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HOW TO
Start Using Miva Merchant

Overview

Miva Merchant is a browser-based Storefront Development and Management
System. It integrates cataloging, product, fulfilment, maintenance, category
management, inventory, affiliates, and shopping basket, order and credit card
processing. Multiple stores can be maintained by one central administrator or
specific store functions can be delegated to sub-administrators.

The software is organized as a series of modules that can be upgraded to provide
new functionality without changes to the core system. E-merchants can use the
browser-based interfaces to build stores, and developers can build modules in
XML-based Miva Script. Merchants manage their stores with a user friendly
browser-based interface.

Your Miva-enabled hosting provider usually supplies initial installation and
configuration support. Ongoing developer and merchant support for using Miva
Merchant is available from Miva Corporation. For information about support
policies and procedures go to http://www.miva.com/support.

Running Miva Merchant requires a Miva Engine enabled site. With Miva Merchant
4.13 and below, the Miva Engine (Empresa) interprets the Miva Merchant code on
the fly. Starting with Miva Merchant 4.14, as a compiled program, the Miva
Merchant code is executed by the Engine (Miva Virtual Machine). Also available is
a desktop Engine, Miva Mia, for use with Microsoft Windows.

Store Screens and Administration Screens

Miva Merchant is a powerful storefront development system that gives you a
number of options for customizing your store. It is divided into two core modules:
e merchant.mv (4.14 and above: merchant.mvc)

This is the module that displays your store on the Internet, or on your
development PC. To display your store, enter the URL to Miva Merchant
(found in your Domain Settings, Site Configuration).
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Overview

To access your site on the internet, it would look something like:

http://www.YourDomainName.com/Merchant2/merchant.mv
OR
http://www.YourDomainName.com/Merchant2/merchant.mvc (in 4.14)

On your development PC, it would look something like one of these:

http://127.0.0.1:8000/Merchant2/merchant.mv (merchant.mvc in 4.14)
http://YourPCname:8000/Merchant2/merchant.mv (merchant.mvc in 4.14)

55 http: /f127.0.0.1:3000/merchant/merchant. myvc j

[ #] hitp://127.0.01:6000/Merchant2/merchantee | |d]

Store Front Account Search Product List Basket Contents Checkout

Sign In

Hand Tools
Accessories
Fower Taols
Eiles

e admin.mv (4.14 and above: admin.mvc)

This is the module that you use to enter the information into your store. When
your installation or upgrade completed, this is the URL it display to access the
Administration Interface.
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Overview

To display the administration module on the internet, enter something like:

http://www.YourDomainName.com/Merchant2/admin.mv
OR
http://mww.YourDomainName.com/Merchant2/admin.mvc (in 4.14)

On your development PC, enter something like on of these:

http://127.0.0.1:8000/Merchant2/merchant.mv (.mvc in 4.14)
http://YourPCname:8000/Merchant2/merchant.mv (.mvc in 4.14)

iddress

Ii htkpeff127.0.0, 1:8000)merchant admin, myc} Session_ID=d

&l hikbpe #1227 .0.0, 1:8001 fmerchant 2 admin, mw?

j @Gc

nession_ID=01C1FDE1Z7 FFOSFO00000423000000008,

MAIN DOCS SUPPORT

¥ Refrash
¥ hin
¥ Nomain Settings

¥ Store Selection Layout
P Users

¥ hiodules
b ifizards
F Stores
® dd Store
W The \liite Shoppe 5
P tizards
4 Groups
® Countries
® Sigtes
b Cateqories
P Products
P hdarketing
P atribute Templates
[ ] Up=ale
® |ryertony
P zifiliate Configuration
® Shipping Confiquration
® Payment Configuration
® Order Fulfillment Confiqurs
® | ogging Confiquration
® System Extension Confige
P Customers
P foailability Groups
P Frice Groups
P Order Processing
B Lhilties
P Lhilities
¥ Switch to Simple Administration
¥ fhout hiva hderchart
¥ | ogout

Miva®
merchant-

Storefront Development
and Management System

Miva Merchant v4.13
Miva Engine v3.9406

There were 0 failed login attermpts since your
last login.

