.E ECinteractive™ Setting Up Custom items & Catalogs

How It Works

By default, your
ECinteractive™ or
is.D-Force2® site displays
catalog content (product
details and images) from
your selected vendor. The
standard catalog content

ECinteractive
[ is.D-Force2
(vendor base item
details/images)

Backend

Vendor/

drives the Browse catalog Enhanced Content ~ System
categories, the search Provider s bg#'tnﬁgzryxﬁjggaers
Keyword relevance, item (enhanced details and S S———

Attribute icons (such as images)

recycled, dated goods,
hazardous materials, minority
produced), Search results, product long description, and item thumbnail and large image. In
the diagram above, this is the top circle.

laundry list)

Your site also displays some item pricing directly from your back-end system via a Gateway
interface. In the diagram above, this is the “G” overlap.

You may elect to use your vendor’s Enhanced Content Web services, which usually include
enhanced search keywords and category browsing, precise filtering of search results by
various product-specific attributes (such as brand, color, or size), side-by-side comparisons,
tabbed product detail display, multiple product images, and alterative product suggestions. If
that is the case, we refer to the vendor as the Enhanced Content Provider (ECP). In the
diagram above, this is the left circle, and the “E” overlap represents the electronic catalogs
provided by the vendor for both basic and enhanced content.

However, you may have a number of items in your back-end database that are not carried by
these Web content providers. If such a backend-only item exists in a customer’s contract or
laundry list, the ECinteractive/is.D-Force2 system pulls the item number, “company” prefix,
and short description into an item record that your shopper can retrieve from their Contract,
Laundry List, QuickOrder, Search, Favorites, and Order History. These backend-only items
will also be placed in Browse Catalog, under a category called “System Items.” Your
customers are able order those items as soon as the contract/laundry list is synchronized
through the Gateway interface, represented by the “G” overlap.

Other than item number and short description, all backend-only product details will be blank.
To provide the kind of detail Web shoppers expect, you can specify item images, long
descriptions, manufacturer name, search keywords, pack content, and product attribute icons.
You can even copy details from the vendor catalog for your custom items, or override the
vendor details. Your custom item data resides on ECinteractive/is.D-Force2 servers.

Once you enter custom items, you can map them not only to one or more custom catalogs
that are stored on the ECinteractive/is.D-Force 2 servers, but also authorize a catalog to be
synchronized for use with your Enhanced Content features via a special Pipeline. In the
diagram above, this is the “P” overlap.

Assigning your custom catalogs to Catalog Groups gives you flexibility in assigning them to
specific Customer Groups. You can promote any item under Best Sellers and Web Specials.
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.E ECinteractive™ Setting Up Custom items & Catalogs

How to Do It

Before you create new ECinteractive user accounts, set up your custom items and catalogs so
that you can assign them to user accounts or groups. To help you manage your custom items,
catalogs and promotions, the following sequence of steps is recommended (detailed
instructions are on the pages that follow):

L =] 011 OO U OO USSP 3
Plan Customer Demos or Web Account Setups A Few Days Ahead..........cccooeviereiirere e e 3
Prioritize Your Site's Catalog PrOVIEIS. ......c.coi it 3
Allow Contracts and Laundry LiSES t0 SYNC .....c.viuerieiriiiiiiiiisit sttt 3
(Optional) Set Up Your Site to Use Enhanced Content From Your Selected Vendor ..........cccccovevvevevenervennne. 4
Pick Items to Copy from Existing Web Content to Repurpose for Custom Items ..........cccceveeririeniecinicnienenene 4
Collect Additional Product Details for Your CUStOM IEMS ........couoiiiiiiiiie i 4
Prepare Product Images for YOUr CUSEOM TTEIMS. ........coiiiiiiieiiiee et 4

(OLU o]0 TV o1 gl @F= 1 =1 (oo () SRS 5
LI B [Tl (0] 4GSR 5
Go to the Custom Product Management DashbOard ............cccveveieiiieiecciseceeeeee et 5
Ao (o YT - Vo (0TSSP 6
Ao (o [ Oy o] 1 = £ L1 o OSSPSR 7
Copy/Override Wholesaler Detail for CuStom Catalog..........ccoveirerieiieriiineneiseee s 11
Create One Base CUSTOM CAAIOQ ... ...eiuiiuirieitieiiii ettt bbb bbb bbb b b e 12
View and Edit Catalog DELail .........cooiiiiiiiii et sa e 13
Map All Products You Want to Use to This Base Catalog .........ccceouerieiiriereieiieiierie e 15
Authorize Your Base Custom Catalog As Your ECP Product Set.........ccccviieiiieiiecic e 16

CUSLOMIZE YOUEF CAEOTY THTES ... eiiteeie et eiieie st etee e ste e steeteeneestesteeseeste st e seesteaneesaesreeneeseeaneeneeneens 17
Understanding Custom 1tem Category RUIES ........ccviiiviiiieiieee et sne s 17
Planning Your Custom Categories: EXAMPIE ..o st e 17
Building Standard CategOry TIEES .......cviiriiriiirieiieierie sttt ettt et bbbt b et st b st bbbt b et b 19
Mapping Custom 1tems t0 ECP CAEGOTIES. ......c.uiuiiiiiriiiitirieiisist ettt sttt nn e 21
Add ManUFACTUFErS TrOM ECP ..ottt e e bt e e e et et saesbe b b 22

