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 Product Catalog Users Guide
Overview

The Levelfield Product Catalog provides a turnkey e-commerce solution to your website allowing a complete shopping experience for your visitors and a simplified order management system.  Key features include:

· Payment Processing through Pay Pal or Authorize.net

· Shipping Calculation through UPS

· Selling with Inventory allows you to only sell what you have in stock

· Simplified Order management system

· Organize your products into logical categories

Creating Products and Categories


The products in your catalog can be grouped into logical categories to simplify your visitors shopping experience.  
Categories
To create the categories for your site you will need to access the Catalog section of your Levelfield Dashboard account.  This is done through the Catalog link in the Site Navigation:
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This will bring your directly into the Products Directory.  Next Click on the New Category Button to create a category:
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Category Fields:

Category Title:  This is the name of the category and will be the name of the search page created for that category

Subtitle: This will be a subtitle on the category page(not used for most layouts)

Body: This is the text that will appear above the Product Listing on the Category Page

Image: Initial Image that will appear on the page(not used for most layouts)

Parent Category: This can be used to create a sub-category for the new category

Display: This sets the display options for the Product Page
· Search: includes a search box and product Listing

· List: Includes just a listing of the products with no search function

· Album: Shows the Products in a multi-column album

· Minimum Quantity: Enter a number to force shoppers to purchase a minimum number of items from this Category

Minimum Quantity: Allows you to set a minimum quantity per item for ordering.

Released:  This release the category for publication on your website.

Always be sure to save your changes.

Products
The products are the items that you are going to sell on your website.   To create a product click on the product button in the Catalog:



Then click the 

 button from the list of products(or the empty list of you are creating your first product).
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Product Fields Description:

Item #: This is a number associated with your product.  You  can assign any alpha-numeric value to this field.

Product Title: This is the name of the product that will be displayed on the Product and Category Listing pages.

Sub-title is the page subtitle.(not used for most layouts)

Description: The product description.  This will be partially displayed on the search listing depending on settings and on the Product Page.

Image: This is the main product for the image.  For best results use an image in the 120x100 dimensions or use a separate thumbnail images for the listing.(see Thumbnails in the Product Page Editing section below).

Category: This sets the category or categories that your products will be displayed in.  

Price:

· Retail Price: The price that a consumer would expect to at full retail

· Base Price:  The price before any markup is placed on the product
· Override Price: The price that is displayed on the website regardless of any pricing settings.  For simplified set up use this as the price field.

· Sale Price: The base price adjusted for markup.  See section on Advanced Settings

Shipping: The shipping settings are used to make the calculations for UPS shipping.

Size: The size of the product. Any alpha-numeric value can be included here.

Internal Memo: Field available for internal use.  Not Displayed on Website

Availability:  Number of products available for sale through the website.  Completed orders reduce the number of products available on your website.
Not for sale: Remove the product for sale on your website.

Released: Releasing a product makes it available for sale on your website.
Catalog Settings


There are a number of settings that can affect the Product Catalog and activate shopping features.  These settings are found under the settings button in the Product Catalog:




Association: These functions allow member Products to be displayed on an Association or Chamber Website.  Only available to Chamber or Association Account Types.

Shopping: 
· Allow catalog shopping: Display shopping cart and orders links and allow your guests to place orders.

· Allow category shopping: Display product checkboxes on category pages to allow multiple shopping cart additions

· Use availability: Display product availability and prevent unavailable products from being ordered.

· Allow special instructions: Allow customer to enter special instructions with their order.

· Require phone number: Require customer to provide their phone number.
Display: Display Item #  and / or Size  of the product.

Default Pricing: 
Method: 
· Markup Applied to Base: Sale Price = Base Price + Markup %  

· Markup Applied to Difference Between base price and retail price:  Sale Price = (Retail – Base) x Markeup + Base


  Custom Selectors 
The catalog provides a method for adding custom selectors to your products. For example, if you have identical products but in different colors you do not need to create multiple products for each color.   You can also set a special price for the selector.  The selector price will be the override price for the item when selected (no markup or discount applied).
Once a selector has been created it can be added to new products when they or created or by editing existing products through the Catalog link.
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 Product Group Pricing
Groups can be created to apply special pricing to a selection of products.  You can create and manage Product Groups from the Groups button.
Click the new button to create a new Group
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The Group Pricing Option applies the same options as the default pricing above but only to products in the group. 

To add a product to a group select the product from the product list and then click the [image: image14.png]“move to group
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 Payment Options
Sales Tax
You can select a state to charge sales tax if needed and enter the appropriate tax rate.  Check with your State Tax Office to find out if you must charge sales tax to your customers.

Payments can be accepted though your Product Catalog (this is an additional fee option and requires an external account with a supported payment processor).  Currently there is support for Authorize.net and PayPal ™.  You may select one or the other but not both payment options.
Adding PayPal ™
To add Pay Pal ™ to your shopping cart all you need to do is enter your PayPal ™  email address into the Account Email field.
Authorize.Net ™

To add Authorize.net to your catalog enter your Login ID and Transaction Key.  Check with Authorize.net if you are not sure where to find this information.  
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 Shipping Options

Levelfield has included support for UPS shipping calculations.  The shipping can be added directly to your product sub-total and collected at the time of payment.  This requires an existing UPS account.  You will need to enter the following information from UPS:

· License Number

· User ID


· Password


· Customer Class


· Pickup Type
Other Shipping Options

You can also apply a per-item shipping charge or apply charges to the first item them subsequent items based on numbers, i.e.  $5.00 for the first item and $5.00 for each 5 additional items.

You can also add a markup to either the shipping charge or the sub-total.  
You can also specify a handling charge per order or specify a dollar amount to charge the handling charge; i.e. $5.00 per order for orders under $100.00.



 Coupons
The Levelfield Product Catalog also allows you to create Coupon Codes that can discount your items.  To create a new coupon click the Coupon button under the Catalog link and then click the new button:




Orders



The Levelfield Product Catalog also provides a simple Order Management database that allows you to track and fulfill your orders.  The Orders can be accessed through the Account tab under the orders link.
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