Miva Merchant Quick Start

Domain Name: 127.0.0.1

Domain Hotifications Check For Mew Motifications Mow

Wliva Script Compiler Mow Shipginog!

The muost commaon tasks may be accomplished using Wizards. To evoke a
Wizard, click the icon ahove the desired Wizard.

Create Store Wizard

Store Name: The Write Shoppe 5
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The First Steps

This guide introduces you to the Miva Merchant interfaces, including menus,
common navigation symbols, and wizards. It directs you to Miva publications that
help you add features and functions to your store, and discuss tips for maintaining
your store.
This guide covers the following major topics:
e “The First Steps” on page 4
- LogIn
- “Simple Administration for New Users” on page 6 introduces tasks to help
you create the basic configuration, products, and categories for your store.
* “Next Steps: Add Functionality to Your Store” on page 10 provides a glimpse
of the functionality you might want to add to your store.

« “Administration Interface” on page 11 describes the sections of the
Administration Interface, the navigation symbols, and wizards.

- “Administration Interface Menu Items” on page 12
- “Using the Administration Interface Menu” on page 14
- “Administration Interface Data Entry Area” on page 15
- “Administration Interface Navigation Buttons and Arrows” on page 17
- “Wizards” on page 18
* “Next Steps: Maintain Your Store” on page 20 is a very important section to
help you prevent problems.

- Keep Your Store Running Efficiently
* “Miva Merchant Documentation” on page 21

The First Steps

Log In

Use the URL that displayed on the last page of the Setup process to access the
Miva Merchant administration interface module (adm n. mv or adni n. nvc).
The login screen displays as shown below.

=

Miva®
merchant-

Storefront Development
and Management System

Welcome!

Login: |

Password: |

Login |
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The First Steps

If you previously performed Setup and did not bookmark the URL to the Miva

Merchant Administration Interface, you can still locate the URL. The file admin.mv

(admin.mvc in 4.14) is located under the Merchant or Merchant2 directory in your

script directory (which could be named html, mivascript, etc.) of your domain or

sub-domain. Examples:

* http://www.YourDomain.com/merchant/admin.mv? (.mvc in 4.14)

e http://www.Domain.com/~YourSubDomain/merchant/admin.mv? (.mvc
in 4.14 and above)

OR

e http://www.YourDomain.com/merchant2/admin.mv? (.mvc in 4.14)

e http://www.Domain.com/~YourSubDomain/merchant2/admin.mv? (.mvc
in 4.14)

If you still cannot locate it, check with your Internet Host/Service Provider.

1. Enter the user name and password you defined in the Setup Wizard. This is
the name and password for the domain administrator. Click on Login.

Note: If this is the first time you are logging in, and you did not perform the upgrade or
setup, the Miva Merchant License Agreement will display.

2. The Administration Interface is displayed.

If this is the first time you are logging into Miva Merchant after a new
installation (setup), the Simple Administration Interface displays.
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The First Steps

Simple Administration for New Users

Providing a simple, quick way for you to get your store up and running, the Simple
Administration guides you through the phases of the store creation and
configuration processes. When one step is complete, a checkmark is placed
beside it, and the next wizard automatically loads. If you log out of the Simple
Administration interface before completing all the steps, the next time you log in,
the Simple Administration will load, with the completed steps checked.

At any time you can go to the Advanced Administration Interface.

Your Internet Host Provider may have set up certain modules or features as part
of the package you purchased. Therefore, you may not have all the modules
available to you that are described in this publication.

2 3

Mbva®

\

b I. Welcome!

merc 1ant"4 Miva Merchart 4 14 Simple Administration Switch to Advanced Administration Logout

. Create Stare \Wizard

There were 0 failed login attempts since your last login.

ll. Configure Store

I%. Finished!

1. Add Categaries through a series of tasks to get your store up and running

2. Add Products Merchant. The tazks onthe left indicate your current task
3. Add Attributes weith an arrowy, and completed task with a checkmark. & gray
4. Configure Payment link indicates a task that is not availakble urtil an associsted
. _ task haz been completed. At each task, a wizard loads and

5. Configure Shipgpin !

B g .pp g. 4-» provides you with & basic description of the essential
G Affiliste Configuration features needed for your stare to operate properly.
7. Add Affilistes
5. Order Fulfilment Configuration To begin please press the continue button.

