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1 Introduction

1.1 Getting Help

Before we start, we would like to let you know that there are other ways of getting help in your online store.
1.2 Help Menu

The Help Menu will appear on the right side of the page. It can be hidden or opened by clicking on the help icon E .

* ©°
Related help topic

The content of the help menu will change based on the function that you are accessing.

There are four tabs in the Help menu:

o
o T IR I B

1. 2UIRI3E 4,
1. The Help System (with ‘Related help topic’, ‘Advisor’, ‘Additional topics’ and ‘Search for help’ fields).
2. The Clipboard - used for copy and paste.
3. Favourites — where you can save frequently used pages.
4. History - is refreshed each time you start a new browser session.

The entire User Guide can be downloaded from the Help Menu.

1.3 Tips and tricks

As you create your shop “Tips and tricks” will appear at the bottom of the page these will change based on the function
that you are using.

Start  Orders Customers [N Content/Categories Booking system Design  Marketing

import and export
Object Type Products =
Formatting English / Australia =l &
Enceding Standard (150-885%-1) || @
Deimiter comma () =1
Languages Al =l
CEV impert file Select file.

Export

g Tips and tricks
» Create and use C5V import file template
» Import product catalogues from other systems
» Export selected products, categories, pages, and customers
» Upload images to products and categories during the import
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1.4 Informationicon

The information icon @ can be found throughout the set-up pages and offers advice and links to assist in the various
functions and processes.

= Product number and name, Visibility

Product number * | HP Desktop Computll @

Froduct visible inshop @ Yes () No i@ You can set whether this number is shown for all products in the
shop in the Froducts settings.

* Change s=tting

Product name | HP Desktop Computer
Pagetile  Milestones - Equipped to mest your gosis P Edit (@

1.5 Provide Access to My Online Shop Support

When you contact the Support team, they may need access to your shop’s Admin area or Management Back Office
(MBO). You are able to provide them with access on a temporary basis by going into Settings > General Settings under
the General > Status and Activate service access by selecting Yes and the expiry date.

Start Orders Customers Produets Content/Categories Booking system  Design  Marketing Help
Welcome!
‘General Settings Please sign in.

E Page cache | Utilisation Address | Business hours Number formats. Usairianie
. Password
Presentations, Advanced setfings

Sign in
Created on Tuesday, § February 2013
The website is @ Open () Closed «Forgot your password?
Website closed message ______ = = m— . =
<h3> Brief technical interruption </h3> Our website is unfortunately clesed at the moment. We will be back to serve you soon. <br /><br Mg
') Online Sh

Service access for support staff

When you contact our Support Team you can et our staff aocess you Adminisiraton for 2 fmited fime. Warking together Note: If you have forgotten your password or

e NM., = E want to reset it, follow the “Forgot your

password?” link on the sign-in box.

n March 2013 n

= o Te et B S The User name will be admin and the E-mail
s 5 sfflle s 0 address will be the address you entered when
112 13 14 15 16 17 . . . .
o e 2 2 oz a settmg up your shop. Ygu will receive an email
228 27 2% 3 WU containing a link that will allow you to reset
Today || Complete your pO.SSWOrd.

1.6 Sign-in

To set up your store, you have to first enter your back office. To do this, type the Internet address of your Admin Page
as sent in your Welcome Email on the browser. Your Admin Page is also known as the MBO. This is where you will
manage your online store, add products and process orders.

Check your welcome pack/email for the MBO Internet address (URL) specific to your eCommerce site.

Welcome! A sign-in box will appear. Enter your user name and
Plegessianin password that was sent in your Welcome Emaiil.

User name

When you login for the first time the Set-Up Assistant
will appear. The Set-Up Assistant will guide you
through the set-up process.

Password
Sign in

= Forgot your password?

Subsequent logins will take you straight through to

My your shop’s administration home page.
‘) Online Shop
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2 Set-up Assistant Wizard

The Set-up Assistant will automatically take you through the initial design of your sh

2.1 Step 1 - Select a design:

Choose a shop theme that is closest to your type of business.

General Seftings
User management
Tax calculation
Delivery and payment

Country Settings

You are able to change anything later and can start the Set-up Assistant again at any dimnestings

@D > Lsyout > Design > Contact » Seftings > Verify

Computers and electron-
! ics

e.g. Hardware, software or EDP
services

Manufacturing industry

2.g. Metal processing, chemical
industry or wood-working

Hotels and trips
2.9. Holidsy flats, camp sites or
travel agent’s

Clubs and organisations
&.g. Church organizations, coun-
=eliing services or foundations

Trade

2.9. Housewares, foodstufiz or
home furnishings

4

D
¢
+J

Art, culture and education

e.g. Museums, theatres or univer-
sities

Building, living and prop-
erty

.g. Architects, gardenars or dec-
orators

Free time
.9. Sport, clubs or events

Services
2.9. Agencies, financial services

o lawyers

Health

e.g. Doctors, weliness or pharma-
cies

Click on “Next” to proceed to the next step.

2.2 Step 2 - Choose a layout:

Choose a template that suits your business and requirements. Don't forget to check all the designs. There are lots

available.

| Back
J
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you can modify the header image and the

&

as
€ ]

Crafts

.g. Canpenter, electrician or
blacksmith

Lifestyle and fashion

.g. Cosmetics, gifts or decora-
tive ideas

Automotive and transport
.g. Workshop, sccessories or
driving school

Private websites
e.g. Hobby, fan page or club

Other

Product settings
Search
Basket setfings

Order document settings
|
|

| Restart of the setup assistant|
|

&Y pBay seftings

The Set-up Assistant can be
restarted at any time by
going to Settings > Restart
of the setup assistant
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2.3 Step 3 - Modify your shop design:

If you have already run the Set-up Assistant wizard and you have started it again then you will see an image of your
design in the preview window. Otherwise, you will see the design that you have selected.

quiremel

Colour 1 |}
Colour 2
Header image Homs pags gory 1 tegory 2 tegory 3 Aboutus
Product search
Background image Design jourhome page ushg extand mages. nsed selected pOducs o ak@ct e atlenton | &
of jour customers 2 3
Agvanced seareh
E0rmis page using Me preview of in e menu sem “of
Jour Agm istraton
Use me gispiz; 0ptions o modity me amrangem entoftexts, M ages, products and G bRANa RO
subcakgores.
- E-mall daress
fsomn
Password
~ S Signin
Forgotjour password?
PRauctt Poduct 2 Prouct 3 RagkNr
0¥ price $1985. Ok price $3885 $2295+
$16.95* §72.95%
* e . e
=
Back | Next

You can change the banner images and also change the default colours of the design you selected. Different templates
will allow different levels of modification.

You can select the banner image from our wide range of free images. You will be presented with the most relevant
banner images for your shop theme. Other banner images can be selected later.

Design

Change the header image and colour to adapt the site to your requirements.

Topic > Layout > (@EEFL) > Contact > Settings > Verify

|»

Preview Use own image: | (8 Upload file | | Display other images

Colour 1 | ]

Colour 2

Background image

" Back ‘

After you change the banner image you will see a preview of your design.
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2.4 Step 4 - Add shop information:

Now you can add your contact information, give your store a name and choose a slogan to complement your brand.

