver.com-’:lpps-’lﬂEtaDataBaEE-'I'»1etaUI-Pages-| |

— Owverview Add Field
Add a new form item to the form.
Type:
Last Four Digits: Field: Organization -

Card Number: [T Field Is Read Only

Security Code:

Customer Service iEem label showing on the form.
Phone Number: () Hide Label

1 @ System Label -
~— Credit Card 2

©) Custom Label

= Label Width: 120 px 3

Tab Index: 0

VYiew Type:

@ One Column |

) Two Column |

Rows: 1 -
Save Cancel
9 Internet | Protected Mode: On 3 v '-"i‘{ 100% -

R ———————————————

. Field is Read Only. Select the check box to make the field unavailable for
editing. The field is grayed out on the rendered form.

« Item label showing on the form.

o Hide Label. No label appears next to the text box.
o System Label. Shows the system name next text box.
o Custom Label. Enter a custom label.

« Label Width. Enter a number. (Default is 120px.)

« Tab Index. Enter an index for the tab.
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« View Type. Select One Column or Two Column. In the Rows drop-down
list, select the number of text box rows, up to 3.

3. Click Save.
Editing a field

To edit a field, select and highlight the field and click Edit to change your previous
settings.

Commen Tasks ‘5| Recreate Form F&pEdit Form Hsave ~

Table: Credit Card Form: Edit Form

Add * 4 4+ & = @_-‘- < Remaove |

— Owverview

Type:
Last Four Digits: Expiration Month:
Card Number: Expiration Year:

Security Code:

Customer Service
Phone Number:

~— Credit Card 2

Organization:

Re-arranging fields

You can rearrange fields on a form using the arrow controls on menu bar. High-
light the field and then click the directional arrow you want the field to move to. In
the following example, the Security Code field is moved to the right by clicking
the right directional arrow. Fields are moved from cell to cell within a section.
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Common Tasks 5 Recreate Form [érEdit Form Hsave -

Table: Credit Card Form: Edit Form

Add> | 4 4 & = | ZEdt | ¥ Remove |

Type:
Last Four Digits: Expiration Month:
Card Number; Expiration Year;

Customer Service
Phone Number:

~— Credit Card 2

E( Security Codg;
E Organization:

Common Tasks y[:E Recreate Form | #&fEdit Form n Save ¥
Table: Credit Card Form: Edit Form

—
addv | f 4 = EFEdit | 3 Remove |

Type:
Last Four Digits: Expiration Month:
Card Number: Expiration Year:

Customer Service
Fhone Number:

~— Credit Card 2

Organization:

i Security Code:
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Deleting a section or field

1. Highlight a section or field.
2. Click Remove. Click OK to confirm.

Common Tasks ‘5 Recreate Form pEdit Form Hsave ~
Table: Credit Card Form: Edit Farm
adv | ¢ J @ = | @fEdt|[X Remﬁve |
— Owverview
Type:
Last Four Digits: Expiration Month:
Card Number: Expiration Year:

Security Code:

Customer Service
Phone Number:

~— Credit Card 2

Organization:

Recreating a form

You can recreating a form with a single field rather than customize a form with all
fields already in place.

1. Click Recreate Form on the upper right corner of the window. A confirmation
dialog box appears.
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Common Tasks = Recreate Form [#Edit Form Hsave ~

Table: Credit Card Form: Edit Form

Add v | f &+ <= = | =/Edit | X Remove |

— Owverview
Type:
Last Four Digits: Expiration Month:
Card Number: Expiration Year:
Security Code:
Customer Service
Phone Number:

2. Click OK to recreate the form. After you confirm, the fields clear from the form
except for the required field.

Common Tasks ‘=5 Recreate Form #Edit Form Hsave ~
Table: Credit Card Form: Edit Form

Add~ | f 4 <= = | ElEdit | ¥ Remove |

Credit Card
Card Number: ‘
( [,

Relating business objects

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Business objects must be related to other business objects to connect, track and
record relevant data.
You can have the following relationship types:

« 1-to-Many Relationship. Associate (or relate) one object with multiple object-
related data. For example, you can associate one organization with multiple
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contacts.
« Many-to-1 Relationship. Associate multiple object-related data with a single
object. For example, you can relate multiple contacts to a single organization.

« Many-to-Many Relationship. Associate multiple object-related data with multiple
objects. For example, you can associate different SKU (Stock Keeping Unit) with
a number of warehouses for tracking and storage.

Adding a one-to-many relationship

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You can relate business objects with a one-to-many (1:N) relationships. For
example, if you have one organization, you can relate many types of data to that
organization, such as multiple contacts, addresses, or organizational units or divi-
sions within an organization. Within a 1:N relationship, the business object you
selected will be 1.

In the following example, 1 = Organization and N = Related Objects such as
Address, Contact, CreditCard and so on.

To add a one-to-many relationship to a business object, you need to create a new
business object or use an existing one.

1. On the Business Object Customization page, click 1:N Relations.

& cet Help For This Page

Business Object Customization y[:El New Field Edit gﬂJJ Publish ﬂ Back To List
Systermn Mame: g CreditCard Friendly Name: Credit Card
Type: Business Object Plural Name: CreditCard
| Fields || 1:N Relatior'lq.L || N:1 Relations || N:N Relations || Forms || System Views
System Name 4 Friendly Name T
;f Address Address Text (ReferencedField)
4 Addressld Address Reference
¥ CardType Type CreditCardType
3; Contact Contact Text (ReferencedField)
g Contactld Contact Reference
5" Created Created DateTime
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2. Click New Relation "one to many" to create a new relation.

Busi Object Cust izati E Mew Field | Edit | E:ﬂJJ Publish | Back To List
System Name: 33 Organization Friendly Name: Organization

Type: Business Object Plural Name: Organization
| Fields || 1:N il || MN:1 Relations || MN:M Relations || Forms || System Views

E Mew R@tion “one to many”|

Name Primary Object Related Object
3 Address Organization Address =
iz Contact Organization Contact =
G CreditCard Organization Credit Card
[ Organization Organization Organization =
3. Fillin the Relation 1:N dialog box.
Relation 1:N
~— General Info
Primary Object: Organization
Related Object: Address [=]
— Object "Address”
Field Name: Crganization
Friendly Name: Crganization
Allow Nulls
Add Field To: Edit Form
View Form
Short Info Farm
— Object "Organization”
Display Region: [ Not Set ] E|
| " Save | | ¥ Cancel |

« Primary Object. Automatically set to Organization.

« Related Object. Select the drop-down item to relate the Organization
object.
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. Field Name. Automatically populated using the system name of the busi-
ness object, but must be unique from an existing field name. Use only let-
ters, numbers and underscores (_); no spaces or special characters.

. Friendly Name. Automatically populated using the system name of the
business object. You can change it, but must be unique from an existing
field name (special characters and spaces are permitted).

« Allow Nulls. Select the box to make this an optional field that the user fills
in while editing a form. Deselect the box to make it a required field.

« Add Field To. Select the Forms you want the field to render in, such as the
Edit Form (to enter and submit information) or View Form (read inform-
ation only).

- Display Region. Select a region in the drop-down list. Additional options,
such as Display Text and Display Order, appear based on your drop-
down list selection.

4. Click Save.

Note: The Related Object has the Primary Object appear
under the opposite relationship (N:1) on its configuration form.
For example, if Organization is the Primary Object and the
Related Object is Address, the relationship is automatically
generated under the N:1 Relations tab in Address.

) Get Help For This Page =4

Object C izati =] New Field Edit | 22y Publish | [£] Back To List

System Name: ﬂ’g Address Friendly Name:- Address

Type: Business Object Plural Name: Address

| Fields || 1:N Relations || N:1 Relations H N:N Relations H Forms || System Views

yE New Relation “one to many”|

Gk Contact Address Contact =
gk Contact Address Contact =

- CreditCard Address Credit Card =
= =

Adding a many-to-one relationship

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.
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You can relate business objects with a many-to-one (N:1) relationship. For
example, you can relate multiple contacts to a single organization or unit.

In the following example, N = Organization and 1 = Related Objects such as Par-
entld, PrimaryContactld and so on.

1.

To create many-to-one relationships, select a business object and click the

N:1 Relations tab.

@ Get Help For This Page -

Business Object C

2 New Field | &= Edit | 23 Publish | [£] Back To List

Systemn Name:

Type: Business Object

4% Organization

Friendly Name:

Plural Name:

|Field5 || 1:M Relations || MN:1 Relations || M:M Relations || Forms || System Views

Organization

Crganization

System Name
4" BusinessCategory

5" Created

4" Creatorld

Friendly Name
Business Category
Created

Creator

Type
BusinessCategory
DateTime

Cuid

2. Click New Relation "Many to one" to create a new relationship.

Business Object Customization

2 New Field | &= Edit | 2 Publish | [£] Back To List

Systemn Name:

4% Organization

Friendly Name:

Organization

&3 Parentld

=] PrimaryContactld

Organization

Primary Contact Contact

Type: Business Object Plural Name: Organization
| Fields || 1:M Relations || N:1 || MN:M Relations || Forms || System Views
E Mew Relatjon "many to one”
Systerm Name Primary Object Related Object {b

COrganization =

COrganization =

3. Fillin the Relation N:1 dialog box. (The Relation N:1 form is very similar to
the Relation 1:N form, except you can select the Primary Object from the
drop-down list, whereas the Related Object defaults to the name of the Busi-

ness Object.)
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Relation N:1

— General Info

Primary Object:

Related Object:

Address [=]

Organization

~— Object "Organization™
Field Name:

Friendly Name:

Add Field To:

Address

Address

[¥] allow Nulls

Edit Farm

View Form

Short Info Farm

System View (All organizations)

— Object "Address”

Display Region:

[ Mot Set ] El

" Save | | # Cancel |

Primary Object. Select the drop-down item to relate an the Organization

object.

Related Object. Automatically set to Organization.

Field Name. Automatically populated using the system name of the busi-
ness object, but must be unique from an existing field name. Use only let-
ters, numbers and underscores (_); no spaces or special characters.

Friendly Name. Automatically populated using the system name of the
business object. You can change it, but must be unique from an existing
field name (special characters and spaces are permitted).

Allow Nulls. Select the box to make this an optional field that the user fills
in while editing a form. Deselect the box to make it a required field.

Add Field To. Select the Forms you want the field to render in, such as the
Edit Form (to enter and submit information) or View Form (read inform-

ation only).
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. Display Region. Select a region in the drop-down list. Additional options,
such as Display Text and Display Order, appear based on your drop-
down list selection.

4. Click Save.

Note: Like an 1:N relationship, if you create a N:1 relationship
with a Primary and Related Object, a 1:N relationship is auto-
matically generated for the Primary Object on the 1:N Rela-
tions tab.

Adding a many-to-many relationship

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You can create a many-to-many (N:N) relationship with business objects. For
example, a many-to-many relationship helps to track many SKUs and their invent-
ory levels with many warehouse locations, or multiple contacts a part of multiple
organizations. A many-to-many relationship between two objects is also called a
bridge.

In the example both Organization and Organization_Contact = N.

1. To create a many-to-many relationship, select a business object and then
click the N:N Relations tab.

M @ Get Help For This Page %

Busi Object C izati = New Field Edit gﬂJJ Publish a Back To List
System Name: 35 Organization Friendly Name: Organization
Type: Business Object Plural Name: Organization
| Fields || 1:MN Relations || MN:1 Relations || MN:N Relationsnh” Forms || System Views
System Name Frie 11 ¥ Name T
4" BusinessCategory Business Category BusinessCategory
2" Created Created DateTime
2¥ Creatorld Creator Cuid
2" Description Description LongText
4" Modified Maodified DateTime
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2. Click New Relation "many to many" to create a new N:N relationship.