9. Configure Look & Feel
10. Configure Sales Tax e |
11. Miva Marketplace Sign Up \Wizard

12. Miva Marketplace List Product Wizard
13, Miva Marketplace Mass-Listing Wizard Domain Hotifications Check For Mew Motifications Mow
14 Miva Mailer Setup YWizard

15, Miva Mailer Add Mailing List Wizard
16. Miva Mailer Send Wizard A

Welcome to Simple Administration! This interface leads you

guickly, and allowing you to become familiar with Miva

No Current Notifications Present
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The First Steps

1. Steps

2. Switch to Advanced
Administration

3. Logout

4. Data Area

5. Notifications

Simple Administration Screen

Indicates the current task with an arrow.

As you complete each step, a checkmark displays
next to it and the next step automatically loads.
(You can, however, click any available step.)

Displays the (Advanced) Administration Interface.
See “Administration Interface” on page 11.

Logs out the current user. Using logout is
important, so that Miva Merchant can provide you
with the same settings next time you log in. When
all tasks are complete (indicated by check marks),
and you log out, the next time you log in, the
(Advanced) Administration Interface will display.

Displays the information and selections for each of
the steps and corresponding wizards.

These are notifications from your Administrator or
Host Provider.

Creating Your Store in Simple Administration

The interface first takes you through the process of creating a store and the steps

to configure it.

Note: The first time you create a store, it might be beneficial to keep the number of
items, such as the categories and products to a small number. You could make a
“test store” until you become familiar with the features you want to use for your

Miva Merchant store.

Create Store Wizard

To create your store and set up basic configurations, follow the directions in the
Simple Administration screens:

e Enter basic information about your store.
The wizard asks you to enter a store name, owner information, store settings

and layout.

Other store settings are automatically set, based on the country in which the
Owner resides. These settings are: Measurement (weight), Sales Tax
Calculation and Currency formatting. If you want to modify these and other
store settings, refer to HOW TO Change the Sales Tax Calculation for Your
Store and HOW TO Edit Store Settings, Maintenance Mode & Order

Minimums.

Configure Store

Note: To skip a step, click Skip in the top, right corner.
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The First Steps

1. Add Categories

Arrange your products into groups. You can have nested categories, where
one category is the ‘parent’ of another. For example, the categories “card
holders” and “bookends.” might have the parent category “Desk Iltems.” You
can also put the products in more than one category. For example, bookends
could be under Desk Items, Office Accessories, and Bookshelf Items.

2. Add Products

Enter the basic product information. At this point, consider keeping the
number of products you enter to a fairly small number.

After you have set up the basic store you might consider importing your
product information, particularly if you are adding quite a few products, will
track product inventory, or if many of your products have several attributes
(for example, color or size). Refer to HOW TO Import Product Data Using a
Flat File.

3. Add Attributes

After you have added products using the Simple Administration interface, the
Add Attributes link will be enabled. Colors and sizes are examples of
attributes.

If you have several products that use the same or similar attributes, use the
Miva Merchant feature Attribute Templates, available in Advanced
Administration. For example, T-shirts and Shorts may have sizes of small,
medium, large, extra large, and jumbo, and Jackets have all the same sizes,
except jumbo. You can copy the Attribute Template, then simply delete the
jumbo size from the jackets. Refer to HOW TO Create Attribute Templates.

Note: Your Internet Host Provider may have already configured your payment and/or
shipping modules, therefore you may not need to select or configure them.

4. Configure Payment

Your store must be configured with a payment method so you can sell
products. If it is not, your e-shoppers will receive an error. This wizard guides
you through the payment module(s) selection and configuration.

5. Configure Shipping

Configuring shipping helps both you and your customer. You can choose the
best method(s) for the type of products you sell, include quantity discounts,
base the shipping cost on product weight or price, and other options. Your e-
shopper sees the specific shipping charges during the checkout process. You
can sell products without configuring shipping, but your customers will see a
message telling them shipping is not configured.