(Optional) Review CCIl and ECP Synchronization Logs from AdminSite Menu...............cccc........ 23
View Catalog Combination INdeX (CCI) LOQ ...ccveiiiiirieieiieieieiie e sese e e ettt sn et sre e sresresresnesnnens 23
View Contract/Laundry List Log (only United Stationers at this time) .......ccccecvvivereieicnienieceeerese e 24
VIBW RANKING LLOQ ..t etterterteiestiste sttt ste ettt esteste e e e st e eesteaseaseeseeseesaeseesteseesee s e eneeeeseenbesbeaneereaneeneesaenrenneanens 24

AsSign Custom Catalogs 0 CUSTOMELS .........oiiiiiiiiiiie ettt et eneeseeeneas 26
(Optional) Consider Copies of Your ECP-Authorized Base Custom Catalog ..........ccoevvvrvrienvninnienenesesennens 26
Change Your Site’s Glohal Catalog GrOUPD ........coueuerirerieiireeie ettt sbe e e e e e e b e eneenes 26
L] T O (o]0 I €T (o1 U] o LTRSS UR TR 28
Mass Change Existing Customer Parameters for Custom Catalogs.........ccevuevvereiiieiiesiieiiesesiesese e sre e seeenens 29
Assign Custom Catalog Groups to Guest or Individual Customer ACCOUNES..........cccevveveievienesieenesese e sie e 30
Assign Enhanced Content FEAtUre SEIING .......c.ccveiiiiiiiiie ittt st re e e e e e b e sneaneas 30
Allow an Evening for Systems to IndeX and PIPeliNe..........cccovvviiiiiiicieic e 30

(Optional) Promote YOUE TTEIMIS .....cciiiieiie e se e ste e stee st st e st e e e e ste e ste e steesreesneesraesreens 31
MENAGE ECP RANKING ...ttt ettt bbb bbbt bbbttt bbb 31
Customize Catalog DESCIIPLIONS .....coveuiiririeieite ettt ettt st b bbbt b ettt r et b et b 32
Create Best Sellers/Preferred TEMS. ... ..o i et be bbb 32
Create WED SPECIAIS ... .oviieiiie ittt bbb bbbt e bbb e s bt bt et e e ne e st et et et eneanes 33
Create Global Favorites Lists and Assign them t0 CUSIOMES ........ccccceieriiieiecieeie et 34
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.E ECinteractive™ Setting Up Custom items & Catalogs

Prepare

Plan Customer Demos or Web Account Setups A Few Days Ahead
Give yourself a few days to prepare your site in advance of any live prospect or customer
demo. This gives you time to get your contracts or laundry lists set up on your backend
system, add any outstanding custom item detail to ECinteractive, set up your custom catalogs
with categories for assigning to customer groups, and let the system index and synchronize
those new items for display, either with Standard or Enhanced Content.

Then, at least a day ahead, we recommend a quick rehearsal test of the items your customer
should expect to see. This gives you enough time to make any necessary corrections or
adjustments and allow synchronization and indexing to occur after hours before your demo.

Prioritize Your Site's Catalog Providers
To help eliminate duplicate search results, and speed up retrieval of WiGtessier

items, ECinteractive standard search utilizes a ranking index. All | Youy St Neme
the Web catalog content providers are assigned a default rank, with |5 e
your dealer-customized site-specific catalog at the top. i =
e The default rankings for ECinteractive sites are shownat ~ |° -
left: first your site-specific custom catalog items, thenthe 5 p——
catalogs shown in Global Catalog Group Management, then s SUpphies Netwark (W]
the remaining content providers in the order shown. 3 SPR Canada
e Foris.D-Force 2, the default ranks are your site-specific 10 ECIz

custom catalog items first, then is.group.

In the Site Customization menu, click Wholesaler Priority Management. Review the
rankings to be sure they match your preferences. To re-rank, simply enter a new sequence of
numbers in the Rank column.

This ranking determines which unique item SKU is used by ECinteractive standard search
when global and custom catalogs have the same SKUs in common. For example, if
ABC1234 is in both United Stationers and S.P. Richards catalogs, and United is ranked
higher than SPR, your site will display the United categories, product details, and image(s)
for that common item. If your custom catalog has ABC1234, and your site name is ranked
highest, the site will display the content you entered for that item. Adding new custom
catalog items will trigger an update to your catalog combination index (CCI).

Exception. If your site uses the Enhanced Search feature, this ranking will not affect Browse
categories, Search results, or product detail, since a third-party content repository provides
that information. However, the wholesaler priority ranking still drives which content is
displayed in MyFavorites, Contracts, Laundry Lists, Web Specials, Preferred Items, and
Product Showcases.

To rank specific items in either standard or enhanced content, see Manage ECP Ranking on
page 31.