Logo & contact information

Enter the

Topic = Layout > Design >> Settings > \Verify

What is the name of your company or organisation? How can your customers reach you?
Company name Getaway First name * |JOI‘In |
Surname * | Smith |
What do you want to call your website? -
E-mail *
info@getaway.com.au
Name of website |Dream Vacations ‘ |7|
Phone | |
Slogan | Escape from the day to day ‘
Fax |7l
Logo | 3 Upload file |
. House no. /Street™ 111 Bourke Street |
Preview Posteode/Town* (3000 | |melboumne |
Dream Vacations Country * | australia =l
[o) Escape from the day to day
o(.‘)
W
* Required fields
| Back | | Hext |

You can also upload a logo that will be scaled to fit the template that you are using.

Enter the

Topic > Layout > Design >> Seftings > Verify

What is the name of your company or organisation? How can your customers reach you?
Company name Getaway First name * |Jﬂhn ‘
Surname * | Smith ‘

What do you want to call your website?

E-mail * i
’ info@getaway.com.au

Name of website |Dream Vacations | (e ‘
Phone | ‘

Slogan ‘Escape from the day to day |
Fax | ‘
Houseno. /Sirest” | 449 Bourke Street |

Preview Postcode / Town * |3000 | ‘ Melbourne |

Dream Vacations Counlry * | Australia =l

Escape from the day to day

* Required fields

|Bat:k| |Nex1|
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2.5 Step 5 - Enter your tax setting:

This is very important for you. For most shops selling to consumers the tax setting will be Gross, but if you are unsure
then ask you accountant or financial advisor.

Topic > Layout > Design > Comtact > (I > Verily

What tax medel do you want to use for your shop?
() Mt (Display prices without Tax

(@) Gross (Disnlay prices with Tax included)

What is the Tax ID of your company or organisation?

Tax D

Example: AU 123456789

Back Next

2.6 Step 6 - Check your work.

Review and check your set-up and make any changes that you need. Finally click on the “Apply” button.

6 Verify (x]

Topic > Layouwt > Design > Contact > Settings >

Company name Getaway (Change) Firstnama John (Change)
MName of wehgite Dream Vacations (Change) Surname Smith (Change)
Slogan Escape from the Day to Day (Change) E-mail info@getaway.com.au (Change)
Tax D (Change) Phone (Change)
Languages VIEnglish 5§ (Change) Fax {Change)
Houge no. [ Street 111 Bourke Street (Change)
Posteode f Suburh 3000 Melbourne (Change)
Country Australia (Change)

Back

2.7 Congratulations your initial design is complete!

™ Page cache: Update now

You can view the page that you are currently editing at any time by clicking on the “See your site: Website” button at
the top of the page on the right-hand side.

Note: Before doing this, click on “Page cache: Update now” so you see the latest changes.
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3 Complete Your Store Set Up

3.1 First Steps Checklist

After you have completed the Set-up Assistant wizard you will be taken to the “First Steps” page in the administration
section. This built-in checklist will help you keep track of some of the important tasks that need to be completed as part
of your shop set up. This is a guide only and not all of the steps are mandatory.

By selecting a step you will be taken directly to the relevant page in the MBO to complete that particular step in the
process.

First steps: 3 of 13 tasks completed Overview Dashboard

[# Selectthe topic of the website

b 4

[¥ Find suitable design These steps are completed automatically when you go
- through the Set-Up Wizard Assistant

[# Specify your address
— =

[ Edit design details

The Cluick Design feature can be used to adapt the
design of the website to your wishes.

-
[ Edit contents of the home page

O Add products

O Add delivery methods

[] Add payment methods

O complete Imprint

|:| Specify General Terms and Conditions
1 write data privacy policy

[1 Insert information on right of withdrawal

|:| Check settings for customer registration

When you are done completing a step, you can return to the 13 Step Checklist by clicking on the
“First steps” button that appears on the left side of the screen or by going back to Start on the
main menu.

Australia Post My Online Shop 10



If you put your mouse over an item then you will see a short explanation of that item shown alongside the step.

[# Selectthe topic of the website

The items that have been completed while running the Set-up Assistant will be identified with a green tick.
3.1.1 Hereis a bit more detail on First Steps Checklist:

. Select the topic of the website
Select a layout and design based on the type of business, products and services you will be selling.

. Find suitable design

Choice of layout determines the design of your website or template you use. You can add or change templates later

in the Design Menu.

. Specify your address
This contact data will be used when the address details of your website are published.

. Edit design details
The Quick Design feature can be used to adapt the design of the website to your wishes.
Refer to Page 27 for more detail on Tailoring Your Shop Design

. Edit contents of the home page
Add texts and pictures to the home page, with which to greet visitors to your website and encourage
them to browse.

. Add products
Create your own products. Enter prices, descriptions and attractive photos. Next, assign your products
to categories.
Refer to page 12 for more detail on Creating Categories
Refer to page 14 for more detail on Creating Products

. Add delivery methods
Add the delivery methods required for your business. The Delivery via Australia Post will be available with
two domestic delivery options (Regular and Express Post) and five international options.
Refer to page 17 for more detail on Adding Delivery Methods

. Add payment methods
Credit card payment by SecurePay is a standard payment method available for your store but you can
also create other methods for example PayPal or pay by invoice.
Refer to page 20 for more detail on Adding Payment Methods

. Complete Imprint

Complete the company contact information with information about the operator of this website. The Imprint is also

known as the provider ID. This information will be available to visitors to your store and may be also passed to
portals such as eBay during registration with them.

. Specify General Terms and Conditions
Specify your contractual terms and conditions under the General Terms and Conditions.

. Write data privacy policy
Since you are collecting personal data from your customers, you must tell them how this data will be used and
stored. This is a legal requirement. Link to Australian Privacy Act

. Publish important customer information
In the customer information, enter important information about the order process and the delivery and payment
options.

. Check settings for customer registration

Specify what form fields need to be filled out by customers registering or buying from your online store.
Refer to page 25 for more detail on Customer Registration

Australia Post My Online Shop
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3.2 Creating Categories
After you have completed the design of your shop, the next step is to create categories of your products.

To create categories, click on Content / Categories in the upper navigation bar. You can enter the categories either in
the visually oriented Preview mode or in the Data Sheet mode. The Data Sheet mode displays your data as a list.

3.2.1 Preview Mode:

To create a category in the Preview mode, click on the New symbol and enter the name of your category.

[E—]

Add new page | category (]

«| Page/Category

Page / Category
Content page A page or category can be usedto

Forum S5 presentiext, images, and videos.

Blog You can create subpages and as- |
Type Guestbook sign products.

Image gallery

Link

Fromotional products

Sitemap ;'

Name* |[§g] egory
Visible ) Yes @ Mo

* required fields

Insert Cancel

3.2.2 Data Sheet Mode:

To create a category in the Data Sheet mode, use the text field and the drop-down menu as portrayed in the image
below. Save your entries. The newly created category now appears in the list of pages.