6. Affiliate Configuration

You can encourage other sites to become one of your affiliates, for which you
could see more traffic, increased completed orders, and your affiliates can
earn commissions.

In configuring affiliates, the wizard helps you set up the default commissions
you will pay out to affiliates. Of course, later you will be able to edit these for
any individual affiliate. Other items you configure include Email configuration
and notification. For additional information about Affiliates, see HOW TO
Administer Affiliate Program, which guides you through the Affiliate settings in
the (Advanced) Administration Interface.
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The First Steps

10.

11.

12.

13.

14.

15.

16.

Add Affiliates

Potential affiliates can sign up in your store, depending upon how you
configure Affiliates, but you can also add affiliate information yourself. You
might do this when you have disabled the Default Application Status, in which
case the Affiliate Login does not display on your Store Front. This data also
includes the specific commissions you want to pay out for this affiliate.

Order Fulfillment Configuration

Confirms orders via Emails to your customers and to designated merchants.
To enter more than one Email address in the CC field, separate the Email
addresses with commas.

Configure Look & Feel

Guides you through choosing a store color scheme, messages, and assigning
products that will appear on your Store front. For additional information on this
wizard, see HOW TO Create the Basic Look & Feel for a Store using the
Wizard.

Configure Sales Tax

Choose the type of tax you want Miva Merchant to calculate. Then, the wizard
guides you through the steps to set up the specific tax you selected.

Miva Marketplace Sign Up Wizard

Miva Marketplace is a pay-for-performance service, which assists you in
promoting your products to shoppers who are searching or browsing various
websites. This wizard takes you through the sign-up process, after which you
will be able to add your products to the Miva Marketplace service. For more
information about Miva Marketplace, visit http://www.miva.com/mmp/.

Miva Marketplace List Product Wizard

This wizard helps you list your products within the Miva Marketplace service,
choose the categories, and enter the per-click price to position your product.
Miva Marketplace Mass-Listing Wizard

Use one or more files that contain your products codes, Miva Marketplace
categories, and other pertinent data to upload to Miva Marketplace.

Miva Mailer Setup Wizard (new in 4.13)

Establish an account with the Miva Mailer Service.

Miva Mailer Add Mailing List Wizard (new in 4.13)

Create the Mailing Lists, including the prompts that will display to your
customers and affiliates, providing them the opportunity to subscribe to one
one more of your mailing lists.

Miva Mailer Send Wizard (new in 4.13)

Enter the subject and body for your Email, and send to one of your lists. The
Miva Mailer Server will send to each of the Email addresses in your list.

When the basic configuration for your store is complete, an option displays for
you to switch to the Administration Interface.

If you are new to Miva Merchant and you have created your store, check
these sections:

- “Next Steps: Add Functionality to Your Store” on page 10
- “Administration Interface” on page 11
- “Next Steps: Maintain Your Store” on page 20
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Next Steps: Add Functionality to Your Store

Next Steps: Add Functionality to Your Store

After you have the basic configuration of your store, you may want to further refine
its look, or add certain functions. (The Miva Merchant feature or function is
identified in parenthesis below.) You may want to:
» Link your new Miva Merchant store and your current website (Integrate

Miva Merchant into an Existing Website).
» Make Changes to Your Store

- track the inventory of some or all products (Inventory).

- extend special offers to your customers (Upsales).

- sell products at reduced rates to certain customers or for whom you have

special products (Price Groups and Availability Groups).
- identify a minimum quantity or order price that must be purchased (Order
Minimums).

e Change the Look & Feel of Your Store

- coordinate color scheme with your existing website (Edit Store, Colors).