Allow Contracts and Laundry Lists to Sync
During the sync process that is scheduled nightly, the ECinteractive system determines what
backend contract and laundry list items are missing from your online catalog. For specific
customer contracts, you can initiate this process manually in the Site Info >
Contract/Laundry List Management page by clicking Sync Now. After hours, the system
automatically adds backend-only items to a Custom Item table in the Web content database.
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.E ECinteractive™ Setting Up Custom items & Catalogs

It also assigns them to a default site-specific custom catalog called “System Items” that
displays in product search results and category browsing.

At quarter-end, a dealer usually loads the back-end item database update from wholesalers.
This may change items in backend contracts and laundry lists. That night, the ECinteractive
system will automatically adjust the list of backend-only items that are stored in the Custom
Item table. Meanwhile, there may be a time difference of a few days until ECi loads
wholesaler and trading group images and product detail into your ECinteractive Web content.
A backend-only item (which was added to the Custom Item table during a contract/laundry
list sync) may suddenly have e-content available. When the e-content is available, the system
automatically deletes the item from the Custom Item table and the site-specific System Items
category, so that the site can begin using the newly available product details and images.

(Optional) Set Up Your Site to Use Enhanced Content From Your Selected Vendor
See Setting Up SPR Enhanced Content in ECinteractive and Setting Up United Enhanced
Content in ECinteractive on the ECinteractive support site.

Pick Items to Copy from Existing Web Content to Repurpose for Custom Items
To find items that do not have Web catalog images and details, log into your Admin Control
Panel, click SiteCustomizing and then click Custom Product Management. Under Custom
Catalogs, click System Items and click Manage Catalog Products to view the Catalog List.
You can search your own shopping site to determine what existing item details from your
wholesaler are similar to your System Items. You can copy details from the vendor catalog
and edit their details for your custom items; however, doing so will override information
used in Comparisons and Product Detail pages.

Note: Due to copyright infringement concerns, your system will not copy item images
from your wholesaler content to your custom catalog. It is the dealer’s
responsibility to collect images for custom items.

Collect Additional Product Details for Your Custom Items
To provide the kind of detail Web shoppers expect on remaining custom items, you can
specify long descriptions, manufacturer name, search keywords, pack content, product
attribute icons, and images. Your manufacturer or supplier may provide relevant information.
It will be helpful to have one list of the manufacturers for all your custom items.

Prepare Product Images for Your Custom Items
When preparing your custom product image files to upload, please keep these rules in mind:

o Image file types are limited to those with extensions ".gif", ".jpg", ".jpeg"”, or ".png".

e Image filesize is limited to 40 KB. However, we recommend that you use images no
larger than 12 KB. Large image files will make your Web pages slow to load.

e Image dimension is limited to 300 pixels wide by 300 pixels high. However, we
recommend limiting thumbnail images to 75x75, and standard images to 240 x 240. If
your image is larger than this, the web page must shrink it to fit, resulting in distortion
or loss of image quality.
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.E ECinteractive™

Setting Up Custom items & Catalogs

Customize Your Catalog(s)
Tip: Using Hotkeys

Throughout Custom Product Management (CPM), press the “H” key to display a list of hotkeys,
or keyboard shortcuts to common actions. Hotkey lists are illustrated here for each page.

Go to the Custom Product Management Dashboard
1. To navigate to Custom Product Management, you have two menu options:

= From the left navigation menu, find it on the Site Customizing menu.

= From the top navigation menu, find it on the Product Management menu.

The dashboard provides a bird’s
eye view of your recent activity,
and links to perform various
tasks, as shown above.

= Under Custom Products, you
may see Recent Custom
Catalog Activity. This shows
a list of links to the last five
products the current user
viewed and/or edited.

= Under Custom Catalogs, you
may see Recent Product
Activity. This shows a list of
links to the last five custom
catalogs the current user
viewed and/or edited.

Custom Product Management

This page helps yau manage the products an your website that may nat already have web content supplisd by ECT o
other product providers. It alsa assists in the management of custom catalogs, allowing you to choose specific sets of

products for specific customers to shop from,

Custom Products

Recent Product Activity

ACC500505 STAPLE,CRTGE F/BA0E
TESTTEST

WILSONS1123456 WILSON TEST ITEM
GENTEST1

WICHES CUP STYROFOAM,E0Z

Shaw all products | Add new product

Custom Catalogs

Recent Custorn Catalog Activity

Chris’ Custom Catalog 1

System ltems

show All catalogs

Yiew Manufacturers

L Help J

= |If you authorized a custom catalog your supplier’s system to use in Search results,
comparisons, and item detail, you may see Enhanced Content Provider (ECP).

= You will see a link to View Manufacturers, which takes you to a list of
manufacturers that can be selected when creating or editing custom product records.

2. Toview a list of hotkeys available for this page, press H:

= To add a new custom product, press A.

= To show all custom products, pres P.

* To manage custom manufacturers, press M.

= To manage custom catalogs, press C.

