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Introduction to the Commerce Manager 

 

What is the Commerce Manager? 
 

 The Commerce Manager (CM) is a desktop application that enables authorized personnel to efficiently administer 

all aspects of online stores as part of the Elastic Path product.  This document will help maximize your proficiency with 

the Commerce Manager and its features. 

 

What's New? 
 

Users of previous versions of the Commerce Manager will find many new and exciting features in this latest release, 

including:  

 Full-featured, desktop based Commerce Manager application 

 Multi -store management 

 Gift certificates 

 Pre-orders and backorders 

 Shipping/receiving 

 Role-based security 

 Order auditing 

 New secure payment options 

 New reports 

 Synonym groups 

 éand much more! 

System Requirements 
 

 Windows XP (SP2) or Vista 

 Minimum 1 Ghz Intel or AMD CPU 

 Minimum of 256 MB RAM  

 Minimum 1024x768 screen resolution  

 Java Runtime Environment 1.5.x 

 

 

 

 

 

 

 

 

 

 



 

Getting Started 
 

Signing Into the Commerce Manager 
 
1. Start the Commerce Manager Client. 

2. You should see a login screen. 

 

3. Enter your account details and the URL of the CM Server.  (Please ask your store administrator for this information if 

you do not have it.)  After the initial login, the User ID and Server URL fields will be pre-populated when a user starts 

the CM Client. 

 

4. Click Login, and you will  now be signed in! 

 

 

 

Activities 
 

The Commerce Manager application is subdivided into six Activities: Configuration, Catalog Management, Customer 

Service, Store Marketing, Reporting, and Shipping/Receiving.  An Activity  is a part of the application that displays only 

the information and functions that are relevant to a specific job role.  For example, warehouse information would not be 

shown in the Customer Service Activity. 

As the activities are independent, efficiency and clarity can be gained by restricting the onscreen options to exclusively 

match the job role of the user.  This minimizes clutter and enables users to focus on the tasks relevant to their work. 



Activity Description 

 

 

Configuration Activity 

Allows administrators and other authorized personnel to configure system and store 
settings.  These items include payment gateways, shipping regions, users and user 
roles, tax-related settings, and profile attributes. 

 

Catalog Management Activity Enables authorized users to create and manage categories and products. 

 

Customer Service Activity Allows CSRs to manage orders and customers.   

 

 

Store Marketing Activity 

Enables authorized personnel to set store promotions and configure shipping 
services. 

 

Reporting Activity Allows users to generate and view various store reports. 

 

Shipping/Receiving Activity Enables users to manage warehouses and inventory, and to generate picklists and 
packing slips.  Orders, returns, and exchanges are also all completed in this Activity. 

Table 1 - Descriptions of the Activities 

 

 

Switching Activities  
 
1. Open the Activity  menu and click on the Activity you wish to switch to. 

 

 

 



Configuring a Store 
 

The following steps should be followed in order to configure a new store in the Commerce Manager. These are all 

described below. 

1. Configure shipping regions and options 

2. Set users and permissions 

3. Configure catalog attributes, data types, and brands 

4. Set taxes 

5. Create a catalog 

6. Import or create products 

 

Loading Existing Data 
 

If you have existing customer or product catalog data, you may import them into the system.  The data must be in Comma 

Separated Value (CSV) format, which you can create from an Excel spreadsheet or using your favourite text editor. 

Alternatively, you may enter your product catalog data manually. This is feasible only if there is a small amount of data to 

be entered. 

It is common for store administrators to import basic product catalog data via the import manager tool, and then manually 

enrich this data (e.g., adding merchandising relationships). 

Note: There is a time delay between when a record (customer, order, category, product, or SKU) is created and when it 

appears in search results.  This delay occurs because new records are indexed only at scheduled intervals, which is 

configured during the initial store setup by the administrator.  This process can be expedited by restarting the server, 

which causes the new records to be indexed immediately. 

 

Concepts and Tasks 
 

Configuration Activity 
 

The following tasks can be performed only after switching to the Configuration Activity , which is where profile 

attributes, payment gateways, shipping regions, stores, taxes, users, and warehouses are managed. This can be done from 

the Activity menu. 