Busi Object C izati 5 New Field Edit | 23l Publish Back To List
System Name: 33 Organization Friendly Name: Organization
Type: Business Object Plural Name: Organization
Fields || 1:M Relations || MN:1 Relations || N:N R il || Forms || System Views
E MNew Relation “many to many”|
I

3. Fillin the Relation N:N dialog box.

Relation N:N

General Info

Current Object: SKUs

Related Object: SkU_Warehouse E|
Relation Name: SkUs_Warehouse

Friendly Name: SkUsSKUs Warehouses

Current Object (SKUs)

Display Region: Information E|
Display Text: Skl=s Warehouses
Display Order: 10000

Related Object (SKU_Warehouse)

Display Region: Information E|
Display Text: SKUs
Display Order: 10000

| +" Save | | » Cancel |

« Current Object. Defaults to the name of the Business Object you are edit-
ing.
- Related Object. Select an object from the drop-down list.

« Relation Name. Automatically populated by Current Object Name_Related
Object Name. You can change it, but it must be unique and you can use
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only letters, numbers, and underscores (_); no spaces or special char-
acters.

. Friendly Name. Enter a unique name (special characters and spaces are
permitted).

. Display Region. Select a region where the field appears for the Current
Object (SKU) and the Related Object (SKU_Warehouse) from the drop-
down list.

. Display Text. Enter the text associated with the objects.
. Display Order. Enter the number associated with the objects.
4. Click Save.

Note: A many-to-many relationship is automatically generated
for the related object when you click its N:N tab on its con-
figuration form.

Publishing business objects

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

When you publish a business object, you can do the following actions.

« Publish objects as a node in the left navigation in Commerce Manager.
« Add functionality to a specific system without modifying code.

« Set access permissions for the business object, controlling which user groups
have access to use it.

See also: Customizing the left menu.
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1. Click Publish on the Business Object Customization page.

-

6 et Help For This Page A?

Business Object Customization ;i‘:_El Mew Field Edit gﬂJJ Publijﬂ“ a Back To List
System Name: “1% Contract Friendly Name: Contract N}Fﬁle
Type: Business Object (Public) Plural Name: Contract
| Fields || 1:M Relations || M:1 Relations || M:M Relations || Farms || System Views
System Name Friendly Name Type
&¥ Contract Contract Mame Text
&¥ Contractld Id Guid
3\4 Organization Organization Text (ReferencedField)
<3 Organizationld Organization Reference = '}(

2. You can set permissions by customizing Access Permissions. This string is
auto-generated. To change it, you can copy and paste string values from
other objects.

@5} Dashboard 0 Display Region: <= nothing is selected =
i‘ﬁ Customer Management 40
&= Catalog Management 50 Display Text: Caontract
@ g% Order Management 80 Display Order: 10000
& ™ Marketing 100
1 Asset Management 120 Client Script: CS5ManagementClient. ChangeBafView('Contract', 'Lis
@2l Reporting 130 Access - ; ; —
— . ) I . businessfoundation:contract:list:permission
=1l | Administration 200 Permissions:
Item Icon: b
|  Publish |
| X Close |

3. Click Publish.

Note: Refresh your browser after you publish a business
object to make it appear in the left hand navigation.
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Deleting business objects

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Go to Administration > System Settings > Business Foundation to delete any
customized business object that was published.

To remove an object from the left menu, go to Administration > System Settings
> Left Menu and click Delete.

Welcome ™ Change Language About” (7]
Administration 2 || [ add
=T Administration Title Order
== System Settings = Dashbosrd 0
H Dictionaries
i~ Home 10
# ] Logs
et = Customer Management 40
B Business Foundation Organizations 30
B Workflow = Contacts 40
‘?_,_,5_511’.':1:1.'_”2_5_" = Roles 50
| (’E‘ Left Menu —D .
=X Gift Cards 10000
# ] Catalog System oIFr
el Order System = =, Catalog Manzgement el
= Catalog Entry Search 10
Catalog Batch Update 20
| = Catalogs 30
= Templates 40
ﬁ Dashboard =) Order Management 20
= Order Search i0
m Cuetmnmmar Manasnanian o+

Updating a catalog search index

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.
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Indexing a catalog ensures that your search results are accurate and up-to-date.
You can index a catalog in the following ways:

« Build. Indexes items that have changed since the previous build.

« Rebuild. Indexes everything in a catalog. Do this after creating a new catalog or
making structural changes to a catalog (such as moving categories or renaming
products).

1. Open Commerce Manager and go to Administration > System Settings >
Search Index.

‘Welcome, admin * Change Language About =

Administration = Index

jﬁ Administration

Search Configuration

= Swsti Setti
= System Settings Default Search Provider: LuceneSearchProvider

+ Dictionaries . . - . .
B8] Installed Search Providers: SolrSearchProvider; Solr355earchProvider; LuceneSearchProvider,

8] Logs Indexers: catalog (built 10/3/2013 10:10:36 AM);
B LI SR Index Operations
B [ESEss P Rebuild Index Rebuild the Search Index. This operation will cause complete index rebuild.
o Workflow
@ Search Index |Bui|d Index| Euwild the Search Index. This operation will build the index for items updated since last build.

@ Left Menu
Indexing Processor State
#[_] Catalog System

& ] Order System Invalidate| 'Ndexing processor state is Invalid.

2. Click Rebuild Index or Build index. After performing the operation, you see
the changes or additions reflected in your search results.

Building and rebuilding the catalog index

1. Open the Administration view and select Catalog Indexing.

2. Click Rebuild Index or Build Index.
3. After performing the operation, changes are reflected in the search results.

Customizing the left menu

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.
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You can customize the left navigation frame in Commerce Manager by adding
business objects. Before you customize, see Publishing business objects, which
describes setting permissions and publishing of business objects.

Adding a left menu item

To add a Left Menu item, you can configure the entire menu item first within Busi-
ness Foundation, or you can add an empty container by clicking Add and then
going back to Business Foundation to fill in the page contents (objects).

Welcome ¥ Change Language About ™ (7] Cet Help For This Page ‘7
Administration EE" |D AEI'E.I
= Administration S Tile Order
=] System Settings = Dashboard o
[ Dictionaries
Home id
® (] Logs
B FEnrer SHiTs Customer Management 40
B Business Foundation = Qrganizations 20
B Workflow Contacts 40
B Search Index = Roles 50
B Left Menu
= X Gift Cards 10000
# ] Catalog System -
= Catal M t &0
# ] Order System = staleg Managemsn
Catalog Entry Search i0
= Catalog Batch Update 20
W Catalogs 30
Templates 40
=
ﬁ Dashboard = Order Management 80
Order Search 10
m Customer Management
= Purchase Orders 20
—| Catalog Management Today 10
‘g Order Management = This Week 20
- This Month 20
= All 40
= Purchase Orders By Status 20
P 83 items) | Page 412345
H Administration Page Size: 20 ~ ( ) | Pag T

A dialog box appears for publication settings.
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Adding ®
ﬂf} Dashboard a Display Region: Customer Management
ilm Customer Management 40 Display Text: Contracts
w5 Catalog Management 60
iﬂﬁ Order Management 80 N
s .
+ 4 Marketing 100 Display Order: 10000
5] Asset Management 120
| Reportin 3 Access
& E p g 120 Permissions:
@1 Administration 200
Item Icon: [ Browse... |
| + Add |
| X Close |

« Display Region. Select on an item in the navigation tree to display the parent
node of the new left menu item.

« Display Text. Defaults to the system name of the Business Object. You can
rename it.

« Item Link. Enter a URL to display when the new left menu item is selected.

« Display Order. Defaults to 10000. You can change the value to determine the
position of the node.

« Access Permissions. Automatically populated (if the menu item was created in
Business Foundation). See also: Access rights. If you are creating a new menu
item, you can leave the field blank, or copy permissions from other menu items.

« Item Icon. Click Browse to upload an icon that represents the menu item.
Click Add to add the menu item under the Display Region item in the left menu.

To verify if the object was published, go to the Display Region where you spe-
cified the object to be published. Click Refresh on the left navigation frame.
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Customer Management %
a@] Organizations
E‘a Contacts

35‘ Roles

@ Contracts

To edit a user-generated node in the left menu, click Edit.

[jAdd

Title Qrder
= Dashboard 0 ]
Home 10
= Customer Management 40
= COrganizations 30
= Contacts 40
= Roles S50
Contracts 10000
Catalog Management &0
Catalog Entry Search i0

If the left menu item was created via the Left Menu page, the following dialog box
appears.
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Editing

Display Text:
Item Link:

Display Order:

Item Icon:

Access Permissions:

Contracts

http: [ fworld.episerver.com /contracts

100

Ok | | Cancel

If the left menu item node was created using Business Foundation, the following

dialog box appears.

Editing

Display Teaxt:
Client Script:

Display Order:

Item Icon:

Access Permissions:

Contract

C5ManagementClient.ChangeBafView('Contract', 'Lis’

10000

businessfoundation:contract:list: permission

Ok | | Cancel

To change the sort order of the left menu item, adjust the numerical value in Dis-
play Order. The lower the value, the higher the position of the item within the nav-
igation tree relative to items with a higher Display Order value.

To save changes, click OK.
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To delete a left menu item, click X.

Welcome ™ Change Language About ™ L7
Administration 2 || [A Add
=21 Administration Title Order
= System Settings = Dashboard a
7] Dictionaries
D = Home i0
=] Logs
= Gommon SeHings = Customer Management 40
B Business Foundation Organizations 20
B Workflow Contacts 40
l?__w_x = Roles 50
| CE‘ Left Menu ﬂ) .
=W Gift Cards 10000
® (] Cata og System ..hl»
i Order System = i Catalog Management &0
Catalog Entry Search i0
= Catalog Batch Update 20
= Catalogs 30
Templates 40
@ Dashboard Order Management 80
= Order Search 10

Catalog system administration

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Go to Administration > Catalog System to set up warehouses, tax categories, and
catalog specific meta-fields and meta-classes.

© Optimizely 2021



Administration | 325

Administration o |

:IE Administration
H|_] System Settings
=] Catalog System

B Warehouses
B Tax Categories
B Meta Classes
B Meta Fields
H|_] Order System

Warehouses

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A warehouse is the physical inventory location with an address from where
product items are shipped or picked up by customers. As an e-commerce man-
ager in an organization with many fulfillment centers, you can define and manage
physical store locations, multiple stock locations, stock figures for a

product variant (SKU) by warehouse, and total product availability among ware-
houses.

Depending on how you set up warehouses, you can check in-store stock, reserve
and pick up in-store, and deliver to store. When you create a product variant, you
specify the warehouse where the item is being stored.

1. Open Commerce Manager and go to Administration > Catalog System
> Warehouses. The warehouse list appears.
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Administration

H ] System Settings
== Catalog 5ystem

= Warehouses

= Meta Classes

= Meta Fields

B Tax Categories

5

2. Click New Warehouse.
3. Enter information for the Overview tab.

L

J Overview Address

Mame:
“Code:

Sort Order:

Available:

Is Primary:

|5 Fulfillment Center:

Is Pickup Location:

|5 Delivery Location:

Dublin store
DUBLIN

20
The sort order for the category entry.

@es (TINo
.Q.Yes -:-N::u
.@.‘r’es = MNo

Orders can be placed from this warefouse for outgeing sHipments.

