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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 administ
all aspect®f online stores as part of the Elastic Path prodtibis document will help maximize your proficiency with
the Commerce Managemd its features.

What's New?

Users of previous versions of tiemmerceManagemwill find many new and exciting featurésthis latest release
including

Full-featured, desktopasedCommerce Manager application
Multi-store managenent
Gift certificates
Preordersandbackorders
Shippingfeceiving
Role-basedsecurity
Orderauditing

New securepaymentoptions
New reports
Synonymgroups

€ a nrduchmore!

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 16



Getting Started

Signing Into the Commerce Manager

Startthe 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

you do not have it.After theinitial login, the User ID and $eer URL fields will be prepopulated when a user starts
the CM Client.

4. Click Login, and yowvill now besignedin!

% Commerce Manager g@@|

File Customer Service Preferences Activity Help
& EE I H =

& Custamer Service Search =0 =8

4 orders B Customers
Search Terms {optional)
Order Humber:
Customer ID:

Email / User ID:
First Name:

Last Hame:

ZIP | Postal Code;

Telephone Humber:

From Date:

To Date:

Filters {optional)
Order Status:

Ay o bt

: Logged in as: admin Server URL: http:[/flocalhost: 5081 fcmserver)

Activities

The Commerce Manager application is subdivided inté\stwities: Configuration, Catalog Management, Customer
Service, Stre Marketing, Reporting, and Shipping/Receiving. Ativity 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 B8&ce 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 ta their wor



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 théActivity menu and click on the Activity you wish to switch to.

& Commerce Manager

File Customer Service Preferences Betaanie Help

L Cuskomer Service Search

= Orders & Customers

Search Terms (optional)
Order Humber:

: ] Zonfiguration Alk+3hift+0
@ Zatalog Management Alk+3hift+1
sulks £3
| Cuskormer Service Ale+-5hift+2
Stare Marketing Alk+5hift+3 First Mame
Lol shipping/Receiving b+ ShiFt+4
Reporting Alk+3hift+5

Customer ID:

Fmail [ llear INi-




Configuring a Store

Thefollowing steps should be followed in order to configure a new store in the Commerce Manager. These are alll
described below.

Configure shipping regions and options

Set users and permissions

Configure catalog attributes, data types, and brands
Set taxes

Create a catalog

Import or create products

oupwNE

Loading Existing Data

If you have existing customer or product catalog datajyayiimport theninto the system. The data mustib€€omma
Separated ValugdSV) format, which you can create from an Excel spréads or using your favourite text editor.

Alternatively, you may enter your product catalog dagmually Thisis feasible onlyf there is a small amount of data to
be entered

It is common for store administrators to import basic product catalog @atlaevimport manager tqgand thermanually
enrichthis datae.g., addingnerchandising relationships

Note: There is a time delay betweetena record (customer, order, category, product, or SKU) is createdtamdit
appears in search resulfBhis delayoccurs because new records are indexed only at scheduled intervals, which is
configured during the initial store sethp the administratorThis process can be eggited by restarting the server,
which causes the new records tamsexed immedialy.

Concepts and Tasks

Configuration Activity

The following tasks can be performed only after switghimtheConfiguration Activity , which is where profile
attributes, payment gateways, shipping regions, stores, taxes, users, and warehouseseteliarcam be done from
the Activity menu.

Ackivity WalE]

£ Customer Service A+ Shift+C

D Zatalog Managemenk Alk+Shift+r

£ Configuration AlE+Shift+1
Reporting k Alt+5hift+P
Shipping/Receiving Alk+Shift+R,
Store Marketing Alt+3hift+35

Profile Attributes
Creating a Profile Attribute

Customerprofile attributesspecifythe information captured when new customers are created by Customer Service



Representatives (CSRs). Profile attributesaamglable for CSRs to fill in during the customer creation and maintenance
processes.

Customizations areequiredt o add new customer profile attributes to
customers will nofby defaulj be able to fl in any custom profile attributes at either accotnatation or account
maintenance.