- apply the same text at the top of each page (Global Headers and Footers).
 Promote your products to audiences of qualified shoppers

(Miva Marketplace).
For all these features, and others that you may want to add to your store, go to
http://www.miva.com/docs/merchant/howto4.1.html, and look for the applicable
“How To...” link.
For a description of the publications available for Miva Merchant users, refer to
the section “Miva Merchant Documentation” on page 21.
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Administration Interface

Administration Interface

Miva Merchant Quick Start

® Raofresh

® hizin J
§ Domain Seftings Domain Name: 127.0.0.1

Store Selection Layo —
P Users
P hbdules
P uiizards
P stores
P Ltilties
® Suitch to Simple Adr
® Shout hiiva herchand

® | ogout

Domain Hotifications

Na Current Notifications Present

The most common tasks may be accomplished using Wizards, To evoke a
Wizard, click the icon above the desired Wizard.

Create Store Wizard

rr @ =

The “Advanced Administration Interface” is referred to simply as “Administration
Interface” in the rest of this publication, and in other Miva Merchant publications.

The Administration Interface includes the following components:
1. Header menu bar

2. Administration Interface menu

3. Data entry area
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Administration Interface

Top Menu Bar

el
Main
Docs

Support

Logout

Click this logo to open a new browser and display the home
page of the Miva Corporation website (www.miva.com).

Click to go to the Miva Merchant Quick Start in the (Advanced)
Administration Interface.

Click to open a new browser and display the Documentation
page of the Miva website.

Click to open a new browser and display the Support page of
the Miva website.

Click to log out of the Administration Interface. Using logout is
important, so that Miva Merchant can provide you with the
same settings next time you log in.

Administration Interface Menu Items

This menu is where you access the administrative functions of Miva Merchant.
When you start, the menu only shows the following items:

® Fofresh
® hain
® Nomain Settings

® Siore Selection Layout

P oUzers
P hiodules
P wizards
P Stares
B Utilities

® Siwitch to Simple Administration

® Ahout Miva Merchant

® | ogout

Menu Item
Refresh
Main

Domain Settings

Description

Refresh the screen.

Displays the Miva Merchant Quick Start that includes:
« Graphical representations of the wizards

» Domain and Store Notifications

« Store statistics

The exact display depends upon how your domain and
store are configured.

Contains Miva Merchant domain settings for your site,
registration, session and login timeouts, and upload and
notification settings.

Refer to HOW TO Setup & Administer a Miva Merchant
Domain for detailed information on these tasks.

MM1018-06 Start Using Miva Merchant
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Administration Interface

Menu Item

Store Selection
Layout

Users

Modules

Wizards

Stores

Utilities

Switch to Simple
Administration

About Miva
Merchant

Logout

Description

Select or change the basic look of the store. Choose
between:

« KoolCat Look & Feel (KCUI)

Contains fewer layout options than MMUI
¢ Miva Merchant Look & Feel (MMUI)

You choose many layout options

Add administrative users to the Miva Merchant domain.
You can also delete or edit user information here. After
you add a user, assign the person to a group within a
store. (You define privileges/rights for a group).

Refer to HOW TO Administer Users & Groups for detailed
information on these tasks.

Modules are the applications that add functionality to
Miva Merchant. Add a third-party module and make a
module active and inactive. See HOW TO Add
Functionality with Modules.

Wizards allow you to quickly and easily perform tasks
such as creating a store and adding module functionality.

See “Wizards” on page 18.
Add a store and modify existing store data.

After creating your basic store, refer to “Next Steps: Add
Functionality to Your Store” on page 10.

Contains the Domain-level Pack Data Files utility, which
compresses the domain databases. Since packing files is
a very important maintenance task for your store, there is
a store-level Pack Data utility.

See “Next Steps: Maintain Your Store” on page 20.

Displays the Simple Interface that guides you through
creating and configuring a store.

Displays the version of Miva Merchant and Miva Engine,
the licensed user name, the license number, and the
license agreement.

Logs out the current user. Using logout is important, so
that Miva Merchant can provide you with the same
settings next time you log in.

MM1018-06 Start Using Miva Merchant
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Administration Interface

Using the Administration Interface Menu

Click on an item in the main menu to access its functionality. Some menu items
are hyperlinks, and some are not.
» Items that have a blue arrow next to them contain subordinate items that may

be displayed by clicking the blue arrow to the left p of the item.
» ltem

» ltem
» ltem
o ltem

» Items with no subordinate items have a blue dot & nextto them.
See the close up below:

® Refrezh
® hiain
® Nomain Settings

® Store Selection Lavyout
P Users

P wodules
P ifizards
W Stores
® dd Store
B Tool Crib
B Lhilities
® Syitch to Simple Administration
® Shout hva Mercharnt
® |ogout

When you click an F arrow, the menu displays the subordinate items, and the
arrow points down at these items w .