Yes @MNo

Orders can be placed from this warehouse for in-store pickups.

.@.‘r’es = MNo

Warefhouse can be uvsed as a delivery focation (ie. for future in-store pickups).

| Ok || Cancel |

« Name. Enter the name of the warehouse.

« Code. Enter the location code for the warehouse.

« Available. Select Yes to make the warehouse available; otherwise No.

. Is Primary. Select Yes to make this a primary warehouse; otherwise No.
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« Is Fulfillment Center. Select Yes to make this a fulfillment center where
you can place orders for outgoing shipments; otherwise No.

- Is Pickup Location. Select Yes to make this a pickup location where you
can place orders for in-store pickups; otherwise No.

. Is Delivery Location. Select Yes to make this a delivery location that you
can use for future in-store pickups; otherwise No.

4. Enter information for the Address tab.

Chverview Address
First Mame: Jahn
Last MName: O’ Erien

Organization:

Line 1: Calway Street
Line 2:

City: Dublin

State:

Country Code: ||g
Country Name: ||rajang
Postal Code: AEE999
Region Code: IR
Region Name: rajang
Day Phone:

Evening Phone:

Fax Mumber:

Email: john@mail.com

| 014 || Cancel |

5. Click OK to save your changes. The warehouse appears in the list.
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Deleting a warehouse

Select the warehouse and select More Actions > Delete Selected. Click OK to
confirm.

Warehouses can be set up differently, and are often integrated with external sys-
tems. You can check in-store stock, reserve and pick up in-store, and deliver to
store. By default in Optimizely Commerce, you specify the warehouse where the
item is being stored when you create a product variant.

Creating and editing warehouses

1.
2.

Open the Administration view and select Warehouses.

In the Manage Warehouses overview, click Create to add a new warehouse,
or select Edit in the context menu to modify an existing one.

Enter information for the Overview tab.

Name. Enter the name of the warehouse.

Code. Enter the location code for the warehouse.

Sort Order. Sort order for the category entry.

Available. Select Yes to make the warehouse available; otherwise No.
Is Primary. Select Yes to make this a primary warehouse; otherwise No.

Is Fulfillment Center. Select Yes to make this a fulfillment center where
you can place orders for outgoing shipments; otherwise No.

Is Pickup Location. Select Yes to make this a pickup location where you
can place orders for in-store pickups; otherwise No.

Is Delivery Location. Select Yes to make this a delivery location that you
can use for future in-store pickups; otherwise No.

Enter information in the Address tab.
Click Save.
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Deleting a warehouse

In the Manage Warehouses overview, select Delete in the context menu for the
warehouse you want to delete. Click OK to confirm.

Tax categories

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A tax category for a catalog works in coordination with your tax configuration setup
for orders, which includes specific taxes such as state, local, and federal taxes.
You can add a luxury items tax category for specific product, or VAT (value-
added tax) for different regions. See Tax configuration.

1. Open Commerce Manager and go to Administration > Catalog System > Tax
Categories. A list of existing tax categories appears.

Administration .:P

:IE Administration
H_] System Settings
="l Catalog System

Warehouses

Tax Categories

[
Meta Classes U

Meta Fields
#|_] Order System

B B3| 3

2. Click New to create a new category. A dialog box appears. In the Tax Cat-
egory Name field, enter a name and click OK to save the tax category.

Deleting a tax category

To delete a tax category, click the Delete icon next to the item in the Tax Cat-
egories List. To delete multiple items, select the check boxes next to items, click
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More Actions > Delete Selected.

Catalog meta-classes and meta-fields

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You can extend the metadata of catalog items and order forms. For example, if
you create a meta-class called Wine, add meta-fields that are characteristic for
wine, such as color, taste, vintage, and maturity.

You can also define single and multiple dictionary types of value selectors with
options. This results in a drop-down selector where editors can select values for
product properties, such as fabric types for clothing, or genre for media.

After you create meta-classes and meta-fields in Commerce Manager, others can
use them when working with catalog entries in the product catalog.

Creating a catalog meta-class

1. Open Commerce Manager and go to Administration > Catalog System
> Meta Classes. The Meta Classes page appears.
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2. Select Create New > New Meta Class and fill in the fields.

Welcome ¥ Change Language About™ @ cett

P - = |
Administration e |D Create New ™| | = Import/Export™

:I__’j Administration “t4 MNew Meta Class
# ] System Settings
=" Catalog System

W New Meta Field
YR Erands -

B ‘Warehouses

B Tax Categaries Name:

B Meta Classes
B Meta Fields
=i Order System Description: B

Friendly Name: grands

B Meta Classes
B Meta Fields
=+ ] Payments
® ] Shipping
&[] Tax Configuration

Select Sort Name
Return form number

PO Mumber

Expiration Date

Parent Order Id

Card type

Expiration Month

i

Expiration Year

- Name. Enter the name of the meta-class used in your code. Spaces are
not allowed.

. Friendly Name. Enter the name of the meta-class displayed for practical
use in Catalog Management.

« Description. Enter a description of the meta-class.

« Object Type. Select the type of catalog entity to which this class
applies: Catalog Node or Catalog Entry.

3. Click OK. The newly created meta-class appears in the Type drop-down list.

If you select the meta-class, you see available meta-fields listed but with none
selected.
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Creating a catalog meta-field

1.

Go to Administration > Catalog System > Meta Fields. The Meta Fields

page appears.

Click New Meta Field. The Meta Field edit page appears.

Welcome ™ Change Language About ™

@ Cet Help For This Page

Administration o

= T_f Administration
H ] System Settings
== Catalog System
B Warehouses
B Tax Categories

B Meta Classes

| ¥ New Meta Field|
b

B Meta Fields

=11 Order System
B Meta Classes
B Meta Fields
# [ Payments
] Shipping
# ] Tax Configuration

(8] Name Type Multi-Language Compare Search
167 ABV Drecimal False True True
168 Closure ShortString True True True
169 Calor ShortString True True True
170 Description LongHtmlString True False True
171 DisplayName ShortString True True True
172 ExtendedDesription LongHtmIString True False True
173 Margin Drecimal False True False
174 Maturity ShortString True True True
173 Crganic Boolean False True False
176 Primarylmage ImageFile False False False
177 RecommendBoost Integer False False False
178 Region ShortString True True True
173 Size Float False True True
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3. Enter Meta Fields details.

Mame: Wooden
Friendly Name: Wooden
Wooden
Description:
Type: Short String r

#|Supports Multiple Languages

#|Use in comparing

o Allow Null Values

ol jege
Search Properties: 7 Allow Search

« Enable Sorting Search Results
|Include Values in Search Results
| Tokenize

#|Include in the Default Search

Ok || Cance |

- Name. Enter a system name without spaces or special characters (such
as NumberMegapixels).

. Friendly Name. Enter a user-friendly name seen by users on the back and
front-end (such as Number of Megapixels).

« Description. Enter information about the meta-field.
« Type. The drop-down list shows the following field types.

o datetime
o decimal
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o float

o money

o Integer

o Boolean

o Date

o Email

o URL

o Short String

o Long String

o Long Html String
o String Dictionary
o File

o Image File

o Dictionary (single and multiple line dictionary type option selector)

o Supports Multiple Languages. Select if the meta-field can appear in
two or more languages.

o Use in comparing. Select to compare items (only works if you have
compare functionality on the front-end site).

o Allow Null Values. Allows a null value for this field.

. Search Properties. Depending on the data field type selected, you may
have the option to set the search properties of the data field. The options
are:

o Allow search. Permit searching on this meta-field.

o Enable Sorting Search Results. Enable sorting of search results on
this meta-field.

o Include Values in Search Results. Include the original value of this
meta-field in the search results.

o Tokenize. Prepare individual words (word breaking) in a long product
description property.

o Include in the Default Search. Tokenize and combine meta-field val-
ues for search from the front-end site.

4. Click OK to save your changes. The newly added meta-fields appear in the
meta-fields list.
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Tip: If newly created meta-fields are not immediately visible,
go to the next page or set the Page Size to display more
entries.

Applying meta-fields to a meta-class

1.

Go to Administration > Catalog System > Meta Classes. The Meta Classes
page appears.

Select Element > Catalog Entry.

Select the desired meta-class from the Type drop-down list. The Name,
Friendly Name, and Description fields are populated with default values.

Apply a meta-field to a meta-class by selecting the check box next to the
meta-field. If you want to sort the order of the meta-fields in the catalog entry,
enter a number into the Sort field.
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=
D Create New ™ =] Import/Export ™

Element: Catalog Entry -
Type: Barrel -
MName:

Friendly MName: |garrel

Description:  Barrel

Select Sort Marme
1 Return form number
2 PO Number
|:| Expiration Date
3 Parent Order Id
|:| Card type
|:| Expiration Month

5. Click OK.

Order system administration

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.
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Go to Administration > Order System to set up payment methods, shipping meth-
ods, providers, configure specific taxes, and order-specific meta-fields and meta-
classes.

Administration EE‘

:IE Administration
H [ ] System Settings
# ] Catalog System
=] Order System
B Meta Classes
B Meta Fields
=] Payments
[_1English {United States)
] Cerman (Cermany)
[_Ispanish (Spain)
[ French (France)
=" Shipping

B Shipping Jurisdiction Groups
B Shipping Jurisdictions
B Shipping Providers
B Shipping Packages
© ] Shipping Methods
=] Tax Configuration 1
B Tax Jurisdiction CGroups

B Tax Jurisdictions

B Taxes

Payments

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You need to create three components for payment in Optimizely Commerce. You
can also give customers several payment options and customize methods for spe-
cific markets.
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Payment type. A meta-class that contains the properties for a particular pay-
ment type. For example, a credit card payment type contains credit card number,
card expiration date, and card type. Optimizely provides the following payment
types:

o Payment by phone

o Exchange payment

o Credit card payment

o Other Payment

Additional payment providers are available as modules for Optimizely Com-
merce.

Payment gateway. Provides an interface to the system that provides payment
processing. A payment type is passed to the payment gateway and the gateway
executes the payment transaction with the payment system (such as PayPal).
One payment type is associated with each payment gateway.

Payment method. Contains information about the way the customer views a pay-
ment option and has a payment gateway associated with it.

Setting up a payment

1.

Open Commerce Manager and go to Administration > Order System
> Payments and select a language in the list. The Payment Methods window
appears, displaying available payment methods for the selected language.
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Administration e

| T Administration
=[] System Settings
=[] Catalog System
=1 Order System
B Meta Classes
B Meta Fields
== Payments
[ English {United States)
[JGerman {Cermany)
[ Spanish (Spain)
[_IFrench (France)
=] Shipping
=[] Tax Configuration

(7] Cet Help For This Page %

D MNew ;f] Mare Actions ™

D Name IsActive  IsDefault Ordering  Created Last Modified

|:| = >( Cift Card True False o] Z/22/2012 5:08:21 AM 2/22/2012 3:08:21 AM
| = X Pay By Credit Card True Falze 2 4/20/2010 2:00:00 AM 4/20/2010 2:00:00 AM
|:| = )( ExchangePayment False False 2 4/20/2010 2:00:00 AM 4/20/2010 2:00:00 AM
| % Pay By Phone Trua True 2 4/20/2010 2:00:00 AM 4/20/2010 2:00:00 AM
|:| = X Credit on Account True False 100 272272012 53:08:21 AM 2/22/2012 3:08:21 AM

2. On the Payment Methods window, click New to create a new payment
method. The Payment Method Edit screen appears.
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J Overview || Parameters || Markets

1D 53c9ea59-305b-4710-8be?-05b2ebacd31d
Mame: Pay By Phaone

Description:

Pay by phone payment

System Keyword: Ceneric
Language: English IE'
Class Mame: Mediachase.Commerce.Plugins.Payment.CenericPaymentCateway
Payment Class: (none) IZ‘
Sort Order: 7
IsActive: i@ves (TIMNo
IsDefault: @es M)No
i Supparts Recurring: @ves FNo

Restricted Shipping Methods

Available Shipping Methods Chosen Shipping Methods
Default Shipping - -
Online Download
Add -=
Add All -
= - Remove
<< - Remaove All

| DK || Cancel |

« ID. The system-assigned unique identifier for the payment gateway.
« Name. Enter the name displayed to the user.
« Description. Enter a description that appears to the user.
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System Keyword. Enter a unique name for each instance of the gateway;
new non-unique keywords do not save to the database. This keyword is
not editable after a gateway is created.