Stat  Orders Customers Products [CEUPYFSRMRSIM  Booking system Design Markeling  Seftings  Help
A Preview

Home page
General Pages Products I New ion
| L SEO:

Legal taxts »
File manager

Import and export

Lines

H Name | Status Sort order |
20
Rig 40

O & P:

'age | Category &
O = Page / Category k]
O = Page / Category )
O Promotional products ® =0
O ma Page / Catagory 100
5959
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3.3 Making Categories Visible
It is important to make the product categories visible in your shop for your online customers.
3.3.1 Preview Mode:

To do so in preview mode, click on the Visibility symbol, which is next to the New symbol. This will toggle the visibility on
or off. Screen shot on the left is toggled on, once clicked again, its toggled off — screen shot on the right. Notice the icon
is bold when it is visible and grayed out when it is not visible.

_ _ K Start Orders Customers Products CDnhen‘tICahegnriesl
Start Orders Customers Products [gEefelyitlgesE Iy

s~ & ove s =~

Move page

Nl Visibility
P = Editing hel
B Editing help SER: & e
Pages '+
Pages % Home pags

3.3.2 Data Sheet Mode:

If you are in Data Sheet mode, activate the category by clicking the checkbox next to the category and select Visibility

among the batch processing icons. After you have selected the Visibility function, a drop-down menu will provide a set of

choices. Select Set visible. The selections will be made and saved.

Start Orders Customers Products |[OICHISNEETELMTEIN  Booking s

Home page
General Products Images Layout Introducti
L
‘b ® s K1

Add to tray | Move Duplicate Export

Set not visible

Set as not visible in the menu Contact

Terms &

Privacy

Right of

) B Main category 1 {1 Page /
) ‘B Main category 2 {1 Page /

Australia Post My Online Shop
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3.4 Creating Products
You can now create a product and assign it to a category.
3.4.1 Creating a new product

Click on Products > New > Product and the product-editing page will appear.

Products I (LR GO GEEE  Booking system  Design Marketing  Settings  Help

Products

Home page
3 Promational products

General Pre New D Product
SEO: 80%

Product types o' Product with variations

Price lists
Cl @

Product ratings [y Downloadable product

Add to tray Visibility »

Import and export : Customizable product

Product setti
roduct settings Lines |10 j‘

Enter at least one product number and its price, specify the tax class, and set Product visible status to Yes.
These settings make the product visible in your shop.

Start Orders Customers Content / Categories Booking system Design Marketing Settings Help

Products « New product

* Product number and name, Visibility

Praduct number * | |o

Product visible in shop | O Yes @ No @

Product name |

Page title  Dream Vacations - Escape from the day to day

S Edt @

- List price, Order unit, Tax class

Price comparison

List price (Gross) | |$ | |$

Australia Post My Online Shop



3.4.2 Product Description
To enter your product’s name and description, click on the Description link.

Texts are edited either in HTML (computer code) or WYSIWYG (What you see is what you get) mode. We advise beginners
to use the WYSIWYG editor, as shown below, because it allows you to process text and images without relying on code.
To do so, click on the Edit text button above the text fields.

Edit text: Description (x]

[l Paragraph =] 3 = _gﬂ & Gadget =2 25 @ :|
RSS & Q U, ¥ 7

= Image Video and Flash

- Font -

Enter a meaningful description.

After you enter your information, click on “Apply”.

3.4.3 Assignhing a Product to a Category

Finally, you must place the product into a category - in this case, the newly created Products category. Click on the
Categories tab, select Categories/Products in the drop-down menu, and then save your selection.

Start Orders Customers [HO0MES Content f Categories Booking system  Design  Marketing  Settings  Help

Products + Product 1 (demo1

General Images Variations Customization Prices Cross-selling Portals

B Assigned categories

‘& Home page/Main category 1 (© (Standard category in navigation history)
@ Home page [

' Home page/Promotional products [

[+] | (Select entry) j| List the current product in the selected category first

(Select entry)
Home page
Home page/Main category 1
- = el L =
- | | Home page/Main category 3
R

Follow this same procedure for all additional products.

Please consult the User Guide for descriptions of additional product-related functions, such as the creation of product
variations and product bundles (several products are offered together as a bundle).
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3.4.4 Fast-Product Editing

You can edit and change the product name, price and stock level while in product-list view.
Just move your cursor over the text that you want to change and click on the’ncil icon.

NOTE: In a list view throughout the MBO you can change the length of a list of the items that
you can see using the “Lines” drop down list at the top right of the view.

Add v

Lines |10 x|

M Product number %+ Name List price § Stock level §

Example Co. product $5.00 49

EO [Product 1 | I 515_9 12

b dema2 Product 2 §7295 4
;'0 demo3 Product 3 522,95 0
$100.00

.‘i example product example product name

Australia Post My Online Shop
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3.5 Setting up Australia Post Shipping

The Australia Post Shipping in My Online Shop enables online sellers to access Australia Post lodgement, payment, and
tracking capabilities within the website administration area. It is integrated with Click & Send and will help you manage
your delivery and fulfilment requirements more seamlessly.

The Australia Post Shipping in My Online Shop is free to use. The cost of Australia Post shipping, products and services
are the same as you would pay if you were using Click and Send on the auspost.com.au website.

Please note: Support for registered Click & Send users is not currently available, but will be made available in
subsequent releases.

For more information on the benefits of using Click & Send, visit http://auspost.com.au/parcels-mail/click-and-send.html

3.5.1 Setting up Australia Post Shipping

To begin setting up Australia Post Shipping, click on Settings > Australia Post Settings

Start ROGEIEN Customers Products Content/ Categories Booking system Design  Marketing Help

q General Settings
Articles o
User management
Tax calculation
3t
. Delivery and payment
Create v Country Settings

E-mail settings

n 2 o+ Product settings Lines | 20 [«]

W ID § OrderID(s) Customer Last Modified I Postage Product Status 1 Search hP Consignment ID §

Baskst settings
N B 02 e ggg  Aug 16,2013 10:48:54 Ready for
Al0d0 - AM Couriar Post manifesting Order document settings

1033 B 1014 & 1000 Aug 15 20134:29:33 PM Mo product assigne &¥ eBay settings
. mAustraha Post Settings
At037 B 1009 & 1000 Aug9, 2013 34627 PM  Parcel Post Manifested 2147483647

Restart of the setup assistant

A1034 B 1011 & 1000 Aug®, 2013 3:09:02PM  Courier Post xﬁf‘;;ﬁ’ng T

A1032 1022 & 1000 Aug9 201331536 PM  Courier Post :‘;‘}‘;g‘;g %000000%257 53145

A1031 1023 g 1000 Jul 30, 201322539 PM  Express Post Manifested goonumoeme? $9.55  [F) 2147483647
A1030 1026 g@ 1000 Jul30. 201322619 PM  Parcel Post Manifested E}UUUUMZZUHS $6.95  [F) 2147483647
A021 B 1021 g 1005 Jul 18, 2013 1:13:39 AM  Parcel Post Manifested %munmgusuﬂs $8.95  [F) 2147483647
At017 B 1020 & 1007 Jul 16, 2013 12:57:37 PM Parcel Post Manifested Esunnmwgngg §3.05  [F) 2147483647
A1016 1001 & 1001 Jui15, 201322026 PM  Express Post International ~ Manifested %000003642AU $119.25 [F] 2147483647
atote [B 1004 gy 1000 Jul5 20134:0819 AM  Express Past Manifested 551300001245094 §12.35  [F] 2147483647

(Optional) If you have an Australian Post account, you can enter the Australia Post CN in the text field and click Save.