When you select a link in the menu, its corresponding content or form displays in
the Data Entry Area. For example, clicking the About Miva Merchant link displays
the following form:

Miva Merchant v4.14 Miva®
Miva Engine w4.0104 merchant-
Storefront Development

and Management System
This copy of Miva Merchantis licensed to:

Elisa Schmidt
Miva Corporation
Lic:sss nxsxy

Miwva Merchant wi.x Domain License [(Retail Wer
Last updated: Wed 31 Jul 2002

EY DOWWLOADIMNG AND/OR IMPLEMENTING THIS SOFTW

EOL T OILITRLT T T BRI .
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Administration Interface

Administration Interface Data Entry Area

The default screen for the Data Entry Area in the Advanced Administrative
Interface is the Miva Merchant Quick Start screen. This is the screen that is
displayed when you click Main in the Header Bar or in the Administration Interface
menu on the left.

In the screen below, you see a new store. Store Notifications, Statistics, and Best
Sellers are displayed directly below the store name. (Since this is a new store, the

® Fofresh
® i
® [omain Settings

P Users
P hbodules
F iizards
W Stores
® dd Store
# Tool Crib
B Ltilities

® | oqout

® Siore Selection Lawyout

® Syitch to Simple Administrat
® Ahout hva herchant

statistics show zero.)
~7 }

Create Store Wizard

Store Name: Tool Crib

Store Notifications - Feset Statistics
Statistics Last Reset on: 05/ 412001
No Current
Notifications Hits: 1]
Fresent -
Wigits: 1]
Qrders: 1]
Revenue: 0.00

Products Sold: 0

Best Sellers
No Best Seffers Currentiy Avaliablie

L— -—

Look & Feel Shipping Configuration  Payment Confiquratior

Before the first store is created, the only wizard on this screen is the Create Store
Wizard. After the store has been created, store statistics and the other wizards
are displayed under the store name. See “Wizards” on page 18

When you click a link in the Administration Interface Menu, the corresponding
data entry form is displayed in the Data Entry Area. For example, when you click
the Domain Settings link, its Data Entry Area displays.

MM1018-06 Start Using Miva Merchant
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Administration Interface

Data Entry Form
The Data Entry Form generally includes the following sections:

1. Title
The title of the form is at the top. It is the same name as the link you selected
from the Administration menu on the left.
2. Help button
The Help button loads the applicable Miva Merchant help from Miva
Corporation’s website.
3. Tabs (Links)
Many Data Entry Areas for the selected link contain more than one form.
Clicking these tabs displays additional sets of fields.
4. Field Area
The field area contains text boxes into which you enter data. This area also
displays data you or your Internet Host Provider previously entered, or data
from the Miva Merchant program.
5. Buttons
The buttons at the bottom of the form will update, reset, or delete the
selection.
Domain Settings 2 —>
—_pinformation Fegistration Site Timeouts 080
3 Configuration  — —  Seftings
Haotification
Settings
Domain Name: [127.0.0.1
License #: it T I | A
Yersion: 410
5 — p pdate | Feset |
Statistics

Clicking the Main link in the Administration Interface menu on the left, or in the bar
at the top, also displays Miva Merchant statistics. They reflect the numbers since

the last time you reset the statistics.

Hits: The total number of hits for your store.

Visits: The number of individual visits your store has received.
Orders: Based on baskets converted to orders.

Revenue: The total of all the order totals.

Products Sold: The total quantity of all products sold.

Best Sellers: List of the top five selling products and the number of each sold.

MM1018-06 Start Using Miva Merchant
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Administration Interface

Administration Interface Navigation Buttons and
Arrows

There are icons in the Miva Merchant Administration Interface that you can use to
access various functions. These icons are described below.

