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1. Getting Started 

 
To get started using your new Webshop; first and foremost you must have access to a computer 

with an internet connection.  

You will be provided with a URL by our team or training officer (e.g. 

http://www.yourwebsite.co.uk/webshop) which you will then need to access in order to login to 

your Webshop for the first time. Aside from this URL, you will also be provided with your username 

and password to gain access to your Webshop admin area. 

Note: You will be able to change your password to something more memorable once you have 

logged in; you can find a tutorial on page * of this user guide which details the steps in changing your 

password.  

1.1 Logging In 
After clicking the link provided the following page will be displayed on your screen:

 

Enter your username and password in the corresponding fields and then click the “Login” button to 

continue. Please remember, the username and password are case sensitive, so be sure to check your 

caps lock before logging in. 

  

http://www.yourwebsite.co.uk/webshop


2. A First Look at Your New Webshop 
After logging in, the following page will be displayed on your screen: 

 

This is the interface you will be using to navigate around your Webshop and perform the various 

functions of the Webshop Module.  

The Menu which is highlighted in red (on the screenshot above) will be your main consistent form of 

navigation throughout the Webshop. This menu will always be there and contains links to each 

section and function within the module, which enables you to jump between pages with ease.  

We will now look at each of the module sections:  



2.1 Client Options 
The Client Options section highlighted in green (on the screenshot on page 8) is where you can 

change your password to something more memorable. To do this, simply click the “Change 

password” button and you will be taken to the following screen: 

 

To change your password, simply enter the ‘Current password’ which was provided to you for your 

first login; then add your ‘New password’ and then ‘Confirm new password’. Once completed, click 

Update password.  

This will then save your new password and the following confirmation message will be displayed:  

 

 

 

  

Successfully updated password 



2.2 Mailing List Module 
The Mailing List Module which is highlighted in blue (on the screenshot on page 8) is where you can 

create and manage your mailing lists and newsletters for your Webshop.  By clicking on the “Manage 

Mailing List” button you then get access to the mailing list section, where the following screen is 

displayed: 

 

You then have 3 options within the mailing list management section: 

Newsletter Archive: 

This section displays all newsletters that have been sent out along with the status. 

Send New: 

Here you can send out a new newsletter to your subscribers 

Subscribers:  

Here you can view and manage your newsletter subscribers 

 

 

 

 

 

 



2.2.1 Newsletter Archive 

 

 

After selecting the ‘Newsletter Archive’ button from the mailing list management section, you will 

then be taken to the page displayed above.  

Here we can see a list of newsletters that have been sent out previously, along with details about 

each of them and the option to ‘manage’. 

  



2.2.2 Manage Newsletter 

To manage one of the newsletters, simply click on the “manage” button.  The following screen will 

then be displayed: 

 

This page allows you to manage the specific mailing list chosen by one of the following actions: 

 Back to mailing list overview (which takes you back to the previous page) 

 Edit newsletter 

 Delete newsletter 

 Verify newsletter 

Please proceed through this user guide for a detailed explanation for each of these sections.  

 

 

 

 

 

 

 

 



2.2.3 Edit Newsletter 

 

The following screen will be displayed after clicking “Edit mailing list”. Each of the text fields is fully 

editable with typical text styling and formatting options. These options work in the same way as in 

many typical documents / text editing software such are Microsoft Word or WordPad.  

Below is a list of the editable fields within the mailing list with a description of their purpose: 

Subject:  This is the subject that the subscribers to the newsletter will see in their inbox.  

Mailing list text: This is the body of the newsletter email that the subscribers will receive.  

Product 1, Product 2, Product 3 and Product 4 

In these fields, you are able to select products from your Webshop to add to the body of the 

newsletter. The products will be displayed, along with their photos.  

Info: The info field below each product selector allows you to input custom pieces of information 

about each specific product and must contain text.  

The following screen is what will be displayed after clicking the dropdown product selector list. 

Simply select the product you want to appear in the newsletter and then enter a description.  



 

After completing the changes to the newsletter, simply click the “save changes” button: 

 

  



2.2.4 Delete Newsletter 

Simply select the delete newsletter button to permanently remove the newsletter from your 

Webshop.  The following message is displayed to confirm deletion.  

 

2.2.5 Verify Newsletter 

This button is used when you have verified all the information you have input is correct and you are 

happy with it. This action then sends the mailing list to our servers for processing before being sent 

out for the first time to your newsletter subscribers. Once you click the verify button, you will see 

the following message displayed: 

 

2.3 Contact Us 
The contact us link which can be seen on page 8 of this user guide (highlighted in yellow) is in place 

for you to get in touch with us with any queries or questions you may have. You will be taken to the 

following page upon clicking the “contact us” button: 

 

Simply fill out the form and click the “submit” button and we will get back to you as soon as possible. 

  



2.4 Accessing the Webshop 
From the module selection shown on page 8 of this user guide, how to access the main shop module 

is highlighted in black (on the screenshot).  

Simply select the “manage shop” button and you will be taken to the following page: 

  



3. The Webshop Module 
Now you have entered the main Webshop admin control panel it is important to properly illustrate 

all the functions and navigation links displayed on this page.  

 

  

See 3.1 

See 3.2 

See 3.3 

See 3.7 

See 3.4 

See 3.6 

See 3.5 

See 3.8 



3.1 Manage Webshop 
After clicking on the “Manage Webshop” button (as annotated on page 17), you will see the 

following screen: 

 

This particular section of the Webshop is very important as it is where you will enter information for 

how you would like to be paid and it is also where some important Webshop settings can be 

amended.  

3.1.1 Webshop Name 

This field allows you to enter the name of your Webshop and this will be displayed throughout the 

site. 

3.1.2 Webshop Logo 

Here you can upload a logo for your Webshop which will then appear in the admin section of your 

site and is displayed in the top right corner.  