Australia Post My Online Shop
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Australia Post Settings

General Addresses

AUSTRAUA

(PY-1o 1y gl Australia Post Shipping

The Australia Post Shipping in My Online Shop enables online sellers to access Australia Post lodgement, payment, and tracking capabilities within
the website administration area. It is integrated with Click & Send and will help you manage your delivery and fulfilment requirements more
seamlessly.

The Australia Post Shipping in My Online Shop is free to use. The cost of Australia Post shipping, products and services are the same as you would
pay if you were using Click and Send on the auspost.com.au website.

Please note: Support for registered Click & Send users is not currently available, but will be made available in subsequent releases.

For more information on the benefits of using Click & Send, visit http:/auspost.com.au/parcels-mailiclick-and-send.himl

| Austaiia post cn [123456789 [

An Australia Post account gives you access to secure online services
where you can redirect or hold your mail, manage your parcel deliveries

and more.
—

If you have signed up for an Australia Post account please enter your
Australia Post Customer Number here.

For more information on the benefits of having an Australia Post account,
please visit hitps:/id. auspost.com.au

3.5.2 Lodgement Settings

Next, Click on Addresses and fill out details associated with your online store. The address entered as your business
address will be used as the sender address in any articles lodged using the Australia Post Shipping from My Online
Shop. This address will be displayed on the article's label within the section labelled 'FROM'.

Australia Post Settings + Addresses

—

The address entered as your business address will be used as the sender address in any articles lodged using the Australia Past Shipping from My Online
Shop.

This address will be displayed on the arlicle’s |abel within the section labelled ‘FROM'.

Company [ | Address* [ |

ABN | | [ |

First Name * | | [ |

Surmame * | ‘ Suburb * | ‘

Phone * [ | State * | (Select entry) =]

E-mail * | | Postcode | |
Country * AUSTRALIA

—

Enter details in the Pick-up Addresses tab. Click on Add Pick-up Address

Start Orders Customers Products Content/Categories Booking system Design  Marketing @SULGEN  Help

Australia Post Settings + Addresses

general
Business Address Pick-up Addi

B] The addresses listed will be available for you to choose when electing to have your parcels picked up by Australia Post. Before submitting a manifest you
—  will be able to choose one of these addresses as the address where the parcels will be picked up.

You may choose to specify pick-up instructions that will aid in a prompt pick-up service

Australia Post My Online Shop
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The addresses listed will be available for you to choose when electing to have your parcels picked up by Australia Post.
Before submitting a manifest you will be able to choose one of these addresses as the address where the parcels will be
picked up. You may choose to specify pick-up instructions that will aid in a prompt pick-up service.

Start Orders Customers Products Content/Categories Booking system Design Marketing Settings W] o

Australia Post Settings « Addresses « Add Pick-up Address

Company Address®

First Name =

Surname *

Phone * Suburb *

E-mail * State * (Select entry) [+]
Postcode *
Country © AUSTRALIA

Pick-up instructions

3.6  Activate Delivery Methods

You must now create at least one delivery method and one payment method. Click on Settings > Delivery and payment
> Delivery methods.

RS 1 OYT LOLNT. UPUGLE 0w --- iil' . . ii“i“ i—

Start Orders Customers Products Content/Categories Booking system Design Marketing Help

General Settings
Delivery and payment methods settings 9

User management

Payment methods Dependencies Delivery options Deferred payme Tax calculation . and collection services

Delivery and payment

Country Settings
E-mail settings

Product settings

Search
M Delivery method Type Basket settings
() ™A Standard delivery Weight of the products in the shopping baskst Order document settings 10
(1 ™A Express delivery Fixed price & eBay settings 20
() ™8 Customer pickup Free delivery Restart of the setup assistant 30
o (Select entry) a 9999

3.6.1 Delivery methods

You create a new delivery method by selecting your choice from the Type dropdown menu.
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Start Orders Customers Products Content/Categories Booking system Design  Marketing RuLGEE Help 0

Delivery and payment methods settings

Delivery methods Payment methods Dependencies Delivery options Deferred payment Logistics Credit check and collection services

B Delivery method Type Default Sort order
[ MamMoCharge Free delivery @] 30
O WA Weights of Products ‘Weight of the products in the shopping basket @] 70
[ MRFAC Delivery via Australia Post [} a0
(4] [(Select entry) " 9999

(Select entry)

Delivery via Australia Post

Free delivery k

Fixed price

Exemption limit

Shopping basket total

Weight of the products in the shopping basket
MNumber of products in the shopping basket

Here is a brief description of the various delivery methods, more information on setting up Australia Post options can be
found on page 29 of this document and in the User Manual for other delivery methods:

. Delivery via Australia Post — You are able to configure up to seven possible Australia Post delivery
methods - two domestic options (Regular parcels and Express parcels) and five international options (Air mail, Sea
mail, Express Courier International document, Express Courier International merchandise and Express Post
International) — see page 29 of this document for more details

. Free delivery - if you want to offer delivery to the customer at no charge

. Fixed price - if you want to offer delivery at a fixed price

. Exemption limit — using this method, you can provide free delivery for goods above a certain total value
- e.g. Free delivery on purchases over $100

. Shopping basket total - the delivery charge will depend upon the order value

. Weight of the products in the shopping basket - delivery charge will depend on the weight of the

products in the basket - e.g. Goods up to 5 kg will cost $10 and every kg over that weight will be another $1/kg.

. Number of products in the shopping basket - delivery costs based on the number of products in the
basket - e.g. If you purchase more than 10 items, delivery is free

3.7 Activate Payment Methods

You also need to activate at least one payment method. Click on Settings > Delivery and payment > Payment
methods.

You create a new payment method by selecting your choice from the Type dropdown menu.
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L}
Delivery methods Payment methods Dependencies Delivery options Deferred payment Credit check and collection services Related help topic

Payment methods overview

Configure default method

Advisor

Search engine optimization

B Provider Payment method Name in shop Default Sort order
[ 6 SecureFrame SecureFrame SecureFrame O) 10 Additional topics
] = System standard Direct dehit Direct debit 20 Work in tables
Work with tray
[ & System standard Free Free 0 Payment methods in coupons
o (Select entry) hd 9393
(Select entry] Search for help topic
Free Search for yol
Fixed price 7
Exermptin limit » Display contents
Direct debit + Download guide
Direct debit via fax
PayPal Express Checkout
SecureFrame

Here is a brief description of the various Payment methods, more information on setting them up can be found in the
Appendix for SecurePay & Paypal.

. SecureFrame - SecureFrame is a product of SecurePay, a recognised market leader in online
payments. See page 33 of this document for detailed set up instructions

. PayPal Express Checkout - For this payment method, the shopping basket data is transferred to
PayPal. See page 35 for more details

. Free — No other costs are charged to the customer when this method is used. This method should be
used for payments that need to be manually confirmed by you - e.g. pay on account, pay by cheque (be sure to
update the description of the Payment Method so it doesn’t read “Free” any more)

. Fixed price — You define the additional amount that the customer should pay when using this payment
method - e.g. you might charge $5 to process any payments by cheque

. Exemption limit - You define the additional amount that the customer should pay when using this
payment method. In addition, you define a limit value (Limit) above which the customer must pay an order - e.g. if
you spend at least $50 you can use PayPal

. Direct debit — This payment type makes sure that the customer's bank details are requested during
the ordering process in the shop. The information entered is tested for completeness but not accuracy.
Note: No test is carried out for the existence of the account entered or the presence of sufficient funds.
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3.7.2 Making your payment method visible

Once you have completed and saved the settings in the Settings tab then you can make the payment method visible
and set it as the default by selecting the relevant buttons.