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

File  Configuration Hreferences  Ackmity  Help

@,@ & | =0 | g e & &

& Configuration

+ Customer Profiles

7 Profile Attributes

* Payment Gateways

4 Pavment Gateways

8. Click theCreate Attribute button.

e B

(3 (=

istamer Prafile Attributes 23 @
Akkribute Key Atkribuke Mame Attribute Type System Attribute

CP_FIRST_MAME First Marme Shart Text Yes

CP_LAST_MAME Last Mame Short Text Yes

CP_EMAIL Email Shart Text ¥es

O ARICRVRASL IS THIST Armrsramne ickArnar Prmlazm e

9. Inthe new dialog windw, fill in the required fields.

Attribute Key 1 The unique identifier for the attribute. This is for internal uses.only

Attribute Name T Thedisplay name of the attribute.

Attribute Type i The f or mat of the attributebs data (e.g., D:
Required i Whethe the new attribute is mandatory or not to fill in.

10. Saveyour new profile attribute.

2% Create Attribute [z|

Create Attribute

* Attribute Key: | cp_cell_Phonel |

* Attribute Hame: | el Phone Mumber |

" Attribute Type: | Short Text ||

Required: [_]

Save H Cancel ]




Editing a Profile Attribute
1. Click theProfile Attributes link to open the Profile Attributes tab.

2. Click on the profile attribute you wish to edit.
3. Click theEdit Att ribute button.

¢ Customer Profile Attributes &3 i Create Attribute 5 Edit AttriIiEEnB/

Attribute Key Attribute Mame Attribute Type System Attribute

o2 CP_FIRST_MAME First Narme Shart Text as
o CP_LAST_MAME Last Mame Shart Text es
i CP_EMAIL Ernail Shart Texk Yes
od CP_ANOMYMOUS_CUST Anonymaus Customer Boalean es
i CP_HTML_EMAIL HTML emails Boalean as
47 CP_PREF_LOCALE Preferred Locale Shart Text es
¢ CP_PREF_CURR Preferred Currency Shart Text as
¢ CP_PHOMNE Phone Mumber Shart Text Yes
i CP_FAX Fax Mumber Shart Text es
¢ CP_GEMDER Gender Shart Text Yes
i CP_COMPANY Company Short Text es
¢ CP_DOB Date of Birth Date Yes
¢ CP_EE_MOTIFIED Be notified of News Boolean es
s P CELL_PHOME Cell Phone Mumnber Shiort Tesxt

4. Makethedesired changes to the attribute name, tiek Save

¥ Edit Attribute

X

Edit Attribute

* Attribute Key: | |

* Attribute Hame: | Cell Phone Mumber |

* Attribute Type: | |

Required:

Save H Cancel ]

Deleting a Profile Attribute

Click theProfile Attributes link to open the Profile Attributes tab.

Click on the profile attribute you wish to delete.
Click theDeleteAttribute button.
Click OK in the new popup to delete the attribute

PN P



&. Delete Profile Attribute - Confirm

€ | Are you sure you want ko delete the Fallawing customer profile akkribuke?
-
S
CP_CELL_PHOME
Cell Phone Mumber

[ 04 H Cancel ]

Note: If data has already been entereddqrarticular profile attribute, then thalit Attribute andDelete Attribute
buttons will be disabled. This is to preventruption and Iss of data.

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

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

AL CS comewvith a number of payment gateways already integrated, such as PayPal Express Checkout,.Aeithorize
and Payflow ProAdditional payment gateways can be added by a developer.

Creating a Payment Gateway

1. Click thePayment Gatewaydink to open tle correspondintab.

File Configuration Preferences Ackivity Help

% @@= g 50088

. Configuration

* Customer Profiles
2 Profile Aktribukes

* Payment Gateways

T4 Pavment Gakeways

2. Click the Create Payment Gateway button.

4 Payment Gateways 7 & Create Gatewa

Gakteway Mame Gateway Implementation
4 DemoPaymentProcessor paymentGatewayMull
4 Authorizehet paymentGatewayAuthorizeMet
4 CyberSource paymentGatewayCybersource
4 PayflowPro paymentGatewayPayflowPro
% PavyPal Do Direct paymentGatewayPaypalDaDirect
4 PayPal Express pavmentGatewayPaypalExpress
4 GiftCertificate pavmentGatewayGiftCertificate

o

Google Checkout pavmentGatewayaoogleCheckout

b



3. Fill in theGateway Nameand select whickateway Type it corresponds to.
Note: The Gateway Type setting cannot be changed once the gateway has been created.