To add a logo, simply click on “click here to change the shop logo image” and then navigate through 

your files and folders to find the image you want to use. Once you find the image you want to use, 

simply click it; choose ‘open’ and then click on the “Update Webshop settings” button.  

  



3.1.3 PayPal Enable 

This drop down selector allows you to either enable or disable PayPal.  

To receive payments you must have a valid PayPal account and you must have this option enabled. 

Only disable this if you are using SagePay or if you wish to remove the option to receive payment 

through your Webshop. 

This is also useful, for example; if you want to go on holiday but want to keep the shop open and just 

remove the option to accept payments for a short period of time.   

To enable or disable PayPal just select the drop down list and choose your option then scroll down to 

the “update Webshop settings” button.  

3.1.4 PayPal Email Address 

This is the field where you input your PayPal email address. This is the email address used to sign up 

for your PayPal account. This address is PayPal’s unique identifier for you and enables them to 

process the payment and direct the money to your PayPal account. 

To enter your email address simply type it into the field provided and click “update Webshop 

settings”.  

3.1.5 SagePay Enable 

This drop down selector allows you to either enable or disable SagePay. The same rules apply to this 

selector as with the PayPal enable selector.  

Please note: in order for SagePay to work, you must enter all of the following pieces of information 

into the Webshop: 

 SagePay VSP Vendor Name 

 SagePay XOR Encryption Password 

 SagePay email 

3.1.6 SagePay VSP Vendor Name 

This is chosen when you set up your account or as issued to you by SagePay Technical Support if you 
did not create your account online via SagePay 

3.1.7 SagePay XOR Encryption Password 

This is the password used when you set up your account, or as issued to you by SagePay. (Please 
note this is case sensitive)  
  



3.1.8 SagePay Email 

This is the email address used when you created your SagePay account.  

3.1.9 Tip System Enable 

This drop down selector allows you to enable or disable the Webshop tooltips which appear next to 

important input fields to explain what needs to go into that specific field. They appear when the user 

hovers over the question mark next to the field being interacted with.  

3.1.10 Customer Comments Enable 

This drop down selector allows you to enable or disable customer comments which appear 

underneath specific products and are reviews of products left by your own customers. All comments 

left will first be emailed to you to allow or decline.  

3.1.11 Low Product Stock Warning 

When any product in your Webshop reaches this number of stock level it will be flagged to inform 

you that you need to re-order supplies. This number is set by you by simply entering a number and 

then clicking on the “update Webshop settings” button.  

3.1.12 Low Product Warning Email 

This drop down selector allows you to enable or disable warning emails about low product stock. 

This warning email is sent to you when your low product stock level reaches the number set by you 

in the previous step. (See 3.1.11)  

To enable or disable, choose your required option from the drop down selector and then click the 

“update Webshop settings” button.  

3.1.13 Webshop Status 

This drop down selector allows you to enable or disable the Webshop module. If disabled, the 

Webshop will no longer be visible and instead a message will be displayed to users informing them 

that the Webshop is currently down.  

To enable or disable, choose your required option from the drop down selector and then click the 

“update Webshop settings” button.  

3.1.14 Webshop Basket Module 

This drop down selector allows you to enable or disable the users shopping basket within the 

Webshop. If disabled, the user will not be able to add products to their basket on the site and will 

have to process single purchases rather than grouped items from the shopping basket. 

To enable or disable, choose your required option from the drop down selector and then click the 

“update Webshop settings” button.  

3.1.15 Product Price 

This drop down selector gives you two options relating to the VAT on your products. You can choose 

from one of the following: 

 Includes VAT – (Submitted price includes the VAT) 

 VAT not included – (Submitted price does not include VAT which will be added to the price at 

the checkout.) 



This setting is in place to identify if the product price entered within the admin area includes VAT or if 
VAT will be added on at the checkout. 
 

3.1.16 VAT Country 
This drop down selector allows you to select the country in which your business resides. By selecting 

the country, the Webshop can then display the correct VAT rates when adding/editing a product. 

To update the country, choose your required option from the drop down selector and then click the 

“update Webshop settings” button.  

3.1.17 Returning To The Webshop Overview 

To return to the Webshop overview page (illustrated on page 16 of this user guide) simply click the 

“Back to Webshop overview” button located in the bottom right corner of the Manage Webshop 

section. The following screenshot illustrates in red where to find the button: 

 

  



3.2 Edit Terms and Conditions 
Please refer to page 16 of this user guide where the Webshop Overview page is displayed with 

detailed annotations. 

The terms and conditions of your Webshop will be displayed throughout your website and are 

required by law in order to protect both you and your customers. This also gives you the opportunity 

to iron out any legal or product specific details that you may wish to inform your customers of.  

The Webshop module comes with a standard set of terms and conditions that you are able to use, 

but you can also edit these to tailor them to your business. To edit your terms and conditions, simply 

click the “edit terms and conditions” button (illustrated on pages 17-3.2 of this user guide).  

After clicking the button, you will be taken to the following page: 

 

The terms and condition text field is fully editable and provides you with typical word processing 

selectors and tools that are common in many different pieces of software. The text editing tools 

have been highlighted in blue (on the screenshot) for your reference. 

After editing the terms and conditions, once you are happy simply click the “update terms and 

conditions” button and your alterations will be saved and automatically displayed on your Webshop. 

After selecting the update button, the following message will be displayed to confirm the changes: 

 

After completion, to return to the Webshop overview page simply click the “Back to Webshop 

overview” button. 



3.3 Edit Privacy Policy 
Please refer to page 17 of this user guide where the Webshop Overview page is displayed with 

detailed annotations. See figure 3.3 

The privacy policy of your Webshop will be displayed throughout your website and are required by 

law in order to protect both you and your customers.  

The Webshop module comes with a standard privacy policy that you are able to use, but you can 

also edit these to tailor them to your business. To edit your privacy policy, simply click the “edit 

privacy policy” button (illustrated on page 17 of this user guide).  