= To close the hotkey display, click @ or @

 Shows this hot key hint window,
¢ Add a new custorm product.
 Show all custom products,

: Manage custorn manufacturers,

: Manage custom catalogs,
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.E ECinteractive™

Setting Up Custom items & Catalogs

Add Manufacturers

To add manufacturer names required when you enter custom products, follow these steps:

1. In the Custom Product Management dashboard, click View Manufacturers.

Custom Product Management
Dashboard » Manufactursrs

Add New Manufacturer

Man ufactulw_

| [Cickherstoson

Boston Coffee

URL

I

Conkies and Cremer

AL ECTZ L com

Custom Manufacturer

Furry Phones

Krazy Keys

Maury's Monitors

WL NEWEZE, Com

Mifty Notepads

] ), ]
3¢ 98|30 | 3¢ [9¢ | 9¢ (3¢ 92

Posh Pens

The grid allows various ways to navigate:

= This list drives the options available in the Manufacturer field when creating or editing

a custom product detail record.

= To sort the grid alphanumerically by a column, click its column header link.

= To filter by keywords within a column, click the blank below the column header,
enter a keyword, and click the Filter button to choose an operator, such as EqualTo,

Contains, IsEmpty, and so on.

= The grid row arrow shows you the selected row where you can take action using
hotkeys: J to move the arrow to the next row or K to move it to the previous row.

= For each row, you can select Edit or Delete, either by clicking the icons or using the E

or Delete hotkeys.

= The footer lets you navigate between multiple pages within the list, by specifying a
page number or clicking Next and Previous.

2. Toview a list of hotkeys available for this page, press H.
To close the hotkey display, click @ or @

3. To add a new manufacturer, press A or click the Add

New Manufacturer link.

4. Enter the Manufacturer Name to be displayed among

custom product details.

5. Enter the Manufacturer URL, or the
Web address you want your customers
to be able to visit if they want more
information about the product’s
manufacturer.

H: Shows this hot key hint windaw,

1: Return to Dashboard,

A: add a new manufacturer,

J: Selects the next itern in a list,

K: Selects the previous item in a list.
Delete: Delete the selected manufacturer,

E: Edit an existing manufacturer,

Enter: Edit an existing manufacturer,

Enter the name and optional URL of the manufacturer you want to add

Manufacturer Mame: ||
Manufacturer URL:

[ Cancel ] [ Add/Update Manufacturer

6. Click Add/Update Manufacturer. The screen returns to the Manufacturer grid.

Rev. 3/02/2010
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.E ECinteractive™ Setting Up Custom items & Catalogs

Add Custom Products
7. Return to the Custom Product Management dashboard, by clicking the Dashboard »
breadcrumb link.

In the Custom Products fieldset, you have several options.
= Show All Products takes you to the Item Management grid.

= Recent Custom Catalog Activity may show a list of links for the last five products
you viewed and/or edited. Each link takes you to the item’s Product Detail page.

= Add New Product opens a query form where you can enter full or partial item
number or SKU. The system looks for matching records in the database. If matches
exist, you can click a link to the existing product record for editing, or enter a different
item number. If it is a unique item, the system takes you to a form where you may
enter details for a new product.

8. Click Show All Products to view the Custom Products grid. The grid allows various
ways to navigate:

= To sort the grid alphanumerically by a column, click its column header link.

= To filter by Custom Product Management PHelp
keyWOf'dS Within a Dashboard » 4ll Products

column, click the
blank below the

Add a new custom product

Manufacturer  Pack Content

| N M

R PR [ oilter undee/Bunde 09/22/2008
CO|Umn header, 7 % :sr :1-:2:910 Contains s D‘ajmzuma
| i ACC 03192 DoesNotContain IBKWE 08/19/2008|
enter a_' keyworq’ # R acc 31420 StartsWith 21 EA #Acco Brénds, Inc 3-Pack /Case 09/24/2008|
and click the Filter g Xicc 7] enaswin o5/1972008
4 AVE C03810 E 08/19/2008|
button to choose an g 3% e ey Eif:gﬁm " T
operator, such as R AT 004 | Groaterthan 790 Corprurion T
EqualTo, Contains, ISEmpty, and so on.
H: Shows this hot key hint window,
= The grid row arrow shows you the selected row where L Return to Dashboard.
you can take action using hotkeys: J to move the arrow A: Add 2 new custam praduct.
to the next row or K to move it to the previous row. 3: Selects the next item in a st
K: Selects the previous itermn in a list,
= For each row, you can select Edit or Delete, either by Enter: Choose the selected product
clicking the icons or using the E or Delete hotkeys. You P: Go to the previous page of products.
can also (A) Add a new custom catalog. N: Go to the next page of products.

= The footer lets you navigate between multiple pages
within the list, by specifying a page number or clicking Next and Previous.

9. To view a list of hotkeys available for this page, press H. To close the hotkey display,
click @ or &,
10. To add a new custom product, press A or click the Add a new custom product link.

11. In the dialog box that appears, enter the part or all of ot th fll o il KL o e i gou i to i,
the item number (SKU) of the product you wishtoadd. f——

12. Click Search. The system looks for matching records
in the backend database.
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Setting Up Custom items & Catalogs

= |f the item cannot be found in your backend
system, you are prompted to try again.