Language. Select a language for the payment gateway.

Class Name. Name of the gateway class to be associated with the pay-
ment.

Payment Class. Name of the gateway payment to be associated with the
payment.

Sort Order. Enter a number to order the payment method on the list of pay-
ment methods page.

IsActive. Select Yes to activate the payment method; otherwise No.

IsDefault. Select Yes to make this payment method the default; otherwise
No.

Supports Recurring. Select Yes to support recurring payment, such as a
subscription; otherwise No.

Restricted Shipping Methods.

Restricted Shipping Methods

Available Shipping Methods Chosen Shipping Methods
Default Shipping
Online Download
Add -
Add All -=
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Restricted Shipping Methods

Available Shipping Methods Chosen Shipping Methods
Online Download Default Shipping
| Add -> :
Add All ===

< - Remove
< <— Remove A E

3. Onthe Markets tab, select the markets where the payment method are avail-
able. You must define a market before it can be selected.

| Chvarview H Farameters H Markets |
Unselected Markets for Payment Method [Select All Selected Markets for Payment Method |Select All
BENELUX - DEFAULT -
| QK || Cancel |

4. Click OK. The payment method appears in the list of Payment Methods.

Note: For a payment method to appear it has to be all of: (1)
assigned to the market, (2) assigned to a language that is
valid for the market, and (3) assigned to a language that is
valid for the site.
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Editing payment methods

To edit an existing payment method, click Edit.

D Mew il Mare Actions~

Marme
>( nSoftware
E_'ﬁ >( Maoney Order
| Edit | Payment by card (DIES)
X Pay By Phone

X Pay By Credit Card

EEEEad

The ID is automatically generated. You can change the other fields (except Sys-
tem Keyword). Click OK to save your changes.

Deleting payment methods
To delete Payment Methods, click X and click OK to confirm.

To delete multiple payment methods at once, select each payment method you
want to delete, then select More Actions > Delete. Click OK to confirm.

Using nSoftware-provided payment gateways

Optimizely Commerce supports multiple payment gateways using nSoftware
where an end user can set up a new payment method. The following procedure
shows how to enable an nSoftware-supported gateway.
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Owverview Parameters

10

Mame: nsoftware

Description: nSoftware o
System Keyword: ICharge

Language: select language E

Class Name: Mediachase.Commerce.Plugins.Payment.|Charge./ChargeCateway
Sort Order: )

IsActive: i) Yes i@ Mo

|sDefault: i Yes @ Mo

Supports Recurring: i) Yes i@ Mo

Restricted Shipping Methods

Awailable Shipping Methods Chosen Shipping Methods

Default Shipping
Cinline Download

Add -
Add All -2

| Ok || Cancel |

Create a new payment method.

Enter a Name, such as nSoftware.
Enter a Description.

Enter the System Keyword as ICharge.
Select a Language.

gk wbdhd =
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6. Selectthe Class
Name: Mediachase.Commerce.Plugins.Payment.ICharge.IChargeGatewa-

y.
7. Select Yes for IsActive.
8. Change the Sort Order, IsDefault, and Supports Recurring as needed.
9. Click OK to save changes.
10. Click the payment gateway again to go back to the Payment Method Edit
page.
11. Click the Parameters tab. The Configure IBiz E-Payment Integrator Com-
ponent appears.

Overview Parameters

Configure IBiz E-Payment Integrator Component

Cateway: Authorize Net E|

Cet |Biz E-Payment Integrator from weaw.nsoftware.com. You will find more documentation on how to configure it there also.

Configuration Parameters
Payment Options: sale lz‘

*Merchant Login:
Merchant Password:
Transaction Key:
Secret Hash:

Payment Cateway URL (used for testing):

| QK || Cancel |

12. You can select from the most popular payment gateways in the Gateway
drop-down list. The Configuration Parameters change depending on the gate-
way you select, such as Authorize.Net.

13. Enter your credentials and other relevant information to activate the gateway
and click OK.

The components described in the following are needed to create a payment in
Optimizely Commerce.

. Payment type. A meta-class that contains the properties for a particular pay-
ment type. For example, a credit card payment type contains credit card number,
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card expiration date, and card type. Optimizely Commerceprovides the following
payment types by default:

o Payment by phone

o Exchange payment

o Credit card payment

o Other Payment

Additional payment providers are available as modules for Optimizely Com-
merce.

. Payment gateway. Provides an interface to the system that provides payment
processing. A payment type is passed to the payment gateway and the gateway
executes the payment transaction with the payment system (such as PayPal).
One payment type is associated with each payment gateway.

. Payment method. Contains information about the way the customer views a pay-
ment option and has a payment gateway associated with it.

You can provide customers on the website with multiple payment options. Pay-
ment methods are typically specific to and customized for markets.

Open the Administration view and select Payments to work with payment func-
tionality. The Manage Payments overview lists existing payments by language (a
payment has to be assigned to a language that is valid for the website).

Creating and editing a payment

1. Inthe Administration view, select Payments and Shipping Methods.

2. Click Create to add a new payment, or select Edit in the context menu to
modify an existing one.

3. Entervalues in the Details tab as described in the following. Click Save when
done. 'HERE!
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ID. The system-assigned unique identifier for the payment gateway.
Name. Enter the name displayed to the user.
Description. Enter a description that appears to the user.

System Keyword. Enter a unique name for each instance of the gateway;
new non-unique keywords do not save to the database. This keyword is
not editable after a gateway is created.

Language. Select a language for the payment gateway.

Class Name. Name of the gateway class to be associated with the pay-
ment.

Payment Class. Name of the gateway payment to be associated with the
payment.

Sort Order. Enter a number to order the payment method on the list of pay-
ment methods page.

IsActive. Select Yes to activate the payment method; otherwise No.

IsDefault. Select Yes to make this payment method the default; otherwise
No.

Supports Recurring. Select Yes to support recurring payment, such as a
subscription; otherwise No.

Restricted Shipping Methods.

Restricted Shipping Methods

Available Shipping Methods Chosen Shipping Methods
Default Shipping
Online Download
Add -
Add All ===
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Restricted Shipping Methods

Available Shipping Methods Chosen Shipping Methods
Online Download Default Shipping
| Add -> :
Add All ===

< - Remove
< <— Remove A E

4. On the Markets tab, select the markets where the payment method are avail-
able. You must define a market before it can be selected.

| Chvarview H Farameters H Markets |
Unselected Markets for Payment Method [Select All Selected Markets for Payment Method |Select All
BENELUX - DEFAULT -
| QK || Cancel |

5. Click OK. The payment method appears in the list of Payment Methods.

Note: For a payment method to appear it has to be all of: (1)
assigned to the market, (2) assigned to a language that is
valid for the market, and (3) assigned to a language that is
valid for the site.
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Editing payment methods

To edit an existing payment method, click Edit.

D Mew il Mare Actions~

Marme
>( nSoftware
E_'ﬁ >( Maoney Order
| Edit | Payment by card (DIES)
X Pay By Phone

X Pay By Credit Card

EEEEad

The ID is automatically generated. You can change the other fields (except Sys-
tem Keyword). Click OK to save your changes.

Deleting payment methods
To delete Payment Methods, click X and click OK to confirm.

To delete multiple payment methods at once, select each payment method you
want to delete, then select More Actions > Delete. Click OK to confirm.

CHECK: Is nSoftware still supported? Remove this?
Shipping

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Shipping is the physical delivery of product to e-commerce customers. Just as for
payments, you can set up shipping methods and providers. Optimizely Commerce
provides the following built-in shipping gateways:
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« Generic Gateway (fixed shipping rate)

« Weight/Jurisdiction Gateway (base price + additional fee that is calculated
based on the weight and shipping location)

To create a customized shipping gateway, see Shipping gateways and providers in
the Developer Guide for Optimizely Commerce.

To create a shipping method, open Commerce Manager and go to Administration
> Order System > Shipping.

Administration o )

jﬁ Administration
# ] System Settings
4] Catalog System
=] Order System
B Meta Classes
B Meta Fields
H ] Payments
=" Shipping
B Shipping Jurisdiction Groups
B Shipping Jurisdictions
B Shipping Providers
B Shipping Packages
=] Shipping Methods
|__JEnglish (United States) |

[_]GCerman (Cermany)

[__I5panish (Spain)

|_1French {France)
#_] Tax Configuration

Shipping is the physical delivery of product to e-commerce customers. Just as for
payments, you can set up shipping methods and providers. Optimizely Commerce
provides the following built-in shipping gateways:

« Generic Gateway (fixed shipping rate)

« Weight/Jurisdiction Gateway (base price + additional fee that is calculated
based on the weight and shipping location)
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A developer can also create customized shipping gateways, see Optimizely World
for technical details.

Open the Administration view and select Shipping to work with shipping func-
tionality.

Shipping methods

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A shipping method manages information and rules that determine shipping cost.
The method is displayed on the front-end site when a customer adds an item to a
shopping cart. The shipping cost is added to the total purchase price.

A shipping method is mapped to a shipping provider that is visible to a backend
administrator in Commerce Manager. This mapping lets the public site display a
friendly name to the customer, such as Ground Shipping, while connecting the
method to a provider, such as UPS.

Customizing shipping methods

Optimizely provides the following standard shipping methods.

« Ground Shipping
« Fixed Shipping

To create a custom shipping method, follow these steps.

1. Go to Administration > Order System > Shipping > Shipping Methods > Eng-
lish (United States) or any other language. The Shipping Methods List
screen appears.
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2. Click Edit for the available methods. The Overview tab appears.

Overview Settings

10

MName:

Friendly Mame:

Parameters

alcalbca-6fbf-4bef-b01f-bbfidf23a02a

Cround Shipping

Description: Calculates shipping based on weight and zone,
Provider: Weight/Jurisdiction Catewa',rIE'
Language: English (United States) |E|
Base Price: 2 00
Currency: Us dollar E
IsActive: @ Yes Mo
|sDefault: @ fes Mo
Sort Order: 0
| DK || Cancel |

. ID. Automatically generated after saving the new shipping method.

« Name. Enter a name without spaces or special characters. The name is
not displayed in the public site. Optimizely Commerce users see the name
when working with shipping methods.

. Friendly Name. Enter a friendly name, which is seen by customers when
purchasing the item. It can have spaces and special characters.

« Description. Enter a description (optional).
« Provider. Select a provider, which is created in the Shipping providers

screen.

o Select Generic Gateway for a fixed shipping fee specified in Base

Price.

o Select Weight/Jurisdiction Gateway for a shipping fee calculated from
the weight and shipping location.
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. Language. Select a language.