After clicking the button, you will be taken to the following page: 

 

The privacy policy text field is fully editable and provides you with typical word processing selectors 

and tools that are common in many different pieces of software. The text editing tools have been 

highlighted in red (on this screenshot) for your reference. 

After editing the privacy policy, once you are happy simply click the “update privacy policy” button 

and your alterations will be saved and automatically displayed on your Webshop. 

After selecting the update button, the following message will be displayed to confirm the changes: 

 

After completion, to return to the Webshop overview page simply click the “Back to Webshop 

overview” button. 

  



3.4 Webshop Main Navigation 
The main Webshop navigation is illustrated on page 17 of this user guide under figure 3.4. 

 

Below is an image of the entire navigation when completely expanded. Sections are expanded by 

clicking on the main category name which is in bold and the sub categories of this category are then 

displayed underneath.  Every section of the Webshop module is accessible via this navigation.  

Below is an image of the fully expanded Webshop navigation which is always visible to the left of 

your screen.  

 



 

3.5 Shop Overview 
This section can be seen on page 17 of this user guide and is illustrated under figure 3.5. This section 

is simply an overview of the Webshop with a list of the total number of brands, products and 

categories within the shop. 

3.6 Customer Comments 
This section displays the number of new customer comments and the number of comments that 

have been verified. Customer comments must be verified by you before they are displayed on the 

Webshop, this stops rude or incorrect comments being added without your permission.  

The process of verifying these comments was discussed earlier in this user guide.  (See 3.1.10 on 

page 20)  

3.7 Product Overview  
This overview displays various pieces of information relating to products and their stock levels. The 

following pieces of information are shown: 

 Product stock system (this displays whether or not the product stock system is enabled or 

disabled)  

 Product low stock warning limit (this displays the stock warning level number as set in step 

3.1.11) 

 Email warnings (This displays whether or not the email warnings about stock levels are 

enabled or disabled) 

 Low stock products (This displays the number of products that are low in stock, with a 

clickable number link taking you to a page displaying the products in question) 

 Sold out products (This displays the number of products that are sold out, with a clickable 

number link taking you to a page displaying the products in question 

3.8 Latest Orders 
This section displays all the latest orders received by your Webshop. These orders are viewable by 

clicking the “view” link to the right hand side of each column. You can view a screen capture of this 

page on page 17 of this user guide.  

  



3.9 Customer Email Overview 
This section is available via the main Webshop navigation and is accessible by clicking the “Customer 

email overview” link. The following page will be displayed once clicked:

 

You now have three options of emails you can edit.  

3.9.1 Welcome Email 

This is the email sent to the user when they sign up for an account. To edit the welcome email, 

simply click the “edit email” button (shown above) and you will be taken to the following page: 



 

There are two editable fields within this page. The custom body text field allows you to enter the 

main part of the welcome email your customers will receive. The custom footer text allows you to 

enter text that you would like to appear at the bottom of the message.  

Once you have completed updates click the “update welcome email” button and your changes will 

be saved. To return to the previous customer email overview page, simply click the button of the 

same name.  

3.9. Order Confirmation 

This email gets sent out to the customer when they complete an order, along with the order details. 

This section allows you to edit the order confirmation email that is received by your customers.  



To edit this email, simply change the text in the editable fields and click “update order confirmation 

email”.  

  



3.9.3 Order Dispatch 

The confirmation of order dispatch email can be sent out to customers via the order history section 

and is in place so you can keep your customers informed on their items progress.  

 

To edit this email simply change the text in the editable field and click the “update order dispatch 

email” button.  

  



3.10 Manage Basket Message 
This section allows you to add a basket message that will appear on the shopping basket page of the 

Webshop. This is useful if you want to inform your customers about a specific issue such as a 

postage delay. To edit, simply edit the text field and click “Update basket text”. 

 

3.11 Logout 
To logout, simply click the logout link in the Webshop main navigation menu. You will then be logged 

out and the following page will be displayed: 

 

  

Posted 



4. Category Overview 
This section displays all information about what categories are in the Webshop and gives access to 

all the functions required to add, manage and update all categories. Below is a screenshot of the 

category overview section: 

 



4.1 Add New Level 1 Category 
To add a new level 1 category, simply click on the button of the same name and you will be taken to 

the following screen:

 

The level 1 category is essentially the “parent” category and thus can have “sub categories”. To add 

a category, simply enter all the information in the fields provided.  

4.1.1Category Name 

This is the name of the category that you will be creating and will appear in the navigation menu.  

4.1.2 Category Image 

To add a category image, simply click the browse button and then navigate to the picture on your 

computer you would like to use for your category image. This image will be displayed at the top of 

the page when a user clicks that specific category. The image will also be displayed if using the 

“Category Images” function on the homepage of your site, which displays the category names along 

with thumbnail images – rather than just a text link.  

4.1.3 Category Description 

This field allows you to enter a description for the category you are creating. This description is 

displayed at the top of the specific categories page along with the category image. 

  



4.1.4 Department 

Here you can select to add the category to a previously created department. Please see section 4.6 

on page 42 of this user guide for detailed information about departments.  

4.1.5 Page Title 

This section allows you to enter a custom page titled for a specific category. The page title of an item 

is displayed at the very top of the users’ browser. Please see the image below where the page title is 

highlighted in red: 

 

Editing this title allows you to input category specific information and can help with search engine 

rankings.  

4.1.6 Category Keywords 

This section allows you to enter additional keywords for your category which can greatly aid search 

engine ranking. 

4.1.7 Category Meta Description 

This section allows you to add a meta description for your category. This description is what search 

engines display when returning results relating to that specific category. This is another valuable tool 

to aid your search engine rankings and Google positioning.  

4.1.8 Create Category 

Once you are happy with all the information you have entered, simply click the “create category” 

button and the category will be added to your Webshop. The category will then be instantly visible 

on your online shop. To add more categories, simply re-create the process detailed in this section.  