= |f matches exist, the results grid row arrow
shows you the selected row where you can take
action using hotkeys: J to move the arrow to
the next row or K to move it to the previous

Custom Product Management
Dashboard » Product Rasults

Please selsct an itern from these matches, or enter a different item,

=5 TSTCMCO1 CUSTOM ITEM FOR CHRIS 01
TSTCMCD2 CUSTOM ITEM FOR CHRIS 02
TSTCMCD3 CUSTOM ITEM FOR CHRIS 03

row. You can click a link to an existing product record for editing, or you may click a
link to enter a different item number, as shown at right.

13. Click the link for the desired Product Detal for ACC500505
item where you wish to view or | "
add product detail.
The Product Detail page shows
several options:
= |tem company, item
number, and short

@D

Images: Click here to manage images, or press "I"

description are automatically

populated from your backend

— Product Catalogs

item database.

System Items

This product exists in these catalogs:

Note: Item Company and Item

— Gatalog Combination Ind

Number are not editable. [ .. s noess oo

United/SPR General Line + No custom catalog group + Lock(B3): Indexes are up to date. (3/22/2008)

* You can click various fields
or use the hotkeys to add or Find another protuct

edit product detail records, or  Ladd another product
upload images.

= The Product Detail page lists the Catalogs and Catalog Combination Index (CCI)

that include this product, if applicable.

14. You have several options, each with their own
hotkeys. To view this page’s Hotkey hints,
press H. To close the hotkey display, click @
or &,

15. To change the product’s Description, press D
or click the existing description text. This
changes the text to a text field, and gives you
icons to = Save or E cancel.

16. To change the product’s Long Description,
hold down the Shift key and press D or click
the existing long description text.

H: Shows this hot key hint windaw,

1: Return to Dashboard,

A Add a new custom product,

D: Change the product's description,

<Shift> + D: Change the product's long description.
<Shift> + K: Change the product's keywords.
P: Change the pack content of the product,
<Shift> + A: Change the product attributes,
M: Choose the manufacturer of the product.
I: Edit the images for the product,

J: Selects the next itern in a list,

K: Selects the previous item in a list,

F: Find an existing custorm product,

o0
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.E ECinteractive™ Setting Up Custom items & Catalogs
17. In the HTM L-Capable Edit the long description for the item below,

text window that Ve oma@®m @ I-*v| e ]
appears, you can type, T e
cut and paste, Add & e [3[2 = ][© ]
bullets, and format as [ [rontrome | [5e> =] | o ] [Pooly o5 css_o] [cusomimis__<]| A ][ & -]
you see fit. (BEa~x=H5EDO I |
HTML-capable Long Description goes here. You can cut from one document, and paste it here,  *
18. When you CI |Ck Save, Y¥ou can strip formatting using the paintbrush icon abowe, and indent as you like.
the Product Detail page For emphasis:
ShOWS a preVieW Of : :EE E:? Ei?diglll:I:? asg;ﬁgﬁzz?lfnt;ladd tasteful color.
what you entered. ® and more! v
| # ¢ Q | 2 @ |‘}'~, -| A | |W0rds: 43 Characters: 267
19. To select the
Manufacturer, click

the “Click here to edit” | (s oea)
text, or press M, or click
the existing Manufacturer name. Click the drop-down arrow to select the desired
manufacturer. As you type, the list skips to the matching manufacturer name(s).

= When you have selected the desired manufacturer, click Save.

= |f the desired manufacturer is not in this list, go back to the Dashboard, and click View
Manufacturers and then press A or click Add New Manufacturer.

20. To select the Keywords, click the “Click here to
edit” text, or hold down the Shift key and press K,

Specify the packaging for the itern.

or click the existing Keyword text. This changes the R h"Hund,ed
text to a text field, and gives you icons to H save Cot
or 1 cancel. Et
21. To specify the pack content, click the “Click here Ep'w
to edit” text, or press P, or click the existing Pack Esoh.
Content text. Enter a quantity, and click the down o
arrows to select a unit size per package size. Then P
click Save or Cancel. W::rtﬁ §

Fair e

22. To specify Product Attributes, hold down the Shift
key and press A or click the existing list of

attributes.
I n the Attributes WindOW that appears’ Use 1 and K to scrall, the spacsbar to select attributes, then press "Enter” to accept the changes,
the row arrow shows you the selected o
row where you can take action using - B e
- Shippable Product
hotkeys: J to move the arrow to the next o i
row or K to move it to the previous row. O 5
For each row, you can click the space E @ e
bar or click the checkbox to place a o o
checkmark. To accept your changes, " D W aedton
you can press Enter or click Save. 0 @
. . . . O ¥ Dater! Goods
Attributes are used in ECinteractive’s N -
standard Advanced Search filtering. o
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.E ECinteractive™ Setting Up Custom items & Catalogs

23. To specify the product images, click the “Click here to manage images” text, or press I,
or click the existing images.

24,

25.
26.

217.
28.
29.

In the Product Images page that appears, you can upload or delete image or thumbnail
image for the selected item.