We recommend that you select the after payment button to create orders after payment has been confirmed.

You can add a note or instructions that will appear to your buyers under the payment method name during the
checkout process.

When complete click on “Save”.

Payment methods « Cash on Delivery

General Customer groups
o~ "
CashOnDeliveny
Type
Visible » Es
Default ‘ez @ Mo
Deferred payment avail-
shlz
Availzbility restriction Minimum order valus ) Masgimum order value )
3 3
Discount ~ o %@

Allow usage for the following billing addresses | All countries of the shop ;I
English
Mame in shop

Cash on Deliveny

Commant Edit text

The payment-on-delivery charge is &sure;4 and will be collected by the delivery service.

Leoo (Disolawv on N OrEr DroCESS 1N Individus] stens

NOTE: You can make payment or delivery methods visible or not visible using the Batch Processing icons. If you do
not have a visible payment and delivery method setup then your customers will not be able to check out.

Australia Post My Online Shop
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4 Final Steps to Go Live

4.1 Define cache settings

When you are ready to go live ensure that your page cache is set to “on” so that your page is delivered to your visitors
at the fastest speed.

Start Orders Customers Products Content/Categories Booking system Design  Marketing Help

I General Settings I

User management

General Settings

General Utilisation Address Business hours Number formats Tax calculation

Delivery and payment

Country Settings
Settings for improving display speed E-mail settings
Activate the page cache to improve the speed at which your Web site’s pages are displayed for your customers. T
Senver.

Product settings e s e

Search

I ¥l Activate page cache and use the following settings for the validity period of pages I Basket settings

Order document settings

::ﬁ]n?page V:I::;y ﬂ &Y eBay settings

Categories 1 week = Restart of the setup assistant
Product detail view 1 day d

Text pages detail view 1 week d

Update immediately

42 Activate E-Mail Events

There is a large selection of pre-configured email events to update your customers on the status of their order or
registration. These can be modified via Settings menu > E-mail settings. Make sure you have set up a valid email
address and your shop’s signature.

Stat Orders Customers Products Content/Categories Booking system Design  Marketing Help

= < General Settings
E-mail settings 9

User management
General Tax calculation
Delivery and payment
Country Settings
S  —

Product settings

& New registration

A Change password ssword
Search
A Contact form Basket settings
Bl Change of user address Order document settings
§ Create a user account &Y =Hay settings nt

__ Reguest to confirm the new e-mail address Restart of the setup sssistant

rder recsipt confirmation

Order receipt confirmation of your order #Alias

B Crder status - Viewed Your crder #Alias has been viewed

B Order status - Rejected Your order #Alias has been rejected
B Crder status - In process “our ceder #Alias is being processed
B Crder Status - Pending “Your crder #Alias is pending
B Crder status - Ready for dispatch “Your crder #Alias is ready for dispatch

BB Crder status - Partislly dispatched “four order #Alias has been partislly dispatched

I Bl Order status - Dispatched I “four order #Alias has been dispatched

Australia Post My Online Shop
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E-mail settings

Sender address * I| info@getaway.com. au | :J
=

Encoding | Unicode (UTF-8)

English

Signature | Edit text

—<br/=<br/=

Dream Vacations<br /=
John Smith<br /=

111 Bourke Street<br /=
3000 Melbourne<br /=
Australia<br /=
info@getaway.com.au

Then click on one of the activated events, enter informative text into the corresponding fields, and enter a sender’s
address. Make sure to save your entries.

E-mail settings « Events « Order receipt confirmation

Active @Yes (JNo

Sender address | | i
Cc address | | (i ]
Bec address |inf0@gmai|.c0m_au | i ]
English

Subject

|Order receipt confirmation of your order #Alias |

Header @ Edit text |

Text @

Edit text

Insert your text here, e.g. the full cancellation policy. <br /=<br /= (Edit this text in your
administration area under the menu item "Settings => E-Mail Settings >> Events =»
Order Confirmation”.)
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4.3 Shopping Basket Settings

The shopping basket is an important part of your store and you need to make sure that it is set up correctly. Review the
basket settings at Settings Menu > Basket settings.

Start Orders Customers Products Content / Categories Booking system Design Marketing Settings

Basket and order settings General Settings

User management
| Texts Registration Tax calculation
Delivery and payment

‘Command “Add to basket” @ does not change the cument view Country Settings
lopens the basket E-mail settings

Product settings

Adding a duplicate product # inresses the number in the basket Search
'replaces the product in the basket I Basket seftings I
'does not change the number in the basket
| reates & new line item in the basket Order document settings

&Y =Bay settings

Display of the “Add to basket” func- ! |y Addto ... Button [ ] Restart of the setup assistant
tion | [ Add t.| Entry field for quantity o

L [7] 7z Add .0 Entry field for quantity with +- function (@

>} [v| "z Add ] Quantity selection field [ ]
Display "Add to basket” function only | Yes @ Mo

on preduct detail pages
Show product images in basket & Yes ) Mo

‘Order process @ In individusl steps

Srees 4 Bkt Arrdemes 3 Dirmateh fone A Docment beee B Check 8 Oeder 8 Do

You can also change or customise the text that your customers will see during the shopping process and you can
provide them with directions and advice. This can be done at the “Texts” tab in the Basket settings

It is also important to make sure that you have the correct fields enabled for the shopping process to complete. Use the
“Registration” tab to customise the fields that your customers see.

Start Orders Customers Products Content/Categories Booking system Design  Marketing [EISUOEEN Help

Basket and order settings

Basket Texts Registration

Hew registration Billing address Delivery address

Form feld Visible Required Visible Required Visible Required

E-mail address il =) o (]
Password o o D o
Gender m ] o m] ] o (]
Salutation ] o ] (] O ]
Title a o ] (m] O m}
First name ™} v} il 7] " vl
Middle name{s) m] o ] m] O o
Surname A v} il ™ v il
Display name (m] o ] (] O ]
Address extension (m] (m] m] m] ] m]
Street [~} el il 7] (v} Il
Street [2nd line) (m] (m] m] m] ] m]
Doar code [m} (] (] ] o ]
Postoode 7l el ] ¥l 4 el

There are three sets of fields that can be setup. We suggest that you use the same fields across each address type.

1. New Registration - these are the fields that will be seen when a customer ‘registers’ on your store and sets up a
customer account. The fields are either visible or required (mandatory).
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2. Billing Address — these are the fields that will be seen by any anonymous buyer that goes through the checkout
process on your store.

3. Delivery Address - These are the fields that will be seen when a customer requests a separate delivery address
from the billing address.

The field sequence and the field names as seen in the shopping cart cannot be changed.