  



4.2 Add Sub Category 
This section allows you to add a sub category to a previously created level 1 or parent category. Click 

the “Add sub category” and you will be taken to the following screen: 

 

4.2.1 Parent Category 

This drop down selector allows you to choose the parent category you want to use to create the sub 

category within.  

4.2.2 Name 

This section allows you to enter the name for your sub category 

4.2.3 Image 

Here you can add an image that will appear at the top of the sub category. Simply click the browse 

button and then navigate to the image on your computer you wish to use. 

4.2.4 Description 

This section allows you to enter a description for your sub category that will appear at the top of the 

page along with the sub category image.  

  



4.2.5 Page Title 

This section allows you to enter a custom page titled for a specific sub category. The page title of an 

item is displayed at the very top of the users’ browser. Please see the screenshot below to see 

where the page title “Google” appears.  

 

Editing this title allows you to input sub category specific information and can help with search 

engine rankings.  

4.2.6 Category Keywords 

This section allows you to enter additional keywords for your sub category which can greatly aid 

search engine ranking. 

4.2.7 Category Meta Description 

This section allows you to add a Meta description for your sub category. This description is what 

search engines display when returning results relating to that specific sub category. This is another 

valuable tool to aid your search engine rankings and Google positioning.  

  



4.3 Edit Category 
To edit a category, simply return to the category overview and choose the edit button next to the 

category you wish to edit. Below is a screenshot with the edit link highlighted in red.  

 

After clicking on “edit” you will be taken to the following page:  



 

4.3.1 Parent Category 

This drop down selector allows you to choose which (if any) category should be the parent category 

(or level 1 category) of the category you are editing.  

To change the parent category, or to add a parent category to previously defined level 1 category, 

simply select a chosen parent category from the drop down list.  

4.3.2 Name 

This section allows you to edit the name of the category. 

4.3.3 Image 

This section allows you to select a different category image that will be displayed at the top of the 

category page.  

4.3.4 Remove Image 

This tick box allows you to remove the category image already assigned to the category you are 

editing. Simply tick the box and then click the “update category” button.  

4.3.5 Description 

This section allows you to edit the category description.  

4.3.6 Page Title 

This section allows you to edit the custom page titled the category. 



4.3.7 Category Keywords 

This section allows you to enter additional keywords for your category which can greatly aid search 

engine ranking. 

4.3.8 Category Meta Description 

This section allows you to add/edit a Meta description for your category. 

4.3.9 Department 

This section allows you to add/edit a department that the category is assigned to.  

  



4.4 Delete Category 
Once returned to the category overview page, you will see the option to “delete” next to each 

category that is displayed. If you want to delete a category, simply click this link and you will be 

taken to the following page: 

 

To confirm deletion (this process cannot be undone) click the “delete category” button. It is also 

worth noting that when you delete a category, all sub categories associated to it will also be deleted. 

To return to the shop overview page click the “Back to shop overview” button  



4.5 Manage Category 
This section allows you to manage and edit all products and subcategories within a parent category 

(level 1 category). You will see the following screen: 

 

4.5.1 Manage Sub Category Rank 

This section allows you to specify what order sub categories appear in. After clicking the “Manage 

sub category rank” button, you will be taken to the following page: 



 

To update the category rank simply number the categories in the order by which you want them to 

appear, for example 1 will appear first, 2 will appear second and so on.  

Once you have finished updating the category order just click “update category order” to save the 

changes.  

4.5.2 Add New Sub Category 

See section 4.2 

4.5.3 Edit Category 

Please see section 4.3  

4.5.4 Category Overview 

Please see section 4.  

4.5.5 Shop Overview 

Pease see section 2.4 

4.5.6 Manage Category Product 

By clicking the “Manage” link which is next to each product listed within the category, you are able 

to update item specific product information. Please see section 6 for a detailed guide to managing 

and editing products.  

4.5.7 View / Manage Sub Category 

By clicking on the “view / manage category” button under the sub category list; you are able to 

manage all products within this sub category. Please see section 4.3 for a detailed account of 

category editing.  

  



4.6 Manage Hidden Categories 
In this section you can manage hidden categories and also hide categories. After clicking the 

“manage hidden categories” link you will be taken to the following page:

 To hide categories simply click the “make hidden” link and the product will be hidden. You will then 

see the following screen: 

 

You will then see a list of “hidden categories” with the category you have just clicked to hide. (See 

above). To remove your category from the hidden list, simply click the “make visible” link and your 

category will appear back in your Webshop. 



4.6 Manage Category Order / Rank  
This section allows you to specify how your categories are ordered on your website. To place your 

categories in order, simply start with the category you want to appear first and give this the value of 

1; then simply put a value of 2 into the product you want to appear second and so on. Below is a 

screenshot of the category order section.  

By default all categories & products are ranked 50 and will show in alphabetical order 

 

To save changes to the order of categories just click the “update category order” button.  

  



 4.6 Department Overview  
This section allows you to view, edit and add departments within your Webshop. Departments are 

used to group sections together to aid the users shopping experience. A good example of the use of 

departments is a clothes shop.  

A clothes shop that sells men’s and women’s clothing wants men to be able to only select men’s 

clothing without having to view any women’s items during their browsing and vice versa. Creating a 

men’s clothing department and a women’s clothing department and then populating these with the 

relevant categories enables you to control which products the customer sees in each section without 

any cross over. Below is a screenshot of the department overview: 

 
Here we have a list of departments that have been previously created. We have the option to edit or 

delete these. Also in this section, we can manage department rank or add a new department.  

  



4.6.1 Add A New Department 

 

To create a department simply enter a department name and click the “create department” button. 

The group drop down selector is only needed if you are assigning a department to a group. You can 

find detailed information about groups in section 4.7 of this user guide.  

4.6.2 Department Rank 

This section allows you to manage which departments appear first. You will see the following screen: 

 

To change the department rank / order simply number the department you want to appear first with 

1 then the department appearing next should be number 2 and so on.  