Image file types are limited to those with extensions ".gif", ".jpg", ".jpeg", or ".png".

Image filesize is limited to 40 KB. However, we recommend that you use images no
larger than 12 KB. Large image files will make your Web pages slow to load.

Image dimension is limited to 300 pixels wide by 300 pixels high. However, we
recommend limiting thumbnail images to 75x75, and standard images to 240 x 240. If
your image is larger than this, the web page must shrink it to fit, resulting in distortion
or loss of image quality.

H: Shows this hot key hint window,

To view a list of hotkeys available for this
page, press H. To close the hotkey display, 1 Selecte the et o 3 T

- F-
C“Ck @ or m . K: Selects the previous item in a list,

1: Return to Dashboard,

U: Upload a new image for the selected product image size,

The row arrow shows you the selected row
where you can take action using hotkeys: J
to move the arrow to the next row or K to
move it to the previous row.

Delete: Delete the selected image size for the product,

For each row (thumbnail or standard), you can press U or click the o Upload button,

or press the Delete Custom Product Management D

key to remove the Dashboard » Product Detail » Product Images

Selected I mage Praduct Images for ACC50050S

Description: STAPLE,CRTGE,F/690E

PreSS U Or CI ick the @ ::tﬂlzi;‘ygza‘jlzrw::\lete image or thumbnail image for the selected itern, Only immage files with an extension of “.gif", ".Jpg", ".ipeg",
U pload button for either :ﬂuaukrenszulip\ll\?ea: '\)r:gaz: :;‘:‘; :: II;;EIE as 40 KB, but we recornmend that you use images no larger than 12 KB. Large image files will
standard size _i MAGE (UD e e o o miee 2 hiser an e e, saps o v s, o e e o s sy o
to 3OOX3OO plxels) or :’:lc:ri.mage was successfully uploaded.
thumbnall image (about Upload Delet s Size
75X75 pixels).

B Q@ ¥ Thumbnai m
Click the Browse button.

. . = Q andars o image
Navigate to the location — :
on your Computer or Return to Product Detail
network where the image
resides.
Select the file to upload, and click Open. Upload & new Thumbnail size image.
CI |Ck U p I Oad I mage ) | C:\Documents and Set|| {Browse..! ‘ ‘
. R Upload Image|

Repeat steps 23-28 for the other image size. 3

Note: If the image you select to upload exceeds the 300x300 resolution limit, the

following message appears directly above the grid: “[filename.ext] exceeds
maximum allowed dimension of 300 x 300”
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Copy/Override Wholesaler Detail for Custom Catalog
What if you have identified some custom items where you would like to use existing
wholesaler catalog details?

To copy existing wholesaler details for your Custom Catalog, you have the ability to copy
any details from any original document or Web page and paste it into the Product Detail page
for your custom product.

However, to override wholesaler data for your Custom Catalog, just enter the wholesaler's
SKU and edit the Product Detail.

From the Custom Product Management Dashboard, click Add New Product. Similarly,
from the All Products list, click Add a New Custom Product. You will be prompted to
enter a SKU.

o If you enter a SKU that doesn't exist in your backend Item database, you are
prompted to specify another item.

o If you enter a SKU that already exists in one online catalog, it will take you to that
item’s Product Detail.

o If you enter a SKU that already exists in multiple online catalogs, it may give you the
opportunity to pick which catalog you want to use for the content for your custom
item, as shown below.

Custom Product Management

Dashboard » All Products » No Products » Product YWholesalers

Product Whalesalers for SAN33951
These wholesalers offer this product in one or more of their catalogs:

I wholesaler

+ AW
S.P.Richards
SPR Canada

United Stationers

Or, specify another item.

Then, on the Product Detail page, you can customize the existing details as you see fit, by
clicking the existing data or using the hotkeys as discussed previously under Add Custom
Products.

Note: Due to copyright infringement concerns, your system will not copy item images
from your wholesaler content to your custom catalog. It is the dealer’s
responsibility to collect images for custom items.
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Create One Base Custom Catalog
We recommend creating one base custom catalog with all your custom items. If you are
using the Enhanced Content Provider (ECP) services provided by one of your wholesalers,
you should select this base Custom Catalog to be authorized for your ECP to include your
custom items in their Enhanced Search Results, Comparisons, Product Details, and Browse
Catalog categories.

Note:

You cannot ECP-authorize or delete the default backend-only System Items
catalog. This System Items catalog is automatically populated by synchronization
processes. It is meant to include just the backend only items that are missing Web
content details or images. Instead, create a new catalog with a unique name of
your choice, and assign custom products to that new catalog.

If necessary, you can easily make a copy of your authorized base catalog, and make changes
to suit a new customer group.

1. Return to the Custom Product Management dashboard, by clicking the Dashboard »
breadcrumb link.

In the Custom Catalogs fieldset, you have several options.

Show All Catalogs takes you to the Item Management grid.

Recent Custom Catalog Activity may show a list of links for the last five custom
catalogs you viewed and/or edited. Each link takes you to the item’s Catalog Detail

page.