Note: The parameters ithe Properties tablevary depending ofsateway Type, andcan be configured bgevelopers

4. Click Saveto create the payment gateway.

%)

& Create Payment Gateway

Create Payment Gatewray

* Gateway Hame: | My Payment Gateway

* Gateway Type: |paymentGatewayPaypalExpress w |

Properties:

Properky Key Property Yalue
enviranmment «  «Enter awvalue:=
APIsername +  «Enter awvalue:=
APIPassword +  «Enter awvalue:>
certificateFile +  «Enter awvalue:=
pavpalExpressCheckautURL +  <Enter a waluex
privatekevPassword +  «Enter awvalue>

Save l [ Cancel

Editing a Payment Gateway

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

2. Click the Edit Payment Gateway k.
3. Make your modifications an8ave



X

@ Edit Payment Gateway

Edit Payment Gateway

* Gateway Name: | My Payment Gateway |

* Gateway Type: | |
Properties:

Property Kew Property Walue
environmment +  <Enter a waluex
APIUsername +  <Enter a valuex
APIPassword +  =Enter a value:=
certificateFile «  <Enter awaluex
privatereyPassword »  <Enter awaluex

Save l [ Cancel

Deleting a Payment Gateway

Select the payment gateway you wish to delete.

Click theDelete Payment Gatewayutton.
Click theDelete Attribute button.
Click OK in the new popup to delete the payment gateway

El A

% Delete Payment Gateway - Confirm

€ | Are you sure you want to delete the Following pavment gateway?
\"\-\-
My Payment Gateway

Ok | [ Cancel

Shipping Regions and Service Levels

A shipping regionis a geographical entity (e.g. country, state, province) that your store sigispoing servicelevels
are the delivery services that are available in a given shipping region (e.g., Ground SRigeingght Shipping, etc.)

A customerés shipping cost depends on the shipping r
shipping region should use a single set of shipping service levels and costs.

Please note the following tips anaveats:

e Shipping Regionsnustb e confi gured before the storeds checkol



e 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 multiglgoping regions when you use ngtobal 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 theaymate link.

i Commerce Manager,

File Edit Administration Perspective Help

#e@IF SsH@ 884

- Adminiskr akion =0 shipping Regions &2
+ Customer Profiles =t} Create Shipping Region
.2 Profile Attributes Shipping Region Mame
& Canada
¥ Payment Gateways &9 Great Britain (UK)
=0 ousa

93 Payment Gateways
+ Shipping
=4 Shipping Reqgions

+ Stores

2. Click the Create Shipping Region button.

%. Commerce Manager

File Edit Adminiskration Perspective Help

¢ = F SLUG® &8 4

-, Administration =1 shipping Regions &2
~ Customer Profiles =1 Create shipping Region Edit Shipping Reqgion
.2 Profile Attributes Shipping Region Mame
N
¥ Payment Gateways &9 Great Britain (LK)
= usa

}-/'3 Pavment Gateways




3. Fillin and select the appropriate fields.

* Region Hame:ﬂ_ Maorth America )
‘"'"lq_.__l-l""f

Available Countries / Sub Countries: * Selected Countries / Sub Countries:

Australia

Y
- To select multiple countries
or subcountries at the
same time, hold CTRL and

left-click your choices.

If your selections are listed
consecutively, one after
the other, then hold SHIFT
and left-click the last
country/subcountry in that

I W

list,
L_E Save ] [ Cancel
4. Add countries/sutzountries.
* Region Name: | Morth America
Awvailable Countries / Sub Countries: * Selected Countries / Sub Countries:
Nurited States (ohic) P Canada (alberta)

Canada (British Columbia)
Canada {Manitoba)
Canada (Mew Brunswick)
.’ Canada (Mewfoundland & Labrador)
Canada (Morthwest Territories)
H Canada (Mova Scotia)
Canada (Munawut)
Canada (Onkario)
Canada (Prince Edward Isl)
E Canada (Quebec)
Py

Canada (Saskatchewan)
H Canada (Yukon)

Izbekistan

||

Save ][ Cancel




5. Save your new shipping region.

* Region Name: | Morth America

Awvailable Countries / Sub Countries: * Selected Countries / Sub Countries:

Australia ~ Canada (Alberta) A
Austria Canada (British Columbia)
Belgium Canada (Manitoba)
China Canada (Mew Brunswick)
Czech Republic Canada (Mewfoundland & Labrador)
Denmark. Canada (Morthwest Territories)
Finland Zanada (Mova Scotia)
France Canada (Munawvut)
Germany Canada (Onkario)
tareat Britain (UK) Canada (Prince Edward Isl)
Gresce Canada (Quebec)
Hang Kong Canada (Saskatchewan)
Hungaty Canada (Yukon)
Tceland Inited States (alabama)
India Inited States (alaska)
Indonesia United States (Arizona) hd
ITreland “ F 5
f B Save * Cancel
o ——

Editing a Shipping Region

1. Select the shipping region you wish to edit.

2. Click the Edit Shipping Region button.
3. Make your modifications an8ave

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 nc
allow its deletionand the following dialog will be displayed

% Delete Shipping Region - Error [‘5_<|

@ The shipping reqgion is in use and thus cannaot be deleted.




Stores and Multi-Store Management

The multistore feature makes targetdres easier and more affordable to maintain. It essentially enables retailers to
create dedicated stores to target specific customer groups ineffective and swift fashion. Authorized staff can
manage and operate multiple stores from the saredane.

Advantages

¢ Run multiple independent or related storefronts from a single deployment
e Each store can offer its own look, product mix, pricing, and more to target specific customer groups
e Leverages existing hardware, software, catalogs, and skills

Benefits

e More store More customerg, More sales

¢ Increased presence, traffic, and sales

e Presents a personalized look and catalog for each customer segment
¢ Heightens the promotion of specific brands and products

Customers

Stores can be configured toesbregistereccustomes 6  p inforratidn €e.g., accounts and shipping addressitls)
other storesBy default, customer profiles are not shared. Sharing can be enabled on a store by store basis in the
Configuration activity.

Orders

Every processedustomer order will have an assigned stareich isthe store the order was created Administrators
and CSRs may access orders only from stores they have permission to view or manage. This feature prevents CSRs |
looking up orders made from sésrthey have no permission to access.

For example, Mary ia CSR tasked with processing orders from Apple Canada only. She cannot look up orders made
from the Apple USA store.

Promotions

All promotions are storgpecific. During the promotion creati process, the user must specify which store the
promotion applies to. Promotions cannot be shared across multiple stores; to achieve a similar effect, the administratc
will have to create duplicate promotions in each applicable store.

Promotions canmy be created by users authorized to do so for that particular store. It is not possible for a user to crea
or edit promotions for stores they are not responsible for.

Shipping

Shipping service levels are stespecific. When creating a shippinggee 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 availal
to the store they are shopping at.



Taxes

Tax Categories, Tax Codes, Tax ddittions, 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 warehadnseh may be shared by multiple stores.
Warehouses are assigned to users, ensuring that only authorized personnel may adjust inventory.

Creating a Store

1. Open theStorestab by clicking on theppropriate link.

R AL E)

. Zonfiguration

* Customer Profiles
7 Profile Aktributes

* Payment Gateways
F Payment Gateways

+ Shipping

=4 shipping Regions

+ Stores

=] Wiew Stores

Click theCreate Storebutton

Fill in the fieldsas described belavhen clickNext.

e Store Code A unique identifier for atere. Stores may nghare the same store codlee code may not be
changed once the store is created.

Store Name The name of the store.

Store Description For internalpurposes onlyThis field is optional.

Store URL: The URL of t he shisdieldandsst staht wittm btip:4r tws:// T

Store Timezone The timezonaised fotimestamping store events (e.g. orders being placed)

Store Country: The countrywherethe store is based

Store SubCountry: The subcountry (state or province) where the store is ba3éik field is only displayed if
the selecte®tore Country has sukcountries.

Default Language Language used by default to display content in the ostore.

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

wnN

4. Select whichCatalogandWarehousethe store will use, andick Next .



™ Create Store Wizard

Create Store - Step 2 of 5

Select the cakalog and warehouse used by the stare,

Store Catalog Store Warehouse
® [F snap It Up Catalog (%) US Warehouse
[ & 2354235 ) Canadian warehouse

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

Select theTax Jurisdiction(s) andTax Codesthat apply to your store by leflicking on the boxes next to the
entries. Click Next.
Fill in the fields as described below, then clid&xt.