 
 

Profile Attributes 

Creating a Profile Attribute  
 

Customer profile attributes specify the information captured when new customers are created by Customer Service 



Representatives (CSRs).  Profile attributes are available for CSRs to fill in during the customer creation and maintenance 

processes. 

Customizations are required to add new customer profile attributes to the storefrontôs customer creation screens.  That is, 

customers will not (by default) be able to fill in any custom profile attributes at either account creation or account 

maintenance. 

 

7. Click the Profile Attributes link to open the Profile Attributes tab. 

 

 
 

8. Click the Create Attribute button. 

 

 
 

9. In the new dialog window, fill in the required fields. 

 

Attribute Key  ï The unique identifier for the attribute.  This is for internal uses only. 

Attribute Name  ï The display name of the attribute.  

Attribute Type  ï The format of the attributeôs data (e.g., Date, Text, Integer, Decimal, etc.) 

Required ï Whether the new attribute is mandatory or not to fill in. 

 

10. Save your new profile attribute. 

 

 



 

Editing a Profile Attribute  
 

1. Click the Profile Attributes link to open the Profile Attributes tab. 

2. Click on the profile attribute you wish to edit. 

3. Click the Edit Att ribute button. 

 

 
 

4. Make the desired changes to the attribute name, then click Save. 

 

 
 

Deleting a Profile Attribute  
 

1. Click the Profile Attributes link to open the Profile Attributes tab. 

2. Click on the profile attribute you wish to delete. 

3. Click the Delete Attribute button. 

4. Click OK  in the new popup to delete the attribute. 



 

 

 

Note: If data has already been entered for a particular profile attribute, then the Edit Attribute  and Delete Attribute 

buttons will be disabled.  This is to prevent corruption and loss of data. 

 

Payment Gateways 
 

A payment gateway processes and authorizes payments made from a customer to a retailer.  Payment gateways encrypt 

sensitive information (such as credit card numbers) and ensure that the information is transferred securely. 

ALCS comes with a number of payment gateways already integrated, such as PayPal Express Checkout, Authorize.net, 

and Payflow Pro. Additional payment gateways can be added by a developer. 

 
Creating a Payment Gateway 

 

1. Click the Payment Gateways link to open the corresponding tab. 

 

 
 

2. Click the Create Payment Gateway button. 

 

 
 



3. Fill in the Gateway Name and select which Gateway Type it corresponds to.   

 

Note: The Gateway Type setting cannot be changed once the gateway has been created. 

 

Note: The parameters in the Properties table vary depending on Gateway Type, and can be configured by developers.  

 

4. Click Save to create the payment gateway.   

 

 

Editing a Payment Gateway 
 

1. Select the payment gateway you wish to edit in the tab. 

2. Click the Edit Payment Gateway button. 

3. Make your modifications and Save. 



 

 
 

Deleting a Payment Gateway 
 

1. Select the payment gateway you wish to delete. 

2. Click the Delete Payment Gateway button. 

3. Click the Delete Attribute button. 

4. Click OK  in the new popup to delete the payment gateway. 

 

 

 
Shipping Regions and Service Levels 
 

A shipping region is a geographical entity (e.g. country, state, province) that your store ships to. Shipping service levels 

are the delivery services that are available in a given shipping region (e.g., Ground Shipping, Overnight Shipping, etc.)  

A customerôs shipping cost depends on the shipping region they reside in and which shipping level they choose. A 

shipping region should use a single set of shipping service levels and costs.  

Please note the following tips and caveats: 

 Shipping Regions must be configured before the storeôs checkout process can work. 



 If your shipping service levels and shipping costs are identical for all locations, then you can simply create one 

shipping region. You only need to create multiple shipping regions when you use non-global service levels (i.e., 

they are available only in some parts of the world) or when the shipping cost calculations vary between regions. 