You must have certain fields enabled if you want the shopping cart process to complete successfully these should be
made visible and required:

. First name
. Surname

. Street

. Postcode

. Suburb

. Country

. State

. Email

NOTE: These are the fields required for most of the payment gateways like SecurePay and if they are not set as required then the payment
process may not complete successfully.

4.4 Test Your Shop

Please test your shop before you publicise your webstore’s Internet address. You need to verify that your settings and
any modifications (logo, design, products, etc.) function properly and appear as intended. Click on several of your pages
and products; place an order as a test; register as a customer and verify that everything functions without any issues
and that e-mails contain the right information.

Note: If emails cannot be sent — even though all addresses have been entered correctly — contact your provider and
request that system settings be checked.

4.5 Open Your Shop

If you are satisfied with the results of testing, then confirm that your store is set to Open in Settings Menu > General
Settings > Status.

Start Orders Customers Products Content/Categories Booking system Design Marketing IS GEN Help

General Settings

Page cache Utilisation Address Business hours Number formats
Presentations @ Advanced settings

Created on Thursday, March 7, 2013
The website is #* Open Closed
Website closed message Edit text

<h3= Brief technical interruption </h3= Ourwebsite is unfortunately closed atthe moment. We will be back to serve you soon. <br f>=br /> Thank you for your patience.

Service access for support staff
When you contact our Support Team you can let our staff access your Administration for a limited time. Working together, we will then be able to answer your query maore quickly.

Activate service access (g No Yes until 3/18/2013 il

LT}
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5 Appendix

5.1 Tailor Your Shop Design

You have used the Set-up Assistant to specify your shop's basic design and to enter important data for identifying your
shop. Ultimately, nothing more is required to impart an appealing design to your shop. There are, of course, many more
ways of customising your shop in accordance with your personal needs. We have therefore provided you with
appropriate design elements.

Below is an overview of the standard elements on a shop's home page with additional information about them and how
you can access them in the administration (see table):

-

computers as lowe

3. We havegreat 2
. I 5.
4. 6

» Home page §» Laptops » Desktops > Printers » Accessories » Social » Specials > Contact

= 4 ol
Ol | 2. Online Computer Shop r:l ;
est prices o .

Product search 15. Basket 11.
o) Homepage 14 Your basket is empty.
el e L ——
f———— =3
» Advanced Signin 12.
Specials Ul;er name
HP Notebook Computer
Was AUS2100.00 Password
AUS1,599.00 * [
16. ) .
| Signin
m » Forgot your password?
» Register
HP Notebook Computer HP Desktop Computer HP Inkjet Printer Online Computer Shop
Was AUS2:100.00 AU$3,000.00 * AU$899.00 * 0y sitoet. 13.
* Any suburb
AU$1,599.00 19 ;
* Includes GST | Deiivery ~ We offer great service.
rus e
Newsietters ‘ @ @ e ‘
co!
Name (Optional 17. T , “4‘
5 w(+] 2 333 Cofins ‘%
< treet v %
- E) 2
E-mail s 5% @ 3% ¢
2z @ <
- 3 S 2 2
| subscrive | N g @ )
e @ % (nde®
» Unsubscribe bion o o
Network HP Home Computer and Print PC Rental el
. QT8¢ |¢
AU$75.00 / hour(s)  AUS$2,199.00 * AU$100.00 / day(s) HoWIC a5 Data - Terms ofuse
G securepay
I' Includes GST | Deivery 20 I
e ] VISA
9 » Laptops > Desktops > Printers > Acoessories > Social > Specials
7. 8. 10. 1.

» Aboutus > Terms and Conditions > Customer information > Privacy policy Copyright 2012 - SecurePay
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5.1.1 Default design elements of a shop's home page

1

2

10

11

12

12

13

14

15

16

17

18

19

Shop's logo
Shop's name

Slogan

Link to home page

Link to drop down menus

Link to the contact form

Link to about us

Link to Terms and Conditions

Link to customer information

Link to privacy policy

Mini shopping basket

Sign-in

Shopping basket

Informational text and Google map

Home page text

Full-text product search

Promotional products

Newsletter subscription

SecurePay logo and Credit Cards
accepted

Products on the home page

Australia Post My Online Shop

Settings -> General settings -> Presentation or Setup assistant
Settings -> General settings -> Presentation or Setup assistant
Settings -> General settings -> Presentation or Setup assistant

Design -> Advanced design <Style> -> Insert page element ->
More page elements -> Link to home page

Design -> Advanced design <Style> -> Insert page element ->
Categories and products -> List of pages as a drop down
selection

Design -> Advanced design <Style> -> Insert page element ->
More page elements -> Link to the contact form

Design -> Advanced design <Style> -> Insert page element ->
Information pages -> Link to contact information

Design -> Advanced design <Style> -> Insert page element ->
Information pages -> Link to Terms and Conditions

Design -> Advanced design <Style> -> Insert page element ->
Information pages -> Link to customer information

Design -> Advanced design <Style> -> Insert page element ->
Information pages -> Link to privacy policy

Design -> Advanced design <Style> -> Insert page element ->
Shopping basket and order -> Shopping basket summary as
box

Design -> Advanced design <Style> -> Insert page element ->
Customers and sign-in - > Customer Sign-in as a box

Design -> Advanced design <Style> -> Insert page element ->
Shopping basket summary as box

Design -> Advanced design <Style> -> Insert page element ->
User defined page elements -> Text -> Text editor -> Gadgets ->
Maps

Content/Categories -> Datasheet view -> General

Design -> Advanced design <Style> -> Insert page element ->
Categories and product -> Product search with link Advanced

search

Content/Categories -> Create a Promotional products category
-> Assign products

Design -> Advanced design <Style> -> Insert page element ->
Customers and sign-in - > Newsletter subscription as a box

Design -> Advanced design <Style> -> Insert page element ->
Payment -> SecureFrame logo

Content/Categories -> Data sheet view -> Products tab
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20 GST and Delivery message Settings -> Product settings -> Texts

Design -> Advanced design <Style> -> Insert page element ->

21 CopUgt messete User defined page element -> Text

Consult the User Guide’s “Design” section a detailed explanation on how to customise layouts and designs.

Note: All design changes become visible when the page cache is either deactivated or updated. To define cache
settings click on the main menu item Settings, and then on General settings. Simply click on Page cache in the upper
menu bar in order to delete the cache and actualise the page content during your design work.

5.2 Delivery Method: Setting up Australia Post

In Settings »>> Delivery and payments >> Delivery methods select Delivery via Australia Post from the drop down list,
enter a name (i.e. Aus Post Regular Parcel) and then save.

Once you have added a new delivery method, you will see it available in the list of delivery methods. It will be greyed out
and the words “Complete it” will be visible.

You can open the delivery method by clicking on the delivery method name or on “Complete it”.

I | & Aus Post &Cumalete”tl Delivery via Australia Post

(4] (Select entry) W

You will be taken to the Settings tab to complete the delivery method set up.
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Start Orders Customers Products Content/Categories Booking system Design Marketing ESIEil0E

Delivery methods « Aus Post

General Customer groups

@ About the Australia Post Calculator

The Australia Post Calculator returns delivery estimates in AUD only, based on the weight of the items.
Please ensure you set a valid weight for each of your products.
Tip: For currencies other than AUD, set the multiplier to (at least) the exchange rate to get an estimate in that currency.