Payment Gateway For each payment gateway you want to use with thie,sdelect the corresponding item in
the dropdown menuA list of cards supported by the selected payment gateways will be displayed in the
Supported Card Typestable. Check the entries you wish your store to support.

Paypal Express To enable Paypal Exgss for your store, seleetypal Expressfrom the dropdown box;
otherwise, seledtlot In Use

Google Checkout To enable Google Checkout for your store, seBmmgle Checkoutfrom the dropdown box;
otherwise, seledtlot In Use

Gift Certificates: To enalte Gift Certificates for your store, seldgiftCertificate from the dropdown box;
otherwise, seledtlot In Use

Fill in the fields as described below:

Customer Account Sharing Sdectthe stores whose customers you walhbwedto login (with their exising
accounts}o the one yoare 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 therabafigoptions 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
threeor fourdigit number used by credit cardrapanies to reduce fraud onliddore information on CVV can

be found abhttp://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 thesender name on alutgoing emails generated by the store.

Email Sender Address Define which email account will be used to send out the systEmerated-enails.

Store Administrator Email Address: Specifyt he st or e amahaddréss.t r at or 6 s e
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 car
information will be needed for any modificati® to an existing order or exchange.

Click Finish to create your new store.



Editing a Store

1. Select the store you want to edit.

2. Click theEdit Store button.
3. Make the desired changes over the next 5 screensfaficdh to commit your changes.

Deleting a Store

1. Select the store you want to delete.

2. Click theDelete Storebutton.
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 daheti

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:

%, Delete Store - Error §|

\il) The Following stare is in use:

SMAR it UP

Tax Codes and Categories

Store administrators only need to configure taxes for jurisdictions that are "tax nexuses" (that is, jurisdictions that have
right to impose a tax on taxpayers).

To configure a tax system for their store, administrators have at their disposal thenfptiools:

e Tax Codes Products are connected to taxes through tax codes. Tax codes define what type of tax is applicable to :
product (e.g., Shipping and Goods taxes), and are what the store's customers see. Tax Codes are used to group T
Categories.

e 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.

e Tax Jurisdictions: Tax Jurisdictions are hierarchical, scsifpossible to have different Tax Categories applied at
various levels. These include country, alintry, city, and zip code.

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

The hierarchy in Tax Jurisdictions must batfidefined at the country level, followed by stduntry (e.g., State,
Province), city, and then finally zip/postal code.

Creating a Tax Code

1. Open therax Codestab by clicking on thappropriate link.



File Configuration Preferences Activiey  Help
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L, Configurakion
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 Shipping

&4 shipping Regions
- Stores

=l Yiew Stores

+ Taxes

) Tax Jurisdickions

Manage Tax Walues

2. Click theCreate Tax Codebutton.
3. Fill in the Tax Code value and clicRave

Editing a Tax Code
1. Select the tax code you want to edit.

2. Click theEdit Tax Code button.
3. Modify the Tax Code value as desired, then clielve

Deleting a Tax Code
1. Select the tax code you want deleted.

2. Click theDelete TaxCodebutton.
3. Click OK in the dialog that comes up delete the tax code

Tax Jurisdictions

Creating a Tax Jurisdiction

1. Open theTax Jurisdictions tab by clicking on th@ppropriate link.



File Configuration Preferences Activity Help
% el Fs0@a88
., Configuration
= Customer Profiles
52 Profile Attributes
* Payment Gateways
,('3 Pavment Gateways
+ Shipping
&4 shipping Regions
- Stores
Eg" View Skores
~ Taxes
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o Tawx Jurisdickions

o Manage Tax Walues

2. Click the Create Tax Jurisdiction button.

(&) Tax Jurisdictions 53 @Tax J"'riSdiCti)D

Jurisdiction Counkry Tax Calculation Method
@J Canada Exclusive
) United States Exclusive
L Zeazk Bwikain O Treh izinss

3. Fillin the fidds and add taxes dgscribed below:

@ Create Tax Jurisdiction

X)

Create Tax Jurisdiction

* Jurisdiction Country:

£

* Tax Calculation method: | Exrlusive v |

Configure Taxes:

Tax Mame Address Field O add Tax...

Edit Tax...

Remowve Tax...