  



4.6.3 Delete Department 

To delete a department simply select the “delete department” link next to each department. 

Confirm deletion and then the department will be permanently removed.  

4.6.4 Edit Department 

To edit a department, choose the “edit department” link next to each department. You will then be 

taken to the following screen: 

 

Here you can update the department name and manage any group it may be assigned to. Once you 

have finished updating, simply click the “update department” button.  

  



4.7 Group Overview  
Here you can create groups in which you can assign customer accounts to, this way you can target 

certain newsletters to the groups you have created and assigned the customers to. 

 

 

 

  



4.7.3 Delete Group 

This section allows you to delete groups within the Webshop. After choosing “delete group” for a 

specific group, you will be taken to the following screen: 

 

To continue with deleting this group, simply click the “Delete group” button. A confirmation pop-up 

will appear asking you to click ok to confirm or cancel to stop the deletion. The following screen will 

then be displayed: 

 

This group has now been permanently removed.  

  



4.7.4 Add New Group 

This button allows you to add a new group. After clicking the button on the group overview page, 

you will see the following screen: 

 

To create a new group simply enter the name and click “create group”. The following screen will 

then be displayed to confirm the creation of a new group: 

 

Your group is now created and ready to use.  

  



5. Brand Overview  
This part of the Webshop allows you to assign products to different brands. You are able to create 

and manage these brands, along with the products associated with them. You can add brand logos 

to the brands you create, which can then be displayed on your homepage.  

The brand section is very important because it allows customers to shop by their favourite brand 

very easily.  

Please see the screenshot below for the main brand overview page: 

 

Here you can view all the brands that your Webshop contains; you are able to manage, edit and 

delete these brands. In this section you can also add new brands, manage brand order & manage 

hidden brands.  

  



5.1 Add New Brand  
To add a new brand, simply select the “add new brand” button and you will be taken to the 

following screen: 

 

Here you can fill in the information relating to the brand you are adding and then submit it to the 

Webshop. You are also able to select a department that this brand will be assigned to if that is what 

you want to do.  

To add the brand after all relevant information has been entered, simply click the create brand 

button.  

  



5.2 Manage Brand Order 
 This section allows you to specify in which order your brands are displayed on your website. To edit 

this, simply click the “manage brand order” button from the brand overview page. The following 

screen will then be displayed: 

 

To arrange your brands simply give the brand you would like to appear first the value of 1. Then for 

the brand you would like to appear second, give it the value of 2, and so on.  

Once you are happy with the order of the brands click the “update brand order” button and the 

changes to the brand order will be saved.  

  



5.3 Manage Hidden Brands 
After clicking “manage hidden brands”, you will be taken to the following screen: 

 

To make a brand hidden, simply click the “make hidden” link and you will see the following page: 

 

A confirmation message is displayed about the brand you have just hidden and you can now clearly 

see it under the “hidden brands” list.  

To make the brand visible again, simply click the “make visible” link.  



5.4 View/Manage Brand 
Here you can manage the selected brand in more detail. The following screen will be displayed: 

 

This section displays brand specific information, such as which products are assigned to the brand. 

You can manage each individual product assigned to the brand by clicking the “manage” link to the 

right of the product you wish to manage.  

You can also edit the brand in this section, which will allow you to update things such as the brand 

image and ranking. 

  



5.5 Edit Brand 
To edit a brand simply select the “edit brand” button and you will be taken to the following page: 

 

Here you can update all the information associated with a specific brand. To update the brand image 

simply click the “click here to change the brand image” link and you will be able to select a new 

image from files stored on your computer. 

Once you have finished updating the brand, click “update brand” and the changes will be saved.  

  



6. Product Overview 
This section gives an overview of all products within all sections of your Webshop. You are able to 

search for a specific product using the search field. You can manage any product in this section and 

you can also add a new product. When accessing the product overview section, you will see the 

following screen: 

 

  



6.1 Add Product - Stage 1/3 
After clicking the “add a product” button you will be taken to the following screen: 

 

Below is a breakdown of each input field within this section and what these fields are used for: 

6.1.1 Product Name 

This field is for entering the name of the product you are adding to the Webshop 

6.1.2 Description 

This field is for inputting the product description which will be displayed to the user when they click 

on that specific product within the Webshop. The typical text editing tool pad is also available for 

use within this field to style the product description to your tastes.  

6.1.2 Brand 

This drop down selector allows you to assign this product to an already created brand within the 

Webshop. This means that if a user clicks on the products assigned brand within the Webshop, this 

product will be displayed along with any other products assigned to that brand.  

  



6.1.3 Offer 

Here you can assign an already created offer to this product. This means that when a user selects an 

offer section on your website, e.g. “10% off selected items”, then this product will be displayed in 

that section if you choose to assign this offer to it. 

6.1.4 Range 

If you want to assign this product to a product range then select the range from the drop down list, 

please note the range must have already been created. 

Once the product is assigned into a range then when the customer views that product from the 

range, the other products in the range will be displayed at the bottom of the screen. 

6.1.5 Product Code 

This is used to help identify a product within the Webshop and when a order has been placed. 

6.1.6 Product Weight 

This section is used for the postage weight type - for example 0.20 (kg). Assigning a weight to your 

product is required if you wish to use the postage by weight system. Please see section 14 for more 

information on postage options. 

6.1.7 Product RRP 

Recommended Retail Price (RRP) - optional price that can be included on a product, if a RRP is 

submitted then a saving's percentage will be shown on the specific products page. 

6.1.8 Product Rank 

The product rank system works by each product being given a default rank (50), if you want a 

product to appear higher up the list then give it a product rank lower than 50, if you want the 

product to appear towards the end then enter a higher number. 

6.1.9 Product Hidden 

If you select ‘yes’ then the product will be hidden from the Webshop until you “unhide” it.  