 
Creating a Shipping Region 
 
1. Open the Shipping Regions tab by clicking on the appropriate link. 

 

 

 

2. Click the Create Shipping Region button. 

 

 

 



3. Fill in and select the appropriate fields. 

 

 

 

4. Add countries/sub-countries. 

 

 

 



5. Save your new shipping region. 

 

 

 
Editing a Shipping Region 

 

1. Select the shipping region you wish to edit. 

2. Click the Edit Shipping Region button. 

3. Make your modifications and Save. 

 

Deleting a Shipping Region 
 
1. Select the shipping region you want to delete. 

2. Click the Delete Shipping Region button. 

3. Click OK  in the new popup to delete the shipping region. 

 

Note: If a shipping region is in use (i.e., tax values have already been configured for that region), then the system will not 

allow its deletion, and the following dialog will be displayed: 

 

 
 



 

Stores and Multi-Store Management 
 

The multi-store feature makes targeted stores easier and more affordable to maintain.  It essentially enables retailers to 

create dedicated stores to target specific customer groups in a cost-effective and swift fashion.  Authorized staff can 

manage and operate multiple stores from the same interface. 

 

Advantages 

 Run multiple independent or related storefronts from a single deployment 

 Each store can offer its own look, product mix, pricing, and more to target specific customer groups 

 Leverages existing hardware, software, catalogs, and skills 

 

Benefits 

 More stores Ą More customers Ą More sales 

 Increased presence,  traffic, and sales 

 Presents a personalized look and catalog for each customer segment 

 Heightens the promotion of specific brands and products 

 
Customers 
 
Stores can be configured to share registered customersô profile information (e.g., accounts and shipping addresses) with 

other stores.  By default, customer profiles are not shared. Sharing can be enabled on a store by store basis in the 

Configuration activity. 

 
Orders 
 

Every processed customer order will have an assigned store, which is the store the order was created in.   Administrators 

and CSRs may access orders only from stores they have permission to view or manage.  This feature prevents CSRs from 

looking up orders made from stores they have no permission to access. 

 

For example, Mary is a CSR tasked with processing orders from Apple Canada only.  She cannot look up orders made 

from the Apple USA store.   

 
Promotions  
 

All promotions are store-specific.  During the promotion creation process, the user must specify which store the 

promotion applies to.   Promotions cannot be shared across multiple stores; to achieve a similar effect, the administrator 

will have to create duplicate promotions in each applicable store. 

Promotions can only be created by users authorized to do so for that particular store.  It is not possible for a user to create 

or edit promotions for stores they are not responsible for.  

 
Shipping 
 

Shipping service levels are store-specific. When creating a shipping service level, the administrator must select the store 

(or stores) the service level applies to.  Customers may only view and select the shipping service levels that are available 

to the store they are shopping at.  



 
Taxes 
 

Tax Categories, Tax Codes, Tax Jurisdictions, and Tax Values are set once and may be used by multiple stores.  During 

the creation of a store, the administrator must choose which tax codes and tax jurisdictions are applicable. 

 
Warehouses 
 

Each store can have only one assigned warehouse, which may be shared by multiple stores.    

Warehouses are assigned to users, ensuring that only authorized personnel may adjust inventory. 

 
Creating a Store 

 

1. Open the Stores tab by clicking on the appropriate link. 

 

 
 

2. Click the Create Store button. 

3. Fill in the fields as described below, then click Next. 

 Store Code: A unique identifier for a store. Stores may not share the same store code. The code may not be 

changed once the store is created. 

 Store Name: The name of the store. 

 Store Description: For internal purposes only. This field is optional. 

 Store URL: The URL of the storeôs homepage. This field must start with http:// or https://. 

 Store Timezone: The timezone used for timestamping store events (e.g. orders being placed). 

 Store Country: The country where the store is based. 

 Store Sub-Country : The sub-country (state or province) where the store is based.  This field is only displayed if 

the selected Store Country has sub-countries. 

 Default Language: Language used by default to display content in the online store. 

 Default Language: Currency used by default to display pricing information in the online store. 

 

4. Select which Catalog and Warehouse the store will use, and click Next . 



 

 
 

Note: The Catalog setting cannot be changed once the store is created! 

 

5. Select the Tax Jurisdiction(s) and Tax Codes that apply to your store by left-clicking on the boxes next to the 

entries.  Click Next. 