Icon Name Description
\!-.) Color Display the color selector palette.
Edit Edit the full data record.
Edit Here Make a quick edit of the currently displayed data
fields.
TEL Help Get detailed information about your Merchant page.
@ Link Reveal the relevant links to integrate your site.
1 Move Down Move the list item down one in the list.
1 Move Up Move the list item up one in the list.
Check All Put a check next to all displayed items in the list.
a Uncheck All | Remove the checks from all displayed items in the
list.
New Create a new record.
Next Show next part of list.
-
d Previous Show preceding part of list.
First Go to the first record.
4]
- Prev Go to the previous record.
Next Go to the next record.
w3
Last Go to the last record.
2]
@ Refresh Reset your page to its original display.
@ Search Search on the variables you entered in the search
text box.
Select Choose the record.
@ Upload File Input file name or browse for a file.

MM1018-06 Start Using Miva Merchant
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Administration Interface

Wizards

Wizards help make creating a store and configuring features and functions quick
and simple. You can select any wizard directly from the Administration Interface
menu (shown below) or from the Miva Merchant Quick Start form. (The Simple
Administration Interface automates the process for you. See “Simple
Administration for New Users” on page 6.)

e

afresh

din

® Lomain Settings

® Siore Selection Layout

=

P Users
. P todules
Domain-Level
. —> P izards
Wizards ¥ Stores
® add Store
Store-Level ¥ The Write Shoppe 5

Wizards _> W iizards
® pdiva Maketplace MassListing Wizard

Miva hlaketplace Sign Up Wizard
Mliva hlaketplace List Product Wizard
Lowok & Feel Configuration Wizard
Sales Tax Canfiguration Wifizard
Shipping Configuration Witizard
Fayment Configuration Wiizard

Add Product Wrizard

Fulfillment Confiquration Wizard

® hdiva hailer Setup Wizard

® hjva hailer Add Mailing List wizard
® Add Catagory Wizard

® Add Product Attribute Wizard

® Affiliate Configuration Wizard

® Add Affiliate Wizard

» Create Store Wizard (Domain Level)

When you first enter the Administration Interface, if you have not yet created a
store, the Create Store Wizard is the only wizard available. It is a fast and
easy way to step through the initial phase of creating a store.

This wizard is located at the domain level, and the wizards below are all
located at the store level.

e Add Category Wizard

You can have nested categories, where one category is the ‘parent’ of
another. For example, the categories “card holders” and “bookends.” might
have the parent category “Desk Items.” And, “wooden bookends” and “metal
bookends” could have the parent category “bookends.”

* Add Product Wizard
Guides you through entering the basic product information. If you're adding
quite a few products, will track inventory, or many of your products have
several attributes (for example, color or size), you might consider importing
your product information.
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Administration Interface

e Add Product Attribute Wizard

From the Add Product Wizard, you can click the Add Attribute(s) button to run
this wizard. And, as with other wizards, you can select it from the
Administration menu or the Quick Start form. It guides you through entering
attributes (features) and options that you products have. It also let’'s you
choose the type of selection methods your e-shoppers will see.

e Payment Configuration Wizard

Based on the payment module you choose to use, this wizard displays a
series of screens for you to identify the specific data required for the selected
payment type.

If you want to use a Payment Gateway, before you can set this up, you need
to do the following, unless your IHP (Internet Host Provider) already has.

- Obtain a merchant account

- Determine the Payment Gateway you want to use

- Get an account with the Payment Gateway and register.
- Enter this information as the wizard asks for it.

Read about the Payment gateways in HOW TO Set Up Payment
Configuration.

e Shipping Configuration Wizard

When you configure shipping, you can choose the best method(s) for the type
of products you sell, include quantity discounts, base the shipping cost on
product weight or price, and other options. Your e-shopper sees the specific
shipping charges during the checkout process. You can sell products without
configuring shipping, but your customers will see a message telling them
shipping is not configured.

Refer to HOW TO Set up Shipping Configuration.
» Affiliate Configuration Wizard

In configuring affiliates, the wizard helps you set up the default commissions
you will pay out to affiliates. (You can modify these for individual affiliates, if
you wish.) Other items you configure include Email configuration and
notification.