6.1.10 VAT Band 

This section allows you to select which VAT band should be assigned to the product you are adding. 

By default, this is the new standard rate of 20%.  

6.1.11 Category 

This drop down selector allows you to select which category your product will appear in. You can 

add multiple categories for the product to appear in by selecting the  button and another drop 

down selector will be displayed. You can do this any number of times. 

  



6.2 Add Product - Stage 2/3 

 

This stage of adding a product allows you to add different attributes including colour, size, stock 

level and price. This is also the section where you can add images for your product. Any custom 

inputs already created by you are added as optional fields at the bottom of the attributes list; the 

custom inputs section allows you to choose previously created custom inputs for use with the 

specific product you are creating. For more information about custom inputs and how to create 

them please see section 7.  

Simply fill in the product fields as required – ensuring you at least fill in the price (without £ sign, e.g. 

43.99). 

To add images (you may add up to 4) click the browse button and navigate to the picture file on your 

computer you would like to upload. 

Once you have finished adding images and updating input fields simply click the “proceed to stage 3 

button” and you will be taken to the following page: 

  



6.3 Add Product - Stage 3/3 

 

This section confirms all the information collected and adds the products to the Webshop module. If 

you see anything you want to alter on this overview page, simply click on “manage this product”.  

  



7. Manage Custom Inputs 
The custom input page is in place to allow you to assign specific input fields to a product. For 

example, if you are a business selling custom printed t-shirts, you would need the customer to fill in 

a text box with the words they want printing on the t-shirt; custom inputs allow you to do this – and 

are there to ensure you can fully manage and customise your shop.  

 

Here we can create and manage custom inputs. In this screenshot we are using a test Webshop with 

some data already input to show you how it works, but when you go into your custom inputs for the 

first time you will not have these sample inputs, you will simply have the three options outlined on 

the next page.  

  



7.1 Add a Text Field 
This section allows you to create a custom text field. This text field can be useful for example, with t-

shirt printing. A business offering t-shirt printing with custom text would need some way for the 

online customer to input the text they wanted to appear on the t-shirt; custom inputs allow these 

user specific alterations. Below is a screenshot of what will appear when creating a custom text field:  

 

To create the custom text field, simply enter a name and click “create custom text field”.  

  



7.2 Add a New Text Box 
This section allows you to add a custom text box. This text box can be useful for example, when 

customers require products to be delivered to a different address to their billing address. 

Here you can enter the details for the custom text box and then click “create custom text box” to 

add it as a custom input.    



7.3 Add a New Option List 

 
This section is useful for example, if a business selling custom printed t-shirts wanted to allow the 

customer to specify where they want the custom message to appear on the shirt they are 

purchasing; e.g. front or back, left or right. Please ensure that when entering custom input values 

you separate each value with a hyphen. The custom values in this case would be “front”, “back”, 

“left” and “right”.  

Once you are happy, to add the custom input, simply click the “Create custom option list” button.  

  



7.4 Edit Text Field 
To edit a previously created custom text field, simply click on the “edit” link of the field you want to 

edit (this can be found on the “custom input overview” page.  

 

Simply edit the text field name and click “update custom text field”.   



 

7.5 Edit Option List 
To edit a previously created custom option list, simply click on the “edit” link of the option list you 

want to edit (this can be found on the “custom input overview” page.  

 

Simply edit the option list name and each individual value (ensure you separate each value) then 

click “update custom option list”.  

7.6 Delete Option List 
To delete an option list, simply click the “delete” link next to the option you want to remove. This 

can be done on the “Custom input overview” page.  

7.7 Delete Custom Text Field 
To delete a custom text field, simply click the “delete” link next to the field you want to remove. This 

can be done on the “Custom input overview” page.  

 

 

  



8. Manage Product Range 
This section allows you to add and manage product ranges. This feature of the Webshop allows you 

to group collections or particular item types within a specific range. For example, a clothes shop 

selling their new 2011 collection may want to add all the products within the collection to a range 

named “New for 2011”. 

This would be helpful because when the user views a particular product in this range, other products 

within the range will be displayed at the bottom. If a user is viewing a suit jacket, the suit trousers to 

match this jacket would be displayed at the bottom as it would be another product within the range.  

When accessing the range section, the following screen will be displayed: 

 

Here we can add a new range and also edit / delete or manage existing ranges.  

 

  



8.1 Add a New Range 
This section allows you to add a new range. After selecting add a new range, you will be taken to the 

following page: 

 

Type in the name of the range and then click “add range”.  You will then get a confirmation message 

in red telling you that the range has been successfully added.  

8.2 Edit Product Range 
To edit a product range, simply click the edit button and you will be taken to a screen the same as 

above where you will be able to edit the name of the range and save the changes. 

8.3 Delete Range 
To delete a range simply choose the delete button next to the range you want to delete, confirm the 

deletion and then the range will be permanently removed.  

  



9. Manage Hidden Products 
In this section you can hide any product within your Webshop and you are also able to make the 

products visible again. 

 

To hide the product, simply click the link to the right of the appropriate product entitled “hide 

product”. To make the product visible, click the “make visible” link.  

  



10. Manage Sold Out Products 

 

This section allows you to manage sold out products and also make any product within your 

Webshop sold out. To assign the value of sold out to a product, simply click the “assign sold out” link 

next to your required product. Once you have done this, the product will appear in the “sold out 

products” list which is above the visible products on this page. After making a product “sold out”, 

your customers will no longer be able to add this product to their basket; however, the product 

image and description will still be visible in your webshop.  You will then be taken to the following 

page (please see page 70).  

  



 

Here we can clearly see the products that have been marked as sold out. To return these items to 

the Webshop simply click the “make back in stock” link to the side of your required product.  

  



11. Manage Out of Stock Products 

 

This section displays a list of products that have run out of stock and not those you have marked as 

sold out. This is in place to allow you to effectively manage the products that need stock 

replenishment. 