6. Fill in the fields as described below, then click Next. 

 Payment Gateway: For each payment gateway you want to use with the store, select the corresponding item in 

the drop-down menu. A list of cards supported by the selected payment gateways will be displayed in the 

Supported Card Types table. Check the entries you wish your store to support. 

 Paypal Express: To enable Paypal Express for your store, select Paypal Express from the dropdown box; 

otherwise, select Not In Use. 

 Google Checkout: To enable Google Checkout for your store, select Google Checkout from the dropdown box; 

otherwise, select Not In Use. 

 Gift  Certificates: To enable Gift Certificates for your store, select GiftCertificate  from the dropdown box; 

otherwise, select Not In Use. 

 

7. Fill in the fields as described below: 

 Customer Account Sharing: Select the stores whose customers you want allowed to login (with their existing 

accounts) to the one you are creating.   

 

Note: Customer account sharing works only in one direction: customers of the store you are creating will not be 

allowed to login with their accounts to any other stores (unless otherwise specified in the configuration options of 

the other stores.) 

 

 HTML Encoding : Which encoding format you want your store to use. 

 Enable Credit Card CVV: Select whether you want Card Validation Value enabled for your store.  CVV is a 

three or four digit number used by credit card companies to reduce fraud online. More information on CVV can 

be found at http://www.sti.nasa.gov/cvv.html. 

 Display Out Of Stock Products: Select whether your store to still display out of stock products. 

 Email Friendly Name: Specify the sender name on all outgoing e-mails generated by the store. 

 Email Sender Address: Define which e-mail account will be used to send out the system-generated e-mails. 

 Store Administrator Email Address: Specify the store administratorôs e-mail address. 

 Save full credit card # with orders: Specify if encrypted version full credit card numbers are stored in the 

database. 

 

Note: If save credit card option is unchecked, masked version of numbers will be stored, reentering of credit card 

information will be needed for any modifications to an existing order or exchange. 

 

8. Click Finish to create your new store. 

 

 



Editing a Store 
 

1. Select the store you want to edit. 

2. Click the Edit Store button. 

3. Make the desired changes over the next 5 screens; click Finish to commit your changes. 

 

Deleting  a Store 
 

1. Select the store you want to delete. 

2. Click the Delete Store button. 

3. Click OK  in the new popup to delete the store; you may also cancel the operation at this point if you wish. 

 

Note: If a store is in use, then the system will not allow its deletion.   

A store is in use if it has any of the following defined: users, customers, orders, shipping service levels, promotions, or 

import jobs. 

If the store is in use, a dialog similar to the one shown below will be displayed: 

 
 

Tax Codes and Categories 
 
Store administrators only need to configure taxes for jurisdictions that are "tax nexuses" (that is, jurisdictions that have the 

right to impose a tax on taxpayers). 

To configure a tax system for their store, administrators have at their disposal the following tools: 

 

 Tax Codes: Products are connected to taxes through tax codes.  Tax codes define what type of tax is applicable to a 

product (e.g., Shipping and Goods taxes), and are what the store's customers see.  Tax Codes are used to group Tax 

Categories. 

 Tax Categories: Tax Categories determine the taxes that are applicable for each Tax Jurisdiction. For example, the 

"PST" (the Provincial Sales Tax) rate is different from one region to the next. 

 Tax Jurisdictions: Tax Jurisdictions are hierarchical, so it is possible to have different Tax Categories applied at 

various levels.  These include country, sub-country, city, and zip code. 

 Tax Values: The tax rate applied to a Tax Categories in a particular Jurisdiction 

 

The hierarchy in Tax Jurisdictions must be first defined at the country level, followed by sub-country (e.g., State, 

Province), city, and then finally zip/postal code. 

 
Creating a Tax Code 

 

1. Open the Tax Codes tab by clicking on the appropriate link. 

 



 
 

2. Click the Create Tax Code button. 

3. Fill in the Tax Code value and click Save. 

 

Editing a Tax Code 
 

1. Select the tax code you want to edit. 

2. Click the Edit Tax Code button. 

3. Modify the Tax Code value as desired, then click Save. 

 

Deleting a Tax Code 
 

1. Select the tax code you want deleted. 

2. Click the Delete Tax Code button. 

3. Click OK  in the dialog that comes up to delete the tax code. 

 

Tax Jurisdictions 

 
Creating a Tax Jurisdiction  

 

1. Open the Tax Jurisdictions tab by clicking on the appropriate link. 



 

 
 

2. Click the Create Tax Jurisdiction button. 

 

 

3. Fill in the fields and add taxes as described below: 

 

 
 



 Jurisdiction Country : Which country this tax is for. 