Save ] [ Cancel




e Jurisdiction Country : Which country this tax is for.
e Tax Calculation Method:
o Selectinclusive if the prices in this jurisdictioincludetaxes(e.g. in the European Union).
o If the prices irthe jurisdiction exclde taxes (e.g. in the U.S. or Canad@agn selecExclusive
o Configure Taxes Specify which taxes apply to this jurisdiction. At {h@x Creation screen, you must specify
its name and whether it applies to the entire country, a subcountry, or an ellenjansdiction.

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 clickave

Deleting a Tax Jurisdiction
1. Select the tax jurisdiction you wattt delete.

2. Click the Delete Tax Jurisdiction button.
3. Click OK in thedialog that comes ufp delete the tax jurisdiction.

Tax Values

Creating a Tax Value

1. Open theManage Tax Valuesdialog window by clicking the appropriate link.

File Configuration Preferences Activity  Help
¢ s(¢aF(500 88

., Configuration
w Customer Profiles

s Profile Atbributes
- Payment Gateways

(4 Payment Gateways
= Shipping

=4 shipping Reqgions
- Stores

=] Miew Shores
* Taxes

L] Tax Codes

) Tax Jurisdictions

Manage Tax Walues



2. Sdect whichTax Jurisdiction andTax you want to manage tax values,ftiren clik Filter to retrieve the
appropriate items:

ranage Tax Yalues

Please select the jurisdictions and tax wou wish ko manage. ..

Filters

)

* Tax Jurisdiction: | Jnjted States

W

* Tax: | State Sales Tax | Fiker

3. Click theAdd button.

X

s Manage Tax Values

Manage Tax Yalues

Please select the jurisdictions and tax vou wish ko manage. ..

Filters

* Tax Jurisdiction: | United States 3 | * Tax: | State Sales Tax | [ Filker ]

Manage Tax Values:

Sub ... SHIPPING  MNOME GOODS 123 ~ F oadd [
. oo [ Joo | e

AR 0.07 0.07

Az 0.055394, .. 0.055999..
ch 0.06 0.06

oS 0.025999. . 0.025999... M

4. Fillin the fields, then clickSaveto create your new tax value.

Editing a Tax Value

Open theManage Tax Valuesdialog window by clicking theppropriate link.

Configure your Filter settings, then cli€idter to retrieve the tax values.
Select the tax value you wish to edit, then chickt.
Make your modificationghen clickSave

PN P

Deleting a Tax Value

Open theManage Tax Valuesdialog window by clicking thappropriate link.

Configure your Filter settings, then click tRéter button to retrieve the tax values.
Select the tax value you want to delete, then cliciRé@ovebutton.
Click OK in the new popup to dekethe tax value; you may also canited operation at this point if you wish.

Pwn P



Users

Users are the individuals who will be using the Commerce Manager and/or other backend services, such as web servic
Users are internal to your organization and arg¢mbe confused with storefront customers.

Each wuser has

certain

privileges,

Please see the User Roles secliimmmore information.

Creating a User

1. Open thdJserstab by clicking the appropriate link.

File Configuration Preferences

S G

L, Configuration

¥ Customer Profiles

F Payment Gateways

¥ Shipping
F Stores

b TaHes

 Users

Wiew Lsers

ﬁ) Wiew Rioles

Activitw  Help
S

2. Click on theCreate Userbutton.

A |

- =]

L@

3. Fill in the field as described below, then cI&xt.

User Name The username for the new user.
Status Specify whether the new user shouldAmtive or Disabled the former albws the user to sign in and

perform tasks, while the latter locks their account.

Email Address. T h e
Password T h e

user 6s

First Name: The first name of the user.
Last Name The last name of the user.

u Snailraddsesse

Roles, then clicking the> arrow button. ClickNext.

as

pass wo rhdracterslortg. mu st
Confirm Password It must be the same as the password entered above.

def i

be

ned

at

by

east

Assign the user one or more roles by-@@itking on the role you wish to add on the panel to the Aefai{able

t hei

8

I



Awvailable Roles: Assigned Roles:

Commerce Manager User Super User
Web Services Lser
creditcardWiew

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.

) Assign Specific Catalogs

If you wish to restrict the user to specific catalogs katin Assign Specific Catalogsuse the > arrow
button to move those catalogs to fesigned Catalogdist.

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

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

If you wish to restrict the user to specific stores, clickdsrign Specific Storesuse the > arrow
button to move those stores to thesigned Storedist.