2. Click Show All Catalogs to view the Catalog List.

Custom Product Management

Dashboard » Catalog List

Add new catalog

Date Changed
= 3¢ custom Cat Hame 2443003 4: 3653 FM 37473008 4:36:53 P

x my catalog 10/24,/2008 1047 38 dith 10/24 /2006 10:47: 38 Add

The grid allows various ways to navigate:

H: Shows this hot key hint window,

To sort the grid alphanumerically by a column, click L. Raturn o Dashbonrd.
itS COlumn header Iink 1 Selects the nextitern in a list,

K: Selects the previous item in a list.

To filter by keywords within a column, click the
blank below the column header, enter a keyword, and
click the Filter button to choose an operator, such as
EqualTo, Contains, ISEmpty, and so on.

Delete: Delete the selected customn catalog.
E: Edit the selected custam catalog.
Enter: Edit the selected custom catalog.

A: Add a new customn catalog.

To view this page’s Hotkey hints, press H. To close
the hotkey display, click @ or &

The grid row arrow shows you the selected row where you can take action using
hotkeys: J to move the arrow to the next row or K to move it to the previous row.

The footer lets you navigate between multiple pages within the list, by specifying a
page number or clicking Next and Previous.

Rev. 3/02/2010
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3. To add a new custom catalog, press A or click the Add New Catalog link. Then enter a

name for the Catalog and click Save.

|
Cancel Save

Enter a name for the Catalog. Catalog name cannot be blank or existed.

A name is required.

= |f you leave the name blank, you will be prompted, “A name is required.”

= |f you enter a catalog name that already exists, you will be prompted, “This catalog

name exists.”

4. To delete the selected row’s catalog, press the Delete key or click the % Delete button.
When prompted “Are you sure?” click Yes.

View and Edit Catalog Detail
1. Toview and Edit the selected row’s
catalog in the Catalog List, press the E
key or click the catalog name link.

If you are in the Dashboard page, you
can click the System Items catalog
link, or other recently edited catalog
names. However, the System Items
catalog will not have ECP
authorization options.

The Catalog Detail page displays:

= The currently selected Catalog
name.

The total number of products in this
catalog that have no Category assigned.
(You can click the "i"" button to go to the
Uncategorized Products page. There,
you can filter to a set of items, select
individual items using the checkboxes,
drill down to a subcategory, and click
the link that appears, Map Selected

Products to the Category.

= The total number of products in this catalog with a
Category assigned. Categories for some items may
come from the backend system’s contracts and o

laundry lists.

= Your Enhanced Content Provider (ECP),
according to your global Site Preferences.

= Whether this catalog is authorized as the current

ECP product set.

Custom Product Management

Dashboard » Catalog List » Catalog Detail

Catalog HBCS
Products
Tatal Cataleg Products a0
tl Standard
Lrlot Categorized 46 0
T 1
Categonzed 4

Manage Catalog Products
Map Products to the Catalog
Quick Map Products

Manage Standard Categories
Copy this Catalog

ECP Sync

ECP Synchronization to None

There are not any catalogs authonzed as the current ECP product set
Authorize this catalog as the ECP product set.

The number of Products currently mapped to this catalog.

Custom Product Management s |

Goshbaard » Cotalog List » Cotslog Datsl = Un

Categorios

CATL
GATZ
CATS

H: Shows this hot key hint window,

1: Return to Dashboard,

: Map a custorn product to the current catalog.
P: Manage Catalog Products,

«Shift> + C: Copy current custorm catalog.

D: Change the catalog's description.

C: Manage Categories.

M: Map Products to the Catalog.

S: Authorize this catalog as the ECP product set )|
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2. To view this page’s Hotkey hints, press H. To close the hotkey display, click @ or &

3. To make a copy of the selected catalog, press SHIFT + C or click Copy this Catalog.
The name will default to “Copy of” appended to the beginning of the original catalog
name, as shown below.

Enter a name for the Catalog to which the selected catalog will be copied. This new Catalog name cannot be blank or existed,

Copy of Chris' Custom Catalog 1

Cancel Save

= |f you leave the name blank, you will be prompted, “A name is required.”

= |f you enter a catalog name that already exists, you will be prompted, “This catalog
name exists.”

*Note: To assign custom items to categories, see Customize Your Category Trees on
page 17.
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Map All Products You Want to Use to This
Base Catalog
4. To map products to this catalog by
SKU, press Q or click Quick Map
Products.

5. Begin entering the SKU (item
company abbreviation and number).
As you type, the drop-down list skips
to the manufacturer name(s) that
match.

6. Select the desired item, and press

Beqgin by typing the SKU of the product vou wish to add.

|v Close

ABFAFR11 - zomething new

ABFNC2317 - INVOICE JOB

ACCO3192 - FILE,STOR DWR LGL SZ BKWE

ACC31420 - CLEARNER WWPES PHOME 21 EA

ACCT2541 - CLIPS PAPER #1 RDWEBE AST

AVECOZS1MAE - BNDR VIEW B SH5 5,1"WE

ANVETT21312C - INDEX ENDR 12TAB ST BRANVE

AWT40804 - Toctsie RollE Break Bites 17-0z. Bowl

LVTA0B06 - Gourmet Jelly Beans, 26 Oz Individually Wrapped, Azssorted
BICGPMP3 AST - MARKER PERM GRIP ZiST AST

Itemsz 1-10 out of 22

Enter or click Add. The item is added to the Catalog Products grid.
7. To map products to this catalog by keyword, press M or click Map Products to the

Catalog.