 Add Affiliate Wizard

Potential affiliates can sign up in your store, but you can also add affiliate
information yourself. You might do this when you have disabled the Default
Application Status, in which case the Affiliate Login does not display on your
Store Front. This data also includes the specific commissions you want to pay
out for this affiliate.

* Look and Feel Configuration Wizard

Helps you customize the basic look and feel of your store. The choices vary,
depending upon which Layout you have selected, Kool Cat or Miva Merchant
Look & Feel. Refer to HOW TO Create the Basic Look & Feel for a Store
Using the Wizard.

» Sales Tax Configuration Wizard

Guides you through the selections and options for each of the sales tax
modules. Only one sales tax module can be selected for a store. Choose the
one that best fits your needs.
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Next Steps: Maintain Your Store

Miva Marketplace Sign Up Wizard

Miva Marketplace is a pay-for-performance service, which assists you in
promoting your products to shoppers who are searching or browsing various
websites. This wizard takes you through the sign-up process, after which you
will be able to add your products to the Miva Marketplace service. For more
information about Miva Marketplace, visit http://www.miva.com/mmp/.

Miva Marketplace Mass-Listing Wizard (new in 4.13)

Use the wizard to update many products at one time, using one or more
update files to upload your product data to Miva Marketplace.

Miva Marketplace List Product Wizard

Displaying after you sign up with Miva Marketplace, this wizard helps you list

your products within the Miva Marketplace service, choosing the categories,
and the per-click price to position your product.

Miva Mailer Setup Wizard
Establish an account with the Miva Mailer Service.
Miva Mailer Add Mailing List Wizard

Create the Mailing Lists, including the prompts that will display to your
customers and affiliates, providing them the opportunity to subscribe to one
one more of your mailing lists.

Miva Mailer Send Wizard

Enter the subject and body for your Email, and the list to which you want to
send it. The Miva Mailer Server will send to each of the Email addresses in
your list.

Next Steps: Maintain Your Store

Keep Your Store Running Efficiently

To keep your store running efficiently, prevent the size of your store from
becoming larger than necessary and overburdened, and for added security, you
should put your store into Maintenance Mode on a regular basis to perform some
housekeeping.

Refer to the guide How to Maintain an Efficient Store for details about:

Deleting shopping baskets and whether or not to recover order numbers
Deleting temporary files

Packing data files

Removing old orders

Backing up your data
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Miva Merchant Documentation

Miva Merchant Documentation

The Miva Merchant publications are located on the Miva Corporation website, at
http://www.miva.com/docs/merchant/.
Knowing the version of the software you are using can help you locate the correct

publication. To find the version: in the Administration Interface menu, on the left,
click About Miva Merchant.

P Stores
P Utilities
® Siitch to Simple Mode
® Ahout biva Merchant <4——
® | agout

HOW TO... Guides

The HOW TO Guides are written for the e-merchant who wants to build a Miva
Merchant store. The guides assume you have a general knowledge of the Internet
and e-commerce.

The HOW TO Guides are written to help you perform specific tasks. On the
website, they are grouped in the following categories:

» Getting Started

Includes publications for installation, starting to use Miva Merchant (this
publication), creating a store, and integrating into an exiting site.

 Making Changes to Your Store

Includes adding and setting up products, categories, attributes, inventory,
upsale, groups, countries and states, and customers.

» Set Up Basic Miva Merchant Configurations
Includes configuring affiliates, payment, shipping, order fulfillment, and
logging.

» Edit Your Store's Features and Functionality
Includes changing the look & feel of your store, store setting, maintenance
mode, order minimums, and the tax structure.

* Administer a Miva Merchant Store
Includes setting up a domain, a mall, users/groups, order processing,

exporting and importing data, importing products, and utilities to clean up your
domain and store data.

The Miva Merchant 4.1 HOW TO... Guides can be found at http://www.miva.com/
docs/merchant/howto4.1.html.

Online Help

Miva Merchant contains online help which is readable from your browser. You
access help from the Data Entry Area. See where you click the “Help button” on
page 16.
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