 

 

  



12. Manage Product Comments 
This section allows you to manage product comments left by users of your Webshop. Before any 

comments are added to the Webshop you have to verify or delete them in the unverified comments 

section. This is to ensure that no rude or defamatory comments are added to your Webshop without 

your approval.  

In the verified comments section you can also manage and delete comments – whether verified or 

unverified.  

 

  



13. Product List 
This section is in place as a quick access to viewing every product within your Webshop. You are 

given an overview with exactly how many products you have already added and how many products 

can be added before you reach your limit (default of 500 products).   

 

  



14. Postage Overview 
This section is an overview of the postage method set within the webshop. 

 
To manage the postage method outlined in this overview, click the link in the left navigation menu 

(highlighted in red for the purpose of this manual) 

  



14.1 Manage Postable Countries 
Here you can change the postage method that is being used within the Webshop. After clicking the 

manage postable countries link in the left navigation menu, you will be taken to the following page: 

 

This page allows you to add a new postage rate, but also gives you an overview of the current 

postage options and services you have added to your Webshop and the values associated to them.  

Here you are also able to delete any postage options currently added simply by clicking the ‘delete’ 

link next to the postage option required. A dialogue box will then be displayed asking you to confirm 

deletion, you can either click “ok” to confirm or “cancel” to return to the previous page.  

14.1.1 Add a new postage rate 

Here you can add and manage postage options for specific countries specified by yourself. For 

example, you may wish to add price options for UK delivery services such as First Class, Second Class 

and Recorded Delivery.  

 

To add a new postage rate, simply select a country from the dropdown list, enter a lower and higher 

limit and a monitary cost.  



 

 

The lower and higher limit are essentially the price range by which a delivery option will be used. 

This limit can be calculated with price or weight in mind. For example, if a customers order total 

comes to £10.00 and you want this order to have a charge of £3.00 for First Class Delivery, then you 

could assign a lower limit of 0.00 and a higher limit of 10.00 to ensure the delivery charge for this 

value of order is no more than £3.00. 

Another example would be, if the weight of an item came to 2kg and you wanted the postage cost to 

be £7.00 for items weighing between 2kg and 4kg, then you would set the lower and upper limits as 

follows: 

Lower limit: 2.00 

Upper limit: 4.00 

One you have entered the country, lower limit, higher limit and cost, simply  click the “add postage 

option” button. The following message will then be displayed to confirm: 

 

This process can be followed throughout the different country and courier options you may wish to 

add. To add a new Country and delivery option, simply click the “manage countries” link next to the 

country dropdown list. The following screen will then be displayed:  



14.1.2 Manage Countries 

 

The section allows you to select a country from the dropdown list, enter a name for the postage 

method, i.e. ‘Recorded Delivery’ and a postage type.  

  

There are two postage types to choose from, one is weight based postage and the other is price 

based postage. The both work using the lower and upper limit configuration as they are both 

calculated using a numeric scale.  

Once you have filled out the required fields, simply click the “Add Country” button. The following 

confirmation message will be displayed once this has been clicked: 

 

This country and its associated postage service and cost will then be added to the manage postable 

countries area for your selection.  

  



15. Discount Overview 
This section allows you to add and manage Webshop discount codes. Discount codes are used for 

many different reasons such as marketing, loyalty rewards and for inclusion in newsletters.  

 

Here we have 3 main options; below each of these sections is outlined with a detailed description of 

each. (Please turn to next page) 

  



15.1 View Discount Codes 
This section allows you to view all current discount codes within your Webshop. This displays all 

discount codes including ones already expired. Below is a screenshot of the “view discount code” 

section: 

 

To view details about or to delete a discount code from the list, simply click the “info” link to the 

right of your required discount code. The following page will then be displayed:  



 

Detailed information about the discount code is displayed and you are given the option to delete this 

discount code. If you want to delete the discount code, simply click the “delete this discount code” 

button and follow the onscreen instructions.  

15.2 New Global Discount Code 
Here you can create a new global discount code that can be used by anyone. Below is a screenshot 

of the “new global discount code” section: 



 

Below is a detailed explanation of each input field within this section: 

15.2.1 Global Discount Code 

The discount code must be a unique code and cannot be used more than once at any time in the 

Webshop. This is the code your customers will enter during their ordering process in order for their 

discount to be calculated with their order. For example, you could create a discount code called 

“SUMMERSALE” which you customer would need to input in the discount code section of their 

ordering process.  

15.2.2 Global Discount Type 

Here you can select the discount type. You have two options to choose from in the drop down 

selector, these options are “fixed” and “percentage”.  

This means that your discounts can be based on a percentage, e.g. 10% off, or be based on a fixed 

price, e.g. £10.00 off. 

  



15.2.3 Fixed Discount 

Here you can enter the fixed amount of discount that will be applied. You must enter the amount 

without a £ sign and to two decimal places, e.g. 12.99 

15.2.4 Percentage Discount 

Here you can enter the percentage discount amount. You must enter the percentage in a whole 

number; the % sign is not needed. For example, if you wanted to give a 10% discount, you would 

simply enter the value “10” into the field provided.  

15.2.5 Min Value Spend 

If the minimum value is set then the discount will only be accepted if the order value (pre-discount) 

is over the minimum value spend amount. If you do not want to use a minimum value then you 

should input 0.00. 

The correct method for inputting money values is the following format: 10.00, the £ sign is not 

needed and the number should include 2 decimal places. 

15.2.6 Discount Expiry 

This section allows you to set a date by which the discount code will expire. Simply click “set date” 

and select the date from the calendar popup.  

15.2.7 Discount Use Limit 

This option is in place if you want to limit the number of times a discount code can be used. Simply 

enter the whole number of uses you want to limit the code to, or if you want it to be unlimited enter 

“0”. 

Once you are happy with the information you have entered, click “create global discount code” and 

your code will be added to the Webshop.  