 Tax Calculation Method:  

o Select Inclusive if the prices in this jurisdiction include taxes (e.g. in the European Union).  

o If the prices in the jurisdiction exclude taxes (e.g. in the U.S. or Canada), then select Exclusive. 

 Configure Taxes: Specify which taxes apply to this jurisdiction.  At the Tax Creation screen, you must specify 

its name and whether it applies to the entire country, a subcountry, or an even smaller jurisdiction. 

 

4. Click Save. 

 

Editing a Tax Jurisdiction  
 

1. Select the tax jurisdiction you want to edit. 

2. Click the Edit Tax Jurisdiction button. 

3. Make your modifications, then click Save. 

 

Deleting a Tax Jurisdiction  
 

1. Select the tax jurisdiction you want to delete. 

2. Click the Delete Tax Jurisdiction button. 

3. Click OK  in the dialog that comes up to delete the tax jurisdiction. 

 

Tax Values 

 
Creating a Tax Value 

 

1. Open the Manage Tax Values dialog window by clicking the appropriate link. 

 

 
 



2. Select which Tax Jurisdiction and Tax you want to manage tax values for, then click Filter  to retrieve the 

appropriate items: 

 

 
 

3. Click the Add button.  

 

 
 

4. Fill in the fields, then click Save to create your new tax value. 

 

Editing a Tax Value 
 

1. Open the Manage Tax Values dialog window by clicking the appropriate link. 

2. Configure your Filter settings, then click Filter to retrieve the tax values. 

3. Select the tax value you wish to edit, then click Edit . 

4. Make your modifications, then click Save. 

 
Deleting a Tax Value 

 

1. Open the Manage Tax Values dialog window by clicking the appropriate link. 

2. Configure your Filter settings, then click the Filter button to retrieve the tax values. 

3. Select the tax value you want to delete, then click the Remove button. 

4. Click OK  in the new popup to delete the tax value; you may also cancel the operation at this point if you wish. 



 
Users 
 

Users are the individuals who will be using the Commerce Manager and/or other backend services, such as web services. 

Users are internal to your organization and are not to be confused with storefront customers. 

Each user has certain privileges, as defined by their role, which is specified at the time of the userôs profile creation.  

Please see the User Roles section for more information. 

 
Creating a User 

 

1. Open the Users tab by clicking the appropriate link. 

 

 
 

2. Click on the Create User button. 

 

 
 

3. Fill  in the field as described below, then click Next. 

 User Name: The username for the new user. 

 Status: Specify whether the new user should be Active or Disabled: the former allows the user to sign in and 

perform tasks, while the latter locks their account. 

 First Name: The first name of the user. 

 Last Name: The last name of the user. 

 Email Address: The userôs e-mail address. 

 Password: The userôs password.  It must be at least 8 characters long. 

 Confirm Password: It must be the same as the password entered above. 

 

4. Assign the user one or more roles by left-clicking on the role you wish to add on the panel to the left (Available 

Roles), then clicking the > arrow button.  Click Next. 



 

 
 

5. Specify which catalogs the new user will have access to and control over (depending on their assigned roles), then 

click Next.  

 

Note: By default, the user will have access to all catalogs. 

 
 

If you wish to restrict the user to specific catalogs, click on Assign Specific Catalogs, use the  > arrow  

button to move those catalogs to the Assigned Catalogs list. 

 

 
 

6. Define which stores the new user will have access to and control over (depending on their assigned roles), then click 

Next. 

 

Note: By default, the user will have access to all stores. 

 
 

If you wish to restrict the user to specific stores, click on Assign Specific Stores, use the  > arrow  

button to move those stores to the Assigned Stores list. 

 


