
SHOPPING CART MANUAL

1) Login to the control panel at  the website addressprovided to you in an email.
2) Upload photosof theproduct to the control panel : (a) Click on File and Picture

Utilities, click on 1 Product Pictures.

(b) Browse for product photos and then (c) click upload after you have all images
loaded. (Make sure that you re-label each image when you are saving it from the
vendorssite to something you will easily recognize such as:
flourish_butterfly_design_tshirt and make sure you put underlines for the spaces).



3) Categories: You will need to add categoriesat thispoint if the appropriate category
hasnot already been created. (a) On the left column look for Categoriesand click it,
(b) Click on Add you will see this screen.

(c) Type in theCategory Title in the first box, you may select an image that you
uploaded earlier for thecategory in the 2nd box, (d) make sure you type in the
keywords for products that can be found in this category so search engineswill be
able to find thison the net. (e) Skip down to Show ThumbnailsBefore Product Detail
– change to YES, (f) then click on SUBMIT.

4) Sub-categories: Next you will have to put in your sub-categories if they havenot
already been setup for you. (a) Click on Categorieson the left, (b) Click on Sub
Categories, (c) choose amain Category – (Parent Category),



(d) Click on Add aNew Sub Category,

(e) Type in the Sub category name (f) Type in keywords for thisSub Category to help
in Search Engine Rankings (g) Click on Submit.



5) Adding Products: (a) On the left column click on products, (b) Look for 1 Using a
Wizard and click on wizard,

(c) Type in aProduct sort number (This isnot important, put in 101 at all times). (d)
Choose acategory/sub category from the drop down box, (e) Type in your Product
Title and Skew Number (name of product, and alwaysput this tag before the title
<p align=left> thiswill make the title justify to the left), (f) Type in the Product
Description ( Put this tag before thedescription <p align=left> )
(g) Click Next.

(h) Click next on the following page to bypass.



(i) If you plan on controlling inventory choose yes in the drop
Yes

Sh o w

QOH in w eb p ag e, (j) click Next

(k) Follow the directionsnext to each areaon thisscreen.



(L) Choosing aPhoto: Choose aphoto or two photoson thisscreen for the product.
(M) Click Next.



(N) Scroll down the next page till you seeboxes like in the picture below. This area is
is for product extrasLike Color Choices, Sizes, Etc. In the Description Box Type in a
description likeChoose Sizer, then in the smaller description box underneath type in
the choices like small, medium, large, etc (if there isadifferent in price for you might
have to add a$1.00 to an XL so put $1.00 for the price add on in thisbox, then you
can put in how many you have available if you are controlling inventory). The
Description box on the right sideof the screen is if you have choices like Choose a
Color: then list out the colorsbelow the description box. Scroll down and click
NEXT.



(O) Thenext screen is for optionswith check boxes. You may follow theexampleon
thisscreen for directions if you need to use thisoption. If not just click next.

(P) The next screen is for optionswith Radio Buttons. You may follow theexample
on thisscreen for directions if you need to use thisoption. If not just click next.

(Q) Thenext screen is the Save Product step. Click Save.



6) Receiving Orders (Only if you were paid with aCredit card)
Click on Paymentson the left column, Look under Standard Paymentsand click on
Login to FC-CCCSand then put in thepassword information _________________.



7) Editing Products: Click on Products on the left column, Look under Edit a
Product and click on Edit using a one page form,

Search for product you want to edit by looking through categories or sub categories,
click GO, Scroll down until you find the product you want to edit and click on Edit
this Item, Edit whatever info you need to edit on this next page and then halfway
down thepageclick on SUBMIT to savechanges.

8) To choose Featured Items: Click on Products on the left column, Look under Edit
aProduct and click on Edit within a Table, Look at the last column by each
product and you should see Featured and change the drop down box to Yes for the
productsyou would like to feature. Click Save Changes.
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