- Base Price. Enter the base price that becomes the fixed shipping fee for
the Generic Gateway option, or part of the Weight/Jurisdiction Gateway
option.

« IsActive. Select Yes to enable the shipping method; otherwise No.

. IsDefault. Select Yes to make this shipping method the default; otherwise
No.

« Sort Order. Enter a number to order the payment method on the list of
shipping methods page.

3. Click the Settings tab to exclude countries, regions, and payments from a
shipping method. To exclude a selection, highlight the items in the Available
boxes on the left and click Add to move them to the Chosen boxes.
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Overview Settings Parameters

Restricted Countries

Available Countries Chosen Countries

Afghanistan
Albania
Algeria s
American S5amoa Add All -
Andorra

Angola

Anguilla

Antarctica

Antigua and Barbuda
Argentina

m »

Restricted Regions

Available Regions Chosen Regions

Alabama
Alaska
American Samoa Add -=
Arizona Add All -
Arkansas

Armed Forces Africa

Armed Forces Americas (except (
Armed Forces Canada

Armed Forces Europe

Armed Forces Middle East ~

Restricted Payments

Available Payments Chosen Payments

m( »

Payment by card (DIBS)
naoftware

Pay By Phone L
Pay By Credit Card Add All -7>

| 8]4 || Cancel |

4. Click the Parameters tab to set conditions for the shipping fee. This screen
only appears if you select the Weight/Jurisdiction Gateway in the Provider
field in the Overview tab.
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Overview

Ove Settings Parameters

Configure Price Per Weight for Jurisdiction Group
Jurisdiction

Group: United States lz‘

Weight: or more

Price:

Start Date: 502572000 rﬁ 12:00 AM

End Date: 5/25/20M fﬁ 10:35 AM

Croup Name ‘Weight Price Start Date End Date Edit

United States 0 ar maore 10 10/8/200812:00:00 AM  10/8/202012:00:00 AM Maodify Delete
| QK || Cancel |

Jurisdiction Group. Select a jurisdiction group to apply the current ship-
ping method (for example, United States. You can set up the options on
the Shipping Jurisdictions and Shipping Jurisdiction Groups screen.

Weight. Enter a numerical value for the weight. You select the units for the
weight in the Common Settings screen.

Price. Enter a price that is added to the base price (Overview tab) when
the weight and jurisdiction group conditions are met.

Start Date. Enter a start date and time for the shipping method to take
effect.

End Date. Enter a end date and time for the shipping method to expire.

5. Click Add to save the condition.
6. Click OK to save changes.

Deleting shipping methods

1.
2.

3.

Check box(es) next to the shipping methods you want to delete.

Select More Actions > Delete. You can also click X next to the shipping
method to delete an individual method.

Click OK.

A shipping method is mapped to a shipping provider that is visible to an admin-
istrator in Commerce. This mapping lets the public site display a friendly name to

the customer, such as Ground Shipping, while connecting the method to a pro-
vider, such as UPS. See also Shipping providers.

Commerce provides the following built-in shipping methods.
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Ground Shipping
Fixed Shipping

Creating and editing a shipping method

In the Administration view, select Shipping and Shipping Methods.
Click Create to add a new shipping method, or select Edit in the context menu
to modify an existing one.

Enter values in the Overview tab as described in the following. Click Save
when done.

ID. Automatically generated after saving the new shipping method.

Name. Enter a name without spaces or special characters. The name is
not displayed in the public site. Optimizely Commerce users see the name
when working with shipping methods.

Friendly Name. Enter a friendly name, which is seen by customers when
purchasing the item. It can have spaces and special characters.

Description. Enter a description (optional).

Provider. Select a provider, which is created in the Shipping providers

screen.

o Select Generic Gateway for a fixed shipping fee specified in Base
Price.

o Select Weight/Jurisdiction Gateway for a shipping fee calculated from
the weight and shipping location.

Language. Select a language.

Base Price. Enter the base price that becomes the fixed shipping fee for
the Generic Gateway option, or part of the Weight/Jurisdiction Gateway
option.

IsActive. Select Yes to enable the shipping method; otherwise No.

IsDefault. Select Yes to make this shipping method the default; otherwise
No.

Sort Order. Enter a number to order the payment method on the list of
shipping methods page.
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4. Select Settings and enter values to exclude markets, countries, regions, and
payments from a shipping method. Click Save when done.

5. Select Parameters to set conditions for the shipping fee. This option only
appears if you select the Weight/Jurisdiction Gateway in the Provider field in
the Overview tab. Click Save when done.

6. Select Price Per Weight to select a jurisdiction group to apply the current ship-
ping method. Click Save when done.

« Jurisdiction Group. Select a jurisdiction group to apply the current ship-
ping method (for example, United States. These options are defined under
Shipping Jurisdictions and Shipping Jurisdiction Groups.

« Weight. Enter a numerical value for the weight. Weight units are defined in
code, see Optimizely World for technical details.

« Price. Enter a price that is added to the base price (Overview tab) when
the weight and jurisdiction group conditions are met.

. Start Date. Enter a start date and time for the shipping method to take
effect.

- End Date. Enter a end date and time for the shipping method to expire.

Deleting shipping methods

In the Shipping Methods overview, select Delete in the context menu for the ship-
ping method you want to delete. Click OK to confirm.

Shipping jurisdictions

Shipping jurisdictions and jurisdiction groups are used for configuring specific jur-
isdictions to apply for shipping, for example country codes and zip codes, used
when setting up shipping methods. Shipping jurisdictions are set up and used in a
similar fashion as tax jurisdictions when configuring taxes.

Shipping jurisdictions are set up from the Shipping view by selecting Shipping
Jurisdictions and Shipping Jurisdiction Groups.
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Shipping providers

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A shipping provider class interacts with a shipping service, such as USPS, UPS,
or FedEX by retrieving shipping price information. A provider can present specific
scenarios with one or more services, such as price by weight or ground shipping.

The Shipping Providers page manages the list of providers and types.

Customizing a shipping provider

1.

Go to Administration > Order System > Shipping > Shipping Providers. Edit
one of the two providers listed.

Edit Name and Description.

System Keyword (no spaces) and Classes are something that your
developers need to code and provide.

Click OK to save changes. The revised shipping provider appears in the Ship-
ping Providers page.

Note: The Parameters and Packages tabs are partially imple-
mented to let developers fully customize those features.

Deleting shipping providers

1.
2.

3.
4.

Go to the Shipping Providers page.

Select the check box that corresponds to the shipping providers you want to
delete. (You can also click X to delete an individual shipping provider.)

Select More Actions > Delete.
Click OK.

Shipping providers are managed from the Administration view under Shipping.
See also Shipping Methods.
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The shipping provider overview lists existing providers and their types.

Creating and editing a shipping provider

1. Inthe Administration view, select Shipping and Shipping Providers.

2. Click Create to add a new shipping provider, or select Edit in the context
menu to modify an existing one.

3. Entervalues in the Overview tab. System Keyword (no spaces) and Class
Name are provided through code, see Optimizely World for technical details.
Click Save when done.

4. Enter values in the Parameters tab, click Save when done.

5. Enter values in the Packages tab, click Save when done.

Deleting shipping providers

In the Shipping Providers overview, select Delete in the context menu for the
shipping method you want to delete. Click OK to confirm.

Configuring taxes

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

Configure taxes so that rates are calculated and added to the total price during
the checkout process. You can combine and apply multiple taxes (such as fed-
eral, state and local tax) to a purchase. Set up and maintain taxes with the fol-

lowing methods:

e Creating or editing tax controls manually
o Importing data with a CSV file
o Exporting taxes to a CSV file
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Configuring taxes manually

To set up your taxes manually, open Commerce Manager and go to Admin-
istration > Tax Configuration (Tax Categories, Tax Jurisdiction Groups, Tax
Jurisdictions, and Taxes) and use the configuration pages for each catalog item.

1.

Create and configure Countries and Regions (Go to Administration > Sys-
tem Settings > Dictionaries > Countries): In the Countries section, create the
countries you plan to sell your products in and set appropriate country codes.
For country codes, it is important to use the ISO Short code provided at
MSDN site Table of Language Culture Name, Codes, and ISO Values Method
[C++]. Using the ISO Long code or anything else does not correctly calculate
taxes during checkout.

Create new Tax Categories (Go to Administration > Catalog System):
Create tax categories that are used to associate your catalog items with the
tax rates you define. For example, you create categories such as General
Sales, Food, and Luxury Items depending on the tax regulations for your item
types. The categories you create are selectable on the Page Details of your
items (Variations/SKU Edit page) and on the Tax Edit page.

Create and configure Tax Jurisdictions (Go to Administration > Order sys-
tem > Tax Configuration): Specify particular tax jurisdictions for a particular
region by specifying zip codes, country codes, and so on. Tax rates are
applied to whatever level of information you specify for each jurisdiction. For
example, if you specify only the country code as US, customers with a US
address (regardless of state, county and so on) are included in this jur-
isdiction.

Note: Country Code and Region Code that you enter in the
Jurisdictions Edit page must match the codes you used in
step 1.

Create and configure new Tax Jurisdiction Groups (Go to Administration >

Order system > Tax Configuration): You can include multiple tax jurisdictions
in the new Tax Jurisdiction Groups.
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5. Create and configure Taxes (Go to Administration > Order System > Tax
Configuration): Specify tax rates and also associate the Tax Categories and
Jurisdiction groups created in Steps 2 and 4.

6. Associate Catalogs to the Tax Categories created in Step 2 (Go to Catalog
Management > Catalogs): Go to the Catalog Management subsystem and
link specific catalog items to the appropriate tax categories from the Pri-
cing/Inventory page within each Variation/SKU Edit page.

Configuring taxes using CSV import

CSV Tax Import can update tax data in bulk. Creating a CSV tax file with a spe-
cified format (see Example Scenarios) lets you complete steps 2 through 5 of Con-
figuring taxes manually in one shot. While you can complete step 6 of that
procedure manually, you can also use CSV import in the Catalog Management
subsystem to associate catalogs with tax categories.

To import your CSV tax file into Commerce Manager, follow these steps.
Prerequisite: A CSV tax file.

In Commerce Manager, click the Administration tab.
In the navigation tree, go to Order System > Taxes Configuration > Taxes.
Click Import/Export menu > Import Taxes.

Click Add New File and then Browse to select and upload your CSV tax file.

The path of your chosen file appears in the field.

5. Click Upload File and then Save The File. The CSV tax file appears in the
Files Available for Import section.

6. Select and highlight the CSV file and click Start Import. The import process

begins and completes in a dialog box. You can now view your tax setup in the

Commerce Manager.

hown =

To edit the existing setup, repeat the steps with a modified CSV file.

Warning: Re-importing a CSV file only edits existing inform-
ation or adds new data - nothing is deleted. If you delete an
entire row of data in the CSV file, you must manually delete
those entries in the Commerce Manager. You can delete all
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the tax data and perform the CSV tax import from scratch.

Exporting taxes to a CSV file

CSV Tax Export can extract selected tax data from Optimizely Commerce to a
CSV file. You can use the file to copy tax data among sites. The format of CSV file

matches the CSV file used to import taxes.
To export tax data from Commerce Manager, follow these steps:

In Commerce Manager, click the Administration tab.

In the navigation tree, go to Order System > Taxes Configuration > Taxes.
Select the tax value that you want to export.

Click Import/Export menu > Export Taxes.

Click Start Export.

The export process begins and completes in a popup dialog box. You can
download or delete the CSV file.

o0k wh =

The exported taxes CSV file appears in the Exported Files List, located in [App_
Data] \ImportExport\[ApplicationName]\taxexport| .