  



15.3 New Global Postage Code 
In this section, you can create a global postage code that can be used by any customer to receive 

free postage. Below is a screenshot of the global postage code page: 

 

With a global free postage code you can give the code out to anyone (member or non-member) for 

them to receive free postage on their order. You can set a min value spend limit, so the free postage 

will only take effect on orders over a set limit. 

This is also useful for any general promotions that you run; if you include the free postage code on 

any promotion then the customer can redeem the free postage on their order. 

To create a “free postage discount code”, simply enter the relevant information in the fields 

provided and click “Create global free postage”.  

  



15.4 Member Discount Overview 
This section details all your members so you can easily assign discount codes to them.  

 

To issue a discount code to a customer, simply click the “issue” link to the right of the required 

customer. You will then be taken to the customer specific discount creation page: 

 

Once you are happy, click “create global free postage” to confirm.  

  



16. Advert Overview 
In this section you can manage the offer adverts that appear on your Webshop, this is useful for 

grouping together products for promotions etc and highlighting them with an advert image. 

 

This section also allows you to edit, delete and view details of already created adverts.  

  



16.1 Create a New Advert 
To create a new advert, firstly click the “create new” button on the advert overview page (as 

illustrated above). The following screen will then be displayed:  

 

Here you can fill in the attribute fields for your offer. You also have the option to upload an image; 

which can be displayed on the front page of your site for users to easily access your promotion or 

offer. To set an expiry date, simply choose a date from the drop down calendar.  

You also have the option to hide an offer – which can be useful if you have a periodic promotion that 

you want to add to your site. Simply click the “tick to hide offer” checkbox and your offer will be 

hidden. You are also able to unhide the offer; this process is detailed in the next stage of this user 

guide.  

Once you are happy with your offer click “create offer” and it will be added to your Webshop.  

  



16.2 Manage Hidden Adverts 
In this section you can hide any offers you have already created and also “unhide” offers previously 

hidden. Below is a screenshot of hidden adverts page:  

 

17. Order Overview 
In this section you can manage and view all orders placed on your Webshop. This section contains a 

detailed overview of each order with the option to view in greater detail by clicking the “view” link 

next to the required order.  



 

  



17.1 View Order Details 
This section displays detailed information about a specific order, including images of the products 

sold and provides a selection of options to manage this specific order. These options are: 

17.1.1 Missing Items 

Rarely, you might experience a problem when a product doesn’t appear on the order overview 

screen, this might happen when there is a delay in PayPal confirming the order and if the stock 

system is enabled. 

17.1.2 Printable 

Clicking this button displays a printer friendly version of the order information (including images). 

17.1.3 Printable (No Images) 

Clicking this button displays a printer friendly version of the order but displays no images. 

17.1.4 Send Dispatch Email 

This button allows you to send the customer a dispatch email confirming their item has been sent 

out. The following page is displayed when carrying out this action: 

 

17.1.5 Order Completed 

Click this button to change order status to order complete. 

  



17.2 Customer Overview 
This section gives an overview of all customers registered to the Webshop along with details such as 

their signup date and last login date.  

 

Here you can manage each customer or manually add a customer to the Webshop.  

  



17.2.1 Manage Customer 

 

 

Here we have a customer overview along with 3 main options for management. You can delete a 

customer, edit a customer or reset the customers’ password.  

To perform any of these actions simply select the relevant button and follow the onscreen 

instructions.  

  



17.2.2 Manually Add Customer  

To manually add a customer, simply add the customers details in the fields provided and assign them 

to any groups within the Webshop that you want them to have access to. You can also sign the up to 

the mailing list by choosing yes on the mailing list opt-in box.  

 

Once you are happy with the details you have entered, simply click add customer.  

  



18. Product Feed 

What is Google product search? 
Google Product Search helps shoppers find and buy products across the web. As a seller, you can 
submit your products to Google Product Search, allowing shoppers to quickly and easily find your 
site.  

How do we get a data feed? 
If you right click on the link provided in this section and select 'Save link as...' to save the feed.xml to 
your computer. 

1. Create a user account at Google product search 
(http://www.google.co.uk/intl/en_uk/products/submit.html) by clicking on 'Start a data 
feed'. 

2. Click on 'New data feed' here you will need to select the target country (United Kingdom), 
data feed type (googlebase) and input a data feed filename (product feed) once you have 
inputted these feeds press 'save changes' 

3. The data feed will now be listed on the page, under the upload schedule column it will state 
None - Create and manual upload. Click on Manual upload. 

4. A popup window will appear with a browse input field, click on Browse... to choose the 
feed.xml file from your computer. Once the file has been located, click on Upload and 
process this file. 

5. You have successfully submitted your product data feed to Google Product Search 

Other required options 

Once you have signed into your Google Product Search account you will need to verify your site, to 
do this you will have to: 

1. Click on the Settings link (left hand column on Google merchant centre) 
2. Click on General sub option of Settings 
3. Under the Website URL field will be a option to verify and claim the URL, click this link and it 

will ask you to copy and paste some coding into your website, simply copy and paste this 
coding into a email and send it to support@ticwebshops.com 

4. We will email you to let you know once this has been added. When it has been, you will 
need to log back into your Google Product Search account, click on settings > general and 
under the Website URL will be a link to claim this URL. Click on this link and you will have 
verified the website URL. 

* Please note that once you have successfully added your data feed to Google Product Search they 
won't be instantly added to this service - for more information please check the Google Product 
Search help section. 

** Only products that contain a product image and price will be added to the data feed - these are 
required fields set by Google. 

If you experience any issues with the generation of the data feed please use the 'Page feedback' 
form below, detailing any issues you experience. 

 

http://www.google.co.uk/intl/en_uk/products/submit.html
mailto:support@ticwebshops.com
http://www.google.com/support/merchants/bin/answer.py?hl=en_US&answer=160491
http://www.google.com/support/merchants/bin/answer.py?hl=en_US&answer=160491