Tax class standard (10 %) | v

Lodgement postcode *

Delivery options

Delivery service type Regular Parcels (domestic) v

Business days to process an order 0 day(s)

Jays T

Show delivery time Yes @ MNo

Weight options

Weight of packing material * gram(s)
Maximum weight of basket allowed * |99 kilogram(s)
Show total weight Yes (@ MNo

Calculation of the weight of the products is performed in
Weight Unit kilogram(s) ™

I

Tax Class The default tax class is GST (10%).
Lodgement postcode The postcode where the goods will be shipped from
Delivery service type The merchant is able to configure two domestic service types (Regular

Parcels and Express Parcels) and up to five international service types
(Air Mail, Sea Mail, Express Courier International Document, Express
Courier International Merchandise and Express Post International).
Each service type needs to be set up as a separate delivery method.

Business days to process an order The merchant is able to add processing time and it will be included in
the delivery time estimate

Show delivery time The delivery time will consider the Delivery via Australia Post estimate
+ any value added above under “Business days to process an order”.

Weight of packing material The weight of the packing material will be added to the weight of the
products when calculating the total basket weight.

Maximum weight of basket allowed This should be aligned with the maximum weight allowed by Australia
Post for the selected Delivery Method. Current information is available
on the Australia Post website, but generally speaking the maximum
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R R

weight allowed is 20 kg.

Show total weight Select whether to display the total weight as part of the checkout
process
Weight Unit This would generally be set to grams or kilograms.

The multiplier and base price are used to calculate the final delivery costs.
Delivery Costs = (Aus Post server estimate * Multiplier) + Base Price

Note: If the you wish to present only the Aus Post calculated amount, the multiplier should be set to 1 and the base
price set to $0. If you want to recover costs for handling, you can enter the additional surcharge under base price.

Calculation of delivery costs for orders in $

|| Basket weight from Basket weight to Multiplier Base price (Gross)
[ Og unlimited 1 $0.00 b
q o §

Calculation: Delivery costs = Australia Post Calculator Estimate * Multiplier + Base Price
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5.2.1 Prepaid Satchel Set Up

If you want to use prepaid satchels, set the multiplier to 0 and the base price should be set equal to the cost of the
satchel for the applicable weight range. It is important that this is set up under the applicable Delivery Method (i.e.
Regular in the case of Prepaid Parcel Post Plus 3kg satchel). As at the time of printing, there are 3 sizes of prepaid
satchels available from Australia Post — 500 g, 3 kg and 5 kg. Please check the Australia Post website for current
information.

L Basket weight from Basket weight to Multiplier Base price (Gross}
O og <500g 1 57.85 5
O so0g <3.000 g 0 $12.50 s
O 30009 unlimitsd 0 515.90 5
8 ] s

Calculation: Delivery costs = Australia Post Calculator Estimate * Multiplier + Base Price

5.2.2 Making Visible

Once you have updated and saved the settings, go back to the General tab and set the delivery method to visible.
You can also change the name of the delivery method on this tab.

Start Orders Customers Products  Content / Categories Booking system Design  Marketing

Delivery methods « Aus Post - Regluar Parcels

Seftings Customer groups

D Aus Past - Regluar Parce

Type Australia Post Calculstor
Visible @ Yes (MNo
efault Yes (@ No

Allow usage for the delivery All ies of the shap;l

English
Name

Comment Edit text

5.2.3 Product Set Up

The merchant needs to populate each product’s weight in order to use the Australia Post delivery methods. It is possible

to restrict the delivery methods at a product level.

NOTE: Every product must have a weight entered in order to use the Australia Post Delivery methods.

~ Delivery details

Delivery weight

1 kilogramis) |0
(for 1 piece(s)) J
Dimensions  Length Height Width
45 mm |55 mm |23 mm

@ Allow all delivery methods
() Restrict selection of delivery methods

Standard delivery « Edit delivery methods
Express delivery

Customer pickup

Exempt

AusPost-Parcel

AusPostInternational

nwew

Aus Post - Regluar Parcels

Australia Post My Online Shop
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http://www.auspost.com.au/

5.3 Payment Methods: Setting up Payment Gateway - SecurePay

In the drop-down selection list select SecureFrame and enter a name for the payment method that your buyers will see
then click on “Save”.

= System standaid t t Diect dekat i}
= System standard Free ;0
© SeLnEF rama e Secutef rans ]

Once you have added a new payment method you will see it available in the list of payment methods but it will be
greyed out and the words “Complete it” will appear:

You can open the payment method by clicking on the payment method name or “Complete it”
SecureFrame Credit card by SecureFrame

o (Select entry) j

When you open the payment method you will need to complete certain settings in order to enable the payment method
for testing. The setting will be different for each payment method for SecureFrame. They will appear as follows:

5.3.1 Top of setting page:

This is how to offer your s credit card pay using y's SecureFrame payment solution:

1. Contact SecureFay and register for SecureFrame credit card payment service. » Sign Up C vy

2. *You wil recsive your dsta from SecurePay. Enter thess in the fislds biow. Click ~Save™. J

3. Set this payment method to "Visible” on the "General” tab, Abusress of Auskal st
4. Run a test order with SecureFrame in your shop. (Test card: VISA 4444 3332 2222 1111 CCV 123. Payment amount ends in 00, 08, 11 or 18 cents will be approved otherwise cause a declined transaction)

5. If the test order was sucosssful, contact SecureFrame and confirm the "Live” activation of your sccount

@. Set the "Operational mode” field from "Test” to "Live".

T. Add the "SacureFrame - Logos for ancapted credit caris” page element to your chop design. & Insart

+Bo to SecureFrame sdministration

Note: SacureFrame supports multicurrency, make sure that your bank supports the currency of which the transaction is being processad

Data for SacureFrame configuration
want 1D” admin

Transaction Password®

W

3= for payment processing

Payment R3]
Test =1
m]
Enable 3D Secure service m]

Matoh the payment step en SecurePay hosted pages to your shop's design
Fage tite
(Defaultis "Fay via SeoursPay’, max length: 30)
Payment reference name
{Default is "Payment reference number’, max length: 20)

Header image URL
¥ tncart fila
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Merchant ID the merchant or customer number provided to you by SecurePay
Transaction Password the password as supplied by SecurePay
Transaction type “Payment” for direct credit card payments or can be “Pre-authorisation” if

authorising a card for stores payment.

Operational mode “Test” or “Live” this should be set to “Live” only when your store is ready to
start making sale and taking payments.

Use FraudGuard enables SecurePay FraudGuard
Enable 3D Secure service enables Visa Verifies by Visa or MasterCard 3D secure.
Page title will be the title that will appear to your customers on the SecureFrame

payment page
Payment reference name the name that will appear before the transaction ID.