You can configure taxes so that rates are calculated and added to the total price
during the checkout process. You can combine and apply multiple taxes (such as
federal, state and local tax) to a purchase.

Set up and maintain taxes with these methods:

o Creating or editing tax controls manually
o Importing taxes through a CSV file
o Exporting taxes through a CSV file

Defining countries and regions

To be able to configure taxes, if not already done, you first need to define the
countries and regions where you plan to sell products. Countries must be defined
using the correct country ISO codes, for tax calculations to work properly for
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example during checkout. Countries and regions are defined through code, see
Optimizely World for technical details.

Configuring taxes manually

To set up taxes manually, open the Administration view, select Tax Con-
figuration, and follow the steps to described in the following.

1.

Create tax categories.

Select Tax Categories to create categories that are used to associate catalog
items with defined tax rates. For example, you can create categories such as
General Sales, Food, and Luxury items, depending on tax regulations for
these item types.

Create and configure tax jurisdictions.

Select Tax Jurisdictions to specify particular jurisdictions for a region by defin-
ing zip codes, and country codes, and so on. Tax rates are applied to
whatever level of information you specify for each jurisdiction. For example, if
you specify only the country code as US, customers with a US address
(regardless of state and county) are included in this jurisdiction.

Note: Country Code and Region Code entered here must
match the codes used when defining countries and
regions.

Create and configure tax jurisdiction groups.
Select Tax Jurisdiction Groups to define groups of available tax jurisdictions.
You can include multiple tax jurisdictions in a tax jurisdiction group.

Create and configure taxes.

Select Taxes and click Create to add a new one. Name the tax under Details.
Under Tax values, specify the tax rate, and associate it with a tax category
and jurisdiction group previously created.
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5. Tax categories created here will be available for selection under the Pricing
tab for variations/SKUs in a catalog.

Configuring taxes through import/export

Using a CSV tax file with a specified format (see example scenarios), you can
import and update tax data in bulk, replacing manual configuration steps. You
can also use the CSV import to associate catalogs with tax categories.

Using a CSV tax file, you can also extract selected tax data from Commerce to
export and copy tax data among sites. The format of the CSV export file matches

the CSV file used for importing taxes.

Importing taxes

Prerequisite: A CSV tax file.

1. Inthe Tax Configuration view, select Taxes and click Import.

2. Click Add New File and Browse to select and upload your CSV tax file.

3. Click Upload File and then Save The File. The CSV tax file appears in the
Files Available for Import section.

4. Select and highlight the CSV file and click Start Import.

5. When the import is completed, the tax setup is available in Commerce.

To edit the existing setup, repeat the steps with a modified CSV file.

Warning: Re-importing a CSV file only edits existing inform-
ation or adds new data - nothing is deleted. If you delete an
entire row of data in the CSV file, you must manually delete
those entries in Commerce. You can delete all the tax data
and perform the CSV tax import from scratch.
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Exporting taxes

In the Tax Configuration view, select Taxes and click Export.
Select the tax value that you want to export.
Click Start Export.

When the export is completed, the CSV file is available in the Exported Files
List, located in [App_Data] \ImportExport\[ApplicationName]\taxexport|

hown =

Sample CSV files and scenarios

Example 1: Single tax per catalog item based on a single jurisdiction

If your variable is State, then you can specify the tax rate on a state-level. For
example, CAis 9% and MA is 6%. If you placed an order from California, then 9%
sales tax is applied during checkout.

Jurisdiction Jurisdiction Group Tax Rate Tax Category
California CA Tax Group 9% General Sales
Massachusetts MA Tax Group 6% General Sales

See TaxCSVSamplel.csv in this sample .zip file.

Example 2: Two or more taxes per catalog item based on more than
one jurisdiction

If you have a luxury item that requires State and Federal tax, then you can specify
tax rates on a state and federal level. For example, a luxury item purchased in CA
has a 9% state tax rate and a federal tax rate of 3%. Both taxes are applied during
checkout.
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Jurisdiction Jurisdiction Group Tax Rate Tax Category
California General CA GS Tax Group 9% General Sales
Massachusetts General MA GS Tax Group 6% General Sales
California Luxury CA LX Tax Group 9% Luxury Sales
Massachusetts Luxury MA LX Tax Group 6% Luxury Sales
US Federal Luxury US LX Tax Group 3% Luxury Sales

See TaxCSVSample2.csv in this sample .zip file.

Example 3: Tax CSV file with tax type specified

You can specify the tax type. Optimizely provides Sales Tax and Shipping Tax.

Jurisdiction Jurisdiction Group Tax Rate Tax Category
California CA Tax Group 9% Sales tax
Massachusetts MA Tax Group 6% Shipping Tax

See TaxCSVSample3.csv in this sample .zip file.

Order meta-classes and meta-fields

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

You can extend the metadata of catalog items and order forms. For example, if
you create a meta-class called Wine, add meta-fields that are characteristic for
wine, such as color, taste, vintage, and maturity.
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Note: Default order meta-fields that are used by the ordering
process are built into the system and are not available from
the administration interface. However, you can add your own
meta-fields to extend the attributes of your orders.

Creating an order meta-class

1. Go to Administration > Order System > Meta Classes. The Meta Classes
page appears.

2. Select Create New > New Meta Class and fill in the fields.

Welcome ¥ Change Language About™

P - = v
Administration = |D Create New ™| | | import/Export™

=21 Administration |Vf$ New Meta Class
] System Settings
=+ ] Catalog System
=t Order System
B Meta Classes
B Meta Fields
H1_] Payments
H ] Shipping Description:  |Contains orders that has been submitted into the system »
# ] Tax Configuration

W Mew Meta Field
YR Purchase Urder -

Mame:

Friendly Name: pyrchase Order

Select Sort MName
Return form number
0 PO Mumber

Expiration Date

B EEO
(=]

0 Parent Order Id

« Name. Enter the name of the meta-class used in your code, this cannot
have any spaces.

. Friendly Name. Enter the name of the meta-class displayed for practical
use in Order Management.

- Description. Enter a description of the meta-class.
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« Object Type. Select Order Group, Order Form, Shipment, Lineltem,
Order Group Address, or Order Form Payment.

3. Select OK. The newly created meta-class appears in the Type drop-down list.

If you select the meta-class, you see available meta-fields listed but with none

selected.

Creating an order meta-field

1. Go to Administration > Order System > Meta Fields. The Meta Fields page

appears.

2. Select New Meta Field. The Meta Field edit page appears.

Welcome ™ Change Language About ™

Administration

= -i Administration
# ] System Settings
# | ] Catalog System
=) Order System

B Meta Classes

| ¥ New Meta Field|
B

10 '{T}Jame Type Multi-Language Compare Search

B Meta Fields

# ] Payments
# ] Shipping

# ] Tax Configuration

There are no items available.

You can also select Create New > New Meta Field on the Meta Classes

page.
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MName:

Friendly Name:

Description:

Type:

Search Properties:

VIR

VIR

VIP Customer

Short String -

Supports Multiple Languages

Use in comparing
[¥] Allow Null Values
[ save Histary

|:| Use Encryption

Allu:-w Search

Enable Sorting Search Results
Include Walues in Search Results
DTDkenize

|:| Include in the Default Search

I 0] 4 || Cancel |

- Name. Enter a system name without spaces or special characters (such
as NumberMegapixels).

. Friendly Name. Enter a user-friendly name seen by end-users on the back

and front-end (such as Number of Megapixels).
« Description. Enter information about the meta-field.
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« Type. The drop-down list shows the following field types.

o datetime

o decimal

o float

o money

o Integer

o Boolean

o Date

o Email

o URL

o Short String

o Long String

o Long Html String
o String Dictionary
o File

o Image File

o Dictionary (single and multiple line dictionary type option selector)

o Supports Multiple Languages. Select if the meta-field can appear in
two or more languages.

Use in comparing. Select to compare items (only works if you have
compare functionality on the front-end site).

o Allow Null Values. Allows a null value for this field.

. Search Properties. Depending on the data field type selected, you may
have the option to set the search properties of the data field. The options
are:

o Allow search. Select the box to permit searching on this meta-field.

o Enable Sorting Search Results. Select the box to enable sorting of
search results on this meta-field.

o |Include Values in Search Results. Select the box to include the ori-
ginal value of this meta-field in the search results.
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o Tokenize. Select the box to prepare individual words (word
breaking) in a long product description property.

o |Include in the Default Search. Select the box to tokenize and combine
meta-field values for search from the front-end site.

4. Select OK. The newly added meta-fields are listed in the meta-fields list.

Tip: If newly created meta-fields are not immediately visible,
go to the next page or set the Page Size to display more
entries.

Applying meta-fields to a meta-class

1.

Go to Administration > Order System > Meta Classes. The Meta Classes
page appears.

Select Element > Catalog Entry.

Select the desired meta-class from the Type drop-down list. The Name,
Friendly Name, and Description fields are populated with default values.

Apply a meta-field to a meta-class by selecting the check box next to the
meta-field. If you want to sort the order of the meta-fields in the catalog entry,
enter a number into the Sort field.
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=
D Create New ™ | Import/Export ™
Element: Order Form -
Order Croup
Type:
Shipment
MName: Lineltem
Order Croup Address
Friendly Name:|Order Form Payment
Description:  |\order Form Extended Class -
Select Sort Mame
0 Return form number
1 PO Number
] |:| Expiration Date
il
1 2 Parent Crder Id
D Card type
5. Click OK.

Scheduled jobs

Note: This topic is intended for administrators and developers
with administration access rights in Optimizely.

A scheduled job performs a specific task automatically when set to a date and
time. Scheduled jobs can be run automatically, or manually from the admin-
istration view in Optimizely CMS, see Scheduled jobs in the CMS Administrator
User Guide. See Optimizely World for technical details about scheduled jobs.
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Note: Running scheduled jobs can significantly affect website
performance, and these jobs should be run at times of low
usage if possible. Ensure you fully understand the impact of a
job before running it.

Built-in scheduled jobs

The following Commerce-specific scheduled jobs are available by default in the
CMS administration view. Customized modules and add-ons may have their own
specific scheduled jobs not described here. See the technical documentation for
each module to find out more.

Remove expired carts

Removes carts that are expired, that is, not accessed for a specified number of
days. The default is 30. This value can be configured through code, see Optim-
izely World for technical details.

Full search index

Performs a full indexing of content in product catalogs.

Incremental search index

Performs an incremental indexing of content in product catalogs.

Draft store migration

Used for migration of previously published content versions, when upgrading to
the version management introduced with Commerce version 9. See Optimizely
World for technical details.
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Find catalog URI conflicts

Analyzes the database to find entries and categories that have the same Name in
URL under the same parent category. If conflicts are found, they are logged as
warnings, output to the Scheduled Job Log, and sent to email addresses spe-
cified in code. See Optimizely World for technical details.

Release shipment

Searches for releasable shipments in active orders. If the difference between the
shipment creation time and the current time is greater than the configured time
span, the order's shipment status is changed to Released.

By default, when the job is activated, order shipments are released one day after
an order is placed. A developer can change the default value in code. See Optim-
izely World for technical details .

Rotate encryption keys

Sensitive customer data is secured with encryption keys that are set in meta-
fields. This job rotates the encryption keys used by the system. See Optimizely
World for technical details.

Maintain database indexes

To reduce fragmentation in the CMS and Commerce database indexes, this job
rebuilds or reorganizes them. See Optimizely World for technical details.

Collect subscription data for reports

This job collects subscription data, ensuring that recurring payments are regularly
generated as a background process. Used for payment plans, such as magazine
or grocery subscriptions.
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Collect order data for reports

This job compiles the data used in the Reporting.

Collect orders per promotion statistics

This job calculates statistics for displaying promotion (discount) usage for orders
associated with campaigns in the Marketing view. See Optimizely World for tech-
nical details.

Other scheduled jobs

These jobs are available if you have Optimizely Personalization or Optimizely
Campaign installed on your website.

Export product feed

Exports the entire product feed (catalog) for Optimizely Product Recom-
mendations to provide updated information to the recommendation service. This
job includes the deletion of products and edits to asset and inventory information.

Export product feed incrementally

Exports the product feed (catalog) to Optimizely Product Recommendations incre-
mentally. This job updates product changes without exporting the entire catalog.

This job is faster than the full export job since changes only include added and
updated products. However, the incremental export job does not replace the full
export job, since deletion of products and edits to asset and inventory information
are not included. See Optimizely World for technical details.

Export product data to Optimizely Campaign

This job collects product data and saves it to a .csv file for transfer to Optimizely
Campaign. See Commerce-Campaign integration on Optimizely Worldfor more
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details.
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Managing content

Content on an e-commerce website is usually products from the product catalog,
which are exposed through types of categorization, faceted navigation or filtering.

In Optimizely Commerce, content is information entered into CMS pages and
blocks, and information related to e-commerce catalog entries such as cat-
egories, products and variants. Catalog content often is based on data retrieved
from external systems.

Different user groups update content. For example, merchandisers organize the
product catalog, manage pricing and enrich the product information, whereas mar-
keters and editors create campaign pages and promote products.

Catalog content

Catalog content consists of various types of catalog entries, such as categories,
products, variants, package and bundles. The Catalog view lets you:

« Create new categories and add products and variants to these in the product
catalog structure. See Working with categories.

« Browse the catalog tree to see the structure of catalog entries, and the content
types on which they are based.

« Create relationships between catalog entries using drag-and-drop functionality.

« Edit catalog entries such as categories, products and variants from the On-Page
Editing or the All Properties editing views.

» Add text, media such as images and videos, and links to properties in different
content types such as adding a product description. See Managing content in the
CMS Editor User Guide.

« Manage pricing across products, markets and customer groups, compare prices
filtered by markets and customer groups, and make adjustments as needed. See
Managing pricing.
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« Create alink to an entity in the product catalog using the Link tool. From the
Create Link dialog in the editor or a link property in the content, you can create a
link to a catalog, a category, catalog entry, or a variant.

« Create alink to a marketing campaign or promotion using the Marketing content
field.

Edit link
Link title

Openin -

Language Automatic (default) ~

@ Page

O Media

O Catalog content
() Marketing content
O E-mail

O External link

) Anchor ~ -

Remaininn Lirl

o [y

« Publish changes directly on the website, or schedule it for later publishing.
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LR | - (=
@ )| Category:

m|5] catalog Root =.| ... Departments > Media > Books » Books-Art

{&] Departmental Catalog

% Departments Name| Books-Nature

™ Fashion 1
] Media Suggested Types ?
™ Books

" Books-Art

Product list

%] Books-Computer Displays a list of preducts.

{™ Books-Business

™ Books-Cooking
{M Books-Entertai...
™ Books-Fiction
™ Books-Mystery

A

{M Books-Reference

™ Books-Romance

Fashion store Fashion category

Displays a fashion category
which consists fashion
categories and products.

" Books-Science
{™ Books-SF

Display fashion store.

{™ Books-Travel
™ Music
" Apps
¥ Movies

" Automotive

M Wine

Media store Media category

Display media store. Displays a media category
which consists media

s categories and products.

m
&

Catalogs gadget

You can access the Catalogs gadget in the CMS and Optimizely

Commerce asset pane. Use the gadget to drag catalog entries into the rich-text
editor or a content area of a CMS page or block, to display and promote product
information, such as a campaign page.
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i Commerce Catalog Marketing Order Management (BETA) Commerce Manager s Settings
b - JE3 He
Catalogs Catalogs Blocks Media
— Fashion » Womens —
Q @ Weekly specials Q

=& Catalog Root 8@ CcatalogRoot

2 H Fashion 2 H Fashion

: : Avi
= @ Womens . Name Code Price Stock Published fro =@ Womens
il Womens Dresses !X» | &l Womens Dresses
& M Braided Neck Maxi Dress SKU-407077: $16.50 1871 v
Wl Womens Tees | &l womens Tees

@ Womens Bottoms
@ womens Bottoms

&l Womens Shoes ' s 5
[} J B Puma Black Sneakers Shoes P-39850363 v 1 B Womens Shoes

@ Womens Handbags a

= Womens Handbags

& Weekly specials £ = g
@ Weekly specials

" B Banded Bottom Knit Capri Pants

! B Fleece Sweatpants With Cinched Ankle

\\ 8 French Terry Pant

You can also use the Catalogs gadget to create relation links between catalog
entries by dragging catalog items into the Relations tab of other catalog entries.
See Related entries.

Note: To properly display product information when used in
other types of content, the rendering templates must be adap-
ted to display catalog content.

Optimizely Commerce-specific gadgets

This legacy section is being retired. If you want to read the Optimizely Commerce
Orders gadget (Legacy) documentation, see version 19-2, or earlier, of the user
guide.

© Optimizely 2021


http://webhelp.episerver.com/19-2/commerce/integration/gadgets.htm
http://webhelp.episerver.com/19-2/commerce/integration/gadgets.htm

Managing content | 381

Multiple language content

E-commerce businesses often exist in multiple markets that require your website
to be available in several languages. You can manage catalog content in multiple
languages, and also activate multiple languages for the Optimizely Commerce
user interface. See Multi-language management.

Personalized content

The personalization feature in Optimizely CMS targets content to specific visitor
groups. For example, you can design campaigns based on recent orders or the
total spent amount for a customer. The personalization option is available in the
rich-text editor, and is also applied to available block on your website. See Com-
merce personalization criteria.

Optimizely Search & Navigation and best bets for
catalog content

If you have Optimizely Search & Navigation installed on your website, you can
promote content in your product catalog by adding best bets to the search results.
See Optimizely Search & Navigation.

Managing languages in Optimizely Commerce

Usually, a website has a default or master content language set up during install-
ation. You can set up languages for catalog entry content, such as product (SKU)
descriptions, for your website at the catalog level. This means that when you con-
figure a language for a catalog, you define catalog entry descriptions in that lan-
guage.

© Optimizely 2021



382 | Episerver Commerce User Guide 2021-08-02

To work with multiple languages for Optimizely Commerce content, first enable
the languages in the CMS admin and edit views. Next, language-specific fields
appear, ready for translation in edit view; product descriptions that are not yet
translated appear empty if they are displayed on the front-end site.

Translating catalog content is similar to translating CMS content, such as pages
and blocks. Optimizely uses specific language settings for catalogs, markets, and
payment and shipping methods in Optimizely Commerce.

Enabling a language for catalog content

1. Activate the language in the CMS admin and edit view, as described in
Managing website languages.

Note: Enable the language in edit view to make it available
for editors to translate content, and to make the website's
start page available in that language, for proper display of
translated content.

2. Enable the language for the catalog to which you want to apply the new lan-
guage:
a. Inthe Catalog edit view, open the catalog for which you want to add a lan-
guage in the All properties editing view.
b. In Available languages, select the newly-added language.
c. Publish the catalog changes.
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yel
[ Fashion Autosaved 2:52 PM Undo? Publish? | ‘ = ‘
Visible to Everyone
Name in URL fashion
Languages en,sv
ID, Type -2147483647, Catalog
Tools
Content Settings
Default currency US Dollar  ~
Default language English ~
Base weight Pounds ~
Base length Inches ~
Available languages English
Deutsch
svenska

Translating content for catalog entries

1. Inthe Catalog view, select the desired catalog entry to translate in the catalog
tree.

2. Click Edit in the context menu for the selected entry, or select the entry to
open the All Properties editing view.

3. Inthe header next to Languages, select the desired language for translation.
(Enabled languages are listed.).
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Fashion » Mens > Mens Shoes

B Faded Glory Mens Canvas Twin Gore Slip-On Sh...

Display name Faded Glory Mens Canvas Twir
Name Faded Glory Mens Canvas Twir
Name in URL p-36127195
SEOURL P-36127195
\—/ Code P-36127195
Markets Al
Visible to Everyone
Languages en,
10, Type 418, Fashion product
| Toaols |
Content Belongs To Variants Assets Related Entries Settings
Brand Faded Glory
Descrintion P n T = t— 11— = = XL RA &

4. Editthe available properties, and follow the content publishing flow to save
and publish the translated catalog entry information.

Tip: When you translate content, have the original content
open in another browser window for comparison. You can
also copy and paste the original content into the text area

where you are working, as reference.

Switching language and viewing language versions

When editing translated content in the All properties editing view, you can switch
languages by selecting the desired language in the Header. The user interface
reloads, displaying the content in the selected language. See Translating con-
tent.
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Editing global properties

Depending on your implementation, some properties may be globally shared and
can only be edited in the master language. See Translating content.

Setting the user interface language

« Tosetthe userinterface language for Catalogs and CMS:

1. Select your user profile name in the upper right corner.
2. Click My Settings then the Display Options tab.
3. Select the language of your choice and click Save.

« To setthe userinterface language for Commerce Manager:

1. Inthe upper menu of Commerce Manager, click Change Language.

2. Selectthe language.
3. Click OK.

Commerce-specific criteria

Optimizely Commerce provides custom visitor group criteria so you can per-
sonalize content based on product and order information. Personalization helps
you to strategically sell exactly the right products to the right customers, instead
of showing the same products to everyone.

Note: You need administration access rights to create and
edit a visitor group. Existing visitor groups are available for
editors in edit view.

To see available visitor groups, in the top menu, click CMS > Visitor Groups.
Click Create to define a visitor group. Then add personalization criteria as
desired.
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Personalization examples

You can use Visitor Groups to determine which content is appropriate to show. If
you use a CRM system with segments to guide your business practices, duplicate
this segmentation in Optimizely Commerce via Visitor Groups. Then, create a spe-
cial home page for each customer segment.

As another example, create visitor groups that place customers in vertical seg-
ments, such as service stations, car repair shops, spare parts dealers, and so on.
If product data is maintained in Optimizely, different customers should see dif-
ferent product descriptions. A retail customer (service station) could see primarily
commercial data about a product, while an end-user (car repair shop) would see
technical details about the same product. So, you can use visitor groups to optim-
ize the user experience by meeting the unique needs of each customer.

Commerce-specific criteria

These criteria are available by default in an Optimizely Commerce installation, in
addition to the CMS-specific criteria. See also: Visitor groups in the
CMS Administrator User Guide.

« Customer properties. Personalize content based on age or geographic location:

o Date of Birth. Format mm/dd/yyyy.

o Customer group. Select Customer, Partner, or Distributor.
o Registration source. Enter the source of registration.

o Country. Select a country from the list.

o Region code. Select a region code based on the address region in
addresses.

o Address postal code. Select a postal code from the list (based on state selec-
ted).

o State. Select a state from the list.

Note: You can select only one property type with a related
value for a criterion, but you can define several customer
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properties criteria for a visitor group.

« Market. Personalize content based on the market to which a visitor website
belongs.

o Market. Select a market.
« Recent Orders. Personalize content based how often a customer orders:

o Order times. Select the number of times an order is placed.

o Number of days. Select the number of days over which the number of orders
must occur. For example, 4 times in the last 2 days.