These are all the mandatory fields and once completed you click on “Save”.
You can further style the look and feel of the SecureFrame payment page by completing the information that follows:

5.3.2 Bottom of settings page:

Header image URL 5
v _.' Insert file

Example: http://cartupd 144 ecornenof fice.com. awWebRoot/ Store2/ Shops/d2/MediaGalleny header jpg
{Format: Fulhy-gualified URL. Must end in one of gif, jpeg, jpg, png. Valid images onhy)
Footer image URL

i Insert file

Example: http://cartupd 144 ecornenof fice.com. awWebRoot/Store2/ Shops/d2/MediaGalleny/ footer jpg
{Format: Fulhy-gualified URL. Must end in one of gif, jpeg, jpg, png. Valid images onhy)

Page style URL

i Insert file

Example: http://cartupd 144 ecornenof fice.com. aw'WebRoot/Storedi Shops/d2/MediaGalleny/shopstyle.css
{Format: Fulhy-gualified URL. Must end in one of gif, jpeg, jpg. png. Valid images onhy )

selection of accepted credit card fypes. The symbols will display in the page element

o B | o wsa | o @& | o] [oB 5

5.3.3 Tips and Hints:
Follow the Tips and hints link to ensure that your visitors see the SecurePay logo and the credit cards that you accept:
* Required fields

"3 Related topics

» Page design

Add the "SecureFrame - Logos for accepted credit cards” page element to the display
» SecureFrame transactions

Display list of orders processed using SecureFrame
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5.3.4 Advice and assistance:

You will find setup advice and links to access the SecurePay website on the Setting page.

This is how to offer your customers credit card payment using SecurePay’s SecureFrame payment
solution:

Payment gateway by
1. Contact SecurePay and register for SecureFrame credit card payment senice. » Sign Up (5’ mrepay
. You will receive your data from SecurePay. Enter these in the fields below. Click "Save". A business of Australia Post

. Set this payment method to "Visible” on the "General” tab.

. Run a test order with SecureFrame in your shop. (Test card: VISA 4444 3333 2222 1111 CCV 123. Payment amount ends in 00, 08. 11 or 16 cents will be approved otherwise
cause a declined transaction)

[ XY

& Ifthe test order was successful, contact SecureFrame and confirm the "Live" activation of your account.
6. Set the "Operational mode” field from "Test” to "Live".
7. Add the "SecureFrame - Logos for accepted credit cards” page element to your shop design. » Insert page element now

+ Go to SecureFrame administration

Note: SecureFrame supports multicurrency, make sure that your bank supports the currency of which the transaction is being processed.

5.4 Payment Methods: Setting Up Paypal

In the “Settings / Delivery and payment” menu, add the payment provider ‘PayPal Express Checkout’ from the drop
down list. After you save, click on “Save”. If a corresponding entry is already in the overview list, you can begin
registering.

Delivery and payment methods settings

Delivery methods  [ETUISIEUS UM Y  Dependencies  Delivery options ~ Deferred payment  Credit check and collection services

B Provider Payment method Name in shop Default Sort order
[ § SecureFrame SecureFrame SecureFrame O 10
) = System standard Direct dehit Direct debit o) 20
) & System standard Free Free O 0
L+ FayPal Express Chackout || PayPal Exprass Checkou 999

—

After you save then PayPal will appear in the list and you are prompted to ‘Complete it meaning to add your specific
account details.

S Ordors Gusimers  Producs  Connt] Cagores  Bookingssem  Deign Mavkoins [ Mp . @
Delivery and payment methods settings r,. * Py a

Delivery methods Payment methods Dependencies Delivery options Deferred payment Credit check and collection services Related help topic

Payment methads verview

Configure default method

Advisor

Search engine optimization

W Provider Payment method Name in shop Default Sort arder 3
() @ SecureFrame SecureFrame SecureFrame @ 10 Additional topies
= Wark in tabls
O = System standard Direct debit Direct debit o) ol S
Work with tray
) i System standard Free Free o] 30 Payment methads in coupons
1 P PayPal PayPal Express Checkout PayPal Express Checkout O 40
Search for help topic
(+] (Select entry) [v] 9999

Search for el
» Display contents
» Download guide

By clicking on the ‘PayPal Express Checkout’ link you will open the payment method to complete the set up.
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541 General Tab

Fowo bR

o

s oroes Costomes s ot catogares —soom ot nsgn o RO o ]

Payment methods « PayPal Express Checkout
m Sattings Customsr groups

A caution
The payment metnod cannot e made visiile DECause e SeNINgs ane Incomplkte. » Complets it

o PayPal Express Chackou
Type PEPEl Exoress Chect 1
Wiz TYes ) No "

Defaul Ve NG 2.

Deefarnad payment 2alianie = o (15 ot Suppaiad for payment methods of Bls hpa.)

AulinliRy restriction Ml crder vakee i Madmum ander valkee
3 3
Deoors- EEL T et —
{Onder creztion 0eCurs 1
B et gt (e e e ) 4.
Triks EnEDIEE You D MEVE B00EEE 10 il onder dzts S T IR Deyment resuls 1 emors.
o amer pEyment

T2 ongar Is anily crazted If he payment |5 succasstll

Allow Us3ge Tor e Dikwing Dillng 300125585 | All Souninies of e 900 v|-"-____:___-::: t.

Englisn

Name In S0
7.
Comment et teat
< — s

The payment method must be set to visible before it can be used
You can make the payment method a default for customers in the store
You can offer a discount for using PayPal or if a negative it will add as a fee.

The order can be created before or after payment. We recommend before payment if you are using PayPal Express
Checkout, but make sure the payment arrives in your PayPal account before processing the order.

If you sell to multiple countries then you can make a payment method specific to a country.
You can add a comment which will appear to the customer in the shopping basket.

You can change the name seen by the customer in the shopping basket.
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5.4.2 Settings Tab
seonoc

Payment methods + PayPal Express Checkout
- m customsr groups

This is how you enable your customers to pay using PayPal Express Checkout:

Q Videa waoril
4. Open atres Pyl sooount » Do fres
7 Requsstyour scosss dsta fom FaFal

3 s e PavPal

4. S50 [Nt MEON 0 M2 “GANETT 13010 “VISDIE" 10 SNE0IE jour g mme s 1= zzc0 31 Ex 212015 30020
5 ADImE PEP3 030 (P2PE EXDIESE)” PBgS SISTEN 10 JOUT SN0 CEEIGN » 52 m

MEtion 200U P3ea

Access data for PafPal APT (AP Signature)
4P| Username o
— B <
‘Sigrature * ‘ ‘

PR |

N \0<= 2.
P
Allow PajPal Gusel Chickant e @ \u-<:= 3.

Wizton e crder stecs 3PPl jour $wp's cesign
Fister Image URL

5 ingart s

Lo I 4.
Example: Hig.egtest eoomer . »a

A g
(M PTG ST2er 750 90 fX, WETUm LIRL lenge 127 Craracers)

Hea0eT DGIOUNG S0l0UT ]
Heager border colour [}

e — <y |

1. You need to add all the correct API Signature information that you get from your PayPal account. Instructions to get
the correct information are available at the top of this tab with links to PayPal.

2. You can select to show the PayPal Express Checkout button in the shopping basket. If ‘NO’ is selected it will default
to PayPal Standard.

You can allow your customers to checkout without a PayPal account.
You can add a graphic header that will appear on your PayPal payment page for your customers.

Once it is all completed and ‘Saved’ then you can test the credentials are correct with PayPal.

o o F oW

Once everything is setup correctly then set the payment method to ‘Live’ and ‘Save’.
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