« Productin cart or wish list. Identify customers that have placed a product of a
certain type or brand in their cart or wish list.

o Specified product code. Enter the desired product code.
o Product from a specified category. Select the desired product category.

o Product has a specified property and value. Enter the desired product prop-
erty and value, such as brand and Sony.

Note: You can select only one property type with a related
value for a criterion, but you can define several add sev-

eral criteria of the type Products in Cart or Wish List to a
visitor group.

« Total spent. Personalize content for visitors who spent a specified amount of
money (in a specified currency) on the site in the last number of days.

o Spent at least. Select amount and currency.
o Number of days. Select the number of days.

How visitor groups are used

When creating a campaign, you can limit it to members of selected visitor groups.
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Optimizely Commerce gadgets

This legacy section is being retired. If you want to read the Optimizely Commerce
Orders gadget (Legacy) documentation, see version 19-2, or earlier, of the user
guide.

Access rights

This section describes how to manage access rights for users such as admin-
istrators, marketers, and merchandisers working in Optimizely Commerce. When
a user is created, you assign appropriate access rights depending on whether the
user will work with CMS, catalog content, Commerce Manager, or all parts.

Note: To manage users and access rights, you need admin-
istrative access rights in CMS. This description refers to a
default implementation of Optimizely Commerce. Your web-
site may be configured differently, and have customized user
and user group management.

Managing users and groups

You manage which users can access various parts of the system from the CMS
admin view.

For easier and safer maintenance, it is recommended to base access rights on
groups rather than individual users. Then, provide access rights to users by
adding them to appropriate groups. See Managing users and user groups in the
CMS Administrator User Guide.

Note: Be aware that both contacts (visitors registering on your

public site or manually created in Commerce Manager) and
system users created from the CMS admin view are visible in
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the same listing in CMS admin view and Commerce Manager.
By default, contacts belong to the "Everyone" and
"Registered" groups.

Groups and access rights

In addition to the default groups described in Access rights in the CMS Admin-
istrator User Guide, Optimizely Commerce has its own groups that you use to
assign access rights for Commerce functions.

You must manually create the CommerceAdmins, CommerceSettingsAdmins
and CatalogManagers groups before adding users to them. To do this, go to

CMS > Admin > Access Rights > Administer Groups.

CMS groups for controlling access to Optimizely Commerce

Group

Administrators

WebAdmins

WebEditors

Provides access to

All parts of the system, including
Administration in Commerce Man-
ager.

« All editing and administration
views in Optimizely CMS and
Optimizely Commerce.

o All parts of Commerce Man-
ager except Administration.

The ability to edit Optimizely Com-
merce content. Required for all
users (if not members of WebAd-
mins or Administrators).
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Comment

Usually restricted to
developers for imple-
mentation and main-
tenance.

A built-in user group cre-
ated when Optimizely
CMS is installed.

Usually restricted to very
few users.

A built-in user group cre-
ated when Optimizely
CMS is installed.

Catalog editors need addi-
tional editing access rights
in the catalog page tree

(see Controlling access to



390 | Episerver Commerce User Guide 2021-08-02

Group Provides access to Comment

catalogs and categories).
A built-in user group cre-
ated when Optimizely
CMS is installed.

Derived from Windows, this group

provides “anonymous” visitors

with read access to content. All A built-in user group cre-
Everyone unregistered visitors to a public ated when Optimizely

website are anonymous, meaning CMS is installed.

that they cannot be identified by

the system.

Optimizely Commerce groups for controlling access to user
interface areas

Group Provides access to

All parts of Commerce Manager except Administration
and the CMS admin view.

CommerceAdmins
CatalogManagers The Catalog user interface.

MarketingManagers The Marketing user interface.

The Commerce Settings tab, which allows editing of dic-

CommerceSettingsAdmins .
tionary property values for Commerce content.
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Optimizely Commerce groups for controlling access to order
management functions

Group Provides access to

Order Supervisor All order management procedures.

« Creating returns and exchanges

« Viewing and editing orders
Order Managers . T

« Sending notifications

« Processing payments and split shipments

o « Viewing shipments
Receiving Manager .
« Receiving returns

Shipping Manager Viewing, packing, and completing shipments.

To determine more granular access rights to Commerce Manager functions for
any standard group, custom group, or individual users, use the permissions for
functions screen. See Customizing group access to functions.

Customizing group access to functions

You can customize which groups and users can perform Optimizely Commerce
functions beyond the levels listed in Groups and access rights. For example, you
can grant the Receiving Manager group the ability to allow refund credits, even
though that group cannot access that function by default. Or, you can remove
from the Order Managers group the ability to add, edit, delete payments for
orders.

Note: Permissions for Functions are only applied in Com-
merce Manager, not in the Catalog user interface.

To do this
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1. Go to CMS admin view > Config > Security > Permissions for Functions.
2. Select a function.
3. Assign or remove users or groups to/from that function.

Allows access to create shipping methods - (order-admin:shipping:methods:mng:create)

.

Allows access to delete shipping methods - (order:admin:shipping:methods:mng:delete)

-

Allows access to edit shipping methods - (order-admin:shipping:methods:mng:edit)

-

Allows access to view shipping methods - (order:admin:shipping:methods:mng:view)

Allows access to create shipping packages - (order-admin:shipping:packages:mng:create)

.

Allows access to delete shipping packages - (order:admin:shipping:packages:mng:delete)

Allows access to edit shipping packages - (order-admin:shipping:packages:mng:edit)

.

Allows access to view shipping packages - (order-admin:shipping:packages:mng:view)

Allows access to create shipping providers - (order-admin:shipping:providers:mng:create)

.

Allows access to delete shipping providers - (arder-admin:shipping:providers:mng:delete)

Allows access to edit shipping providers - (order-admin:shipping:providers:mng-edit)

.
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Allows access to view shipping providers - (order-admin:shipping:providers:mng:view)

-
m
~N
e

-

See Permission for functions in the CMS Administrator User Guide.

Controlling access to catalogs and categories

Members of user groups have default access rights to catalog content, as
described in Groups and access rights. You can override these settings, and
grant predefined groups and users access to individual catalogs and categories.
You can also create custom groups then assign to their members the ability to per-
form various tasks on products in any category or catalog.

For example, a Site_Editors group has change permission for the entire catalog
structure, while members of the Fashion_Editors group only have change per-
mission for the Fashion catalog, and Automotive_Editors group members only
have change permission for the Automotive catalog.

Note that you cannot set access rights for individual products. Products inherit
permissions from their direct parents (but not "linked" parents).
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Note: Access rights set in the Catalog do not carry over to
Commerce Manager (CM). So, users with CM access can still
edit entries there despite the catalog settings. You can restrict
access to CM through Customizing group access to func-
tions. However, most users who edit catalogs cannot access
CM.

Access Rights

Set Access Rights for "Fashion"

You can select which users and groups that will have access to this item as well as v
allowed to do with it.

| 9.-;-;. Add Users /Groups |

A
]
o

d Create Change Delete Publish Administer
& CommerceAdmins

&3 Everyone

&3 WebAdmins

& editor@example.com
&3 Fashion_Editors

& Site_Editors

K & & EEE
OO0ORAOR
K & EEOE
OO0 OO
OOo0o0gnE
HEOOOR

[1Inherit settings from parent item

To control access to catalogs or categories, follow these steps.

Prerequisite: To work with catalog and categories, users must belong to the
WebEditors and CatalogManagers user groups.

Part 1: Create custom groups

Set up user groups that will have edit access to specific catalogs. See Managing
users and user groups in the CMS Administrator User Guide.
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Part 2: Assign groups to catalogs/categories

1. Inthe Catalog, go to the catalog or category for which you want to grant
access to groups or users.

2. Goto All properties view.

m B
|

- —

‘ Options -t
Slip-On Sh...
Select view d
Display name Faded Glory Mens Canvas Twir
A2 y EI] On-Page Editing
Name Faded Glory Mens Canvas Twir v = All Properties
Name in URL p-36127195 m -
| variants @
SEO URL P-36127195 9 Pricing
Code P-36127195 L Inventories
T= Categories
Markets All
OC Related Entries
Visible to Everyone

3. Nextto Visible to, click Manage. The Set Access Rights screen appears.

Fashion * Mens

@ Mens Shoes
Display name Mens Shoes
Visible to EveryonO
Name Mens Shoes
Languages en,de,fr,sv
Name in URL mens-shoes D, Type 1073741832, Fashion Node
SEOURL Mens-Shoes-en.aspx Tools |
Code shoes

4. Uncheck Inherit settings from parent item.

5. Assign groups and users to appropriate actions for the catalog or category. If
you do not see a group or user for which you want to assign access rights,
click Add Users/Groups.
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To learn about the access levels, see Access rights in the CMS Administrator
User Guide.

The image below illustrates an editor’s ability to edit the Mens Shoe category but
no other categories under the parent.

- Name Code Price Stock Publishe Availablc Expires Product
from Type
' 4/22/15, 4/21/35, Fashion
in ’ r
O \\ % Mens Shoe shoes v 7:47 AM 6:00 PM Node
) ) 4/22/15, 4/21/35, Fashion
) 1 ¥
O ¥ Mens Jackets acke 4 7:48 AM 6:00 PM Node &
3 ’ . 4/22/15, 4/21/35, Fashion
L U i
| {% Mens Shirts shirts v 7:49 AM 6:00 PM Node | @
- ) ) 4/22/15, 4/21/35, Fashion
O 1) Mens Sweatshirts sweatshil i 7:52 AM 6:00 PM Node &
Mens- Jan 23, .
> [] ' Mens Fashionable Bundle Fashiona v 8:51 éléfﬁ;" EESHILIF; &
Bundle_1 AM :

Example: Creating a user with access rights in Optim-
izely CMS and Optimizely Commerce

In this example, you create a user who enriches product information and landing
pages in Optimizely CMS, catalog content in Optimizely Commerce, and all parts
of Commerce Manager.

1. Inthe CMS admin view, go to Access Rights > Create User.
2. Enter the user information, select Active, and add the user to the desired
groups. In this example:
« WebEditors provides access to editing views
« CommerceAdmins provides access to Commerce Manager.
« Site_Editors structure group provides access the entire catalog structure
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(as illustrated in the above image).

New User

J User Information H Display Options

Username carlos

New password secsscece

Confirm password YTl

E-mail address carlos@somermail.com
[] Active

Account locked (too many failed logon attempts)

Provider
Created date
Last login date

Description
m Not member of $ Member of
Order Managers WebEditors

Order Supervisor
Receiving Manager
Shipping Manager

WebAdmins
Administrators
&

3. Click Save.

4. Login as the user to verify that proper access rights are applied.

Access rights for the Optimizely platform

See Managing permissions for information about managing access rights for

other parts of the Optimizely platform.
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Optimizely Digital Experience
Platform

The Optimizely Digital Experience Platform unifies digital content, commerce
and marketing in one platform, including omnichannel solutions for intelligent
campaigns. The platform uses artificial intelligence and behavioral analytics

to deliver personalized experiences everywhere. With our secure, reliable plat-
form you can quickly increase engagement, revenue and productivity, while

About Optimizely

At Optimizely, we're on a mission to help people unlock their digital potential. We
equip teams with the tools and insights they need to experiment in new and novel
ways. Now, companies can operate with data-driven confidence to create hyper-
personalized experiences. Building sophisticated solutions has never been simpler.
Learn how we unleash new limits at optimizely.com.

www.optimizely.com
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