Custom Product Management

In the Add Products
page, you can enter a
Keyword and click the
get link to show a list of matched products available to this site.

Dashboard » Catalog List » Catalog Detail » Add Products

Please enter a Keyword to get a list of ratched products available ta this site.

The grid allows various

Custom Product Management

Ways to navigate Dashboard » Catalog List » Catalog Detail » &dd Products
Please enter a Keyword [lbelwiter | to get a product list available to the site.
n The g r|d row arrow add Selected Products to the Catalog
Prefix Itemn Nbr  Name Manufacturer  Pack Content Changed
shows you the selected N BN m @ =
rowwhereyoucantake |+ B ne wm o Smens e aw
H H . P-Touch®® Tape Cartridge, T2 EBROTHER
action usi ng hOtkeyS . ‘] BRT TZBA1 Stand Laminate Tape, INTERMATIONAL 1 Each/Box 08/27/2007
Black /Flugrescent Orange, 3/4"W  CORP,
to move the arrow to the Tape, Ik ibon, 713D, A,
. oo TRAGEL ikl Casin, Inc, 1 EachiPak 037262007
, 18mm,
nex:‘] row or K to move It e 12967 a";?;';: ;':E':;E;m"‘;:g HE LMo o SANFORD 1 Each /B 087152007
to t € preVI Ous row. ¥ D Toss ?g;ﬁ;;:f;su’l 1;;"‘;3:"3'”2"’ Dymo Carporation 130 Each /Box 03/26/2007
D1 Tape Cartridge for Electronic
L The fOOter Iets yOU O o 45017 Label Makers, Black, on Red, 172w o orw MK 5 Each/Box 08/27/2007
’ : COMPANY
. XTI
n aVl g ate between D1 Tape Cartrides for Ele:trnm? T
J L O o 8806 Lebs takers, Black onBus, 348 (DLE & EachiBox 06,27 12007
I I h wx 23 ft.
mu tl p € pages Wlt In D1 Tape Cartridgs or Hectromie oo
the |ISt by SpeCIfylng a O ovw 45807 Label Makers, Black on Red, 3/4"w [0 & Each/Box 08 /2742007
y XT3 T
H H D2 Tape Cassette for Dymo
pag e num be rorc I IC kl ng O oww &0611 Labemakers 9000, 6000, PC-300, Z?;;TY‘NK 5 Eachi/Box 084272007
- PC-10, White, 164 W
Next and Previous.
O o 69100 Cormection,Prints 40 Labels Per  Dyma Corporstion 1 EachiBax 034282007
. i,
= To sort the grid Dot Waira P RGO
h ) o G270 Connected Label Printer COMPANY OBfz7e007
al phanumerlcal Iy by a Correctable Film, Advantage Mukote
. ) [ o 88z 6050, 610, 620, 635, Black International 1 Bach/Box Dafzsrans
column, click its column Commetzeur Colsctonohatbg
O sou RF4 Ervelopes with Labsls, 517, P 16827 12007

header link.

= To filter by keywords within a column, click the blank below the column header,
enter a keyword, and click the Filter button to choose an operator, such as EqualTo,

Contains, IsEmpty, and so on.
10.

Click the checkbox or press the Space bar to place a checkmark in the desired rows.

11.

When you have selected all the products you wish to map to this catalog, click the link,
Add Selected Products to the Catalog.

Rev. 3/02/2010
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Authorize Your Base Custom Catalog As Your ECP Product Set
When you have completed an initial base custom catalog with all the items you wish to
promote through your Enhanced Content Provider’s (ECP’s) system, you can authorize it as
your current ECP custom product set. On a periodic basis — after ECi’s nightly indexing of
Catalog Combination Indexes and Contracts/Laundry List synchronization — your ECP will
run a process to add your authorized ECP custom catalog through its pipeline.

In turn, your custom content will be available to Enhanced Search results, comparisons,
Browse Catalog, Item Detail, and alternative product features such as Similar Products that
match the product category. (To assign custom items to categories, see Customize Your
Category Trees on page 17.)

12. Return to the Catalog Detail page, by clicking the Catalog Detail » breadcrumb link.
13. In the ECP Sync fieldset, click the link, Authorize this catalog as the ECP product set.

14. At the prompt, “Synchronizing a catalog entails uploading product information to your
enhanced content provider which may take several minutes. Are you sure you want to
synchronize this catalog now?” click Yes.

A box will show number of items being processed, and the time elapsed, as shown below

Note: If you already have a catalog authorized as your ECP product set, you will be
prompted as follows: “Warning: This will remove authorization for the
Catalog Name catalog” as shown below in red. There can be only one ECP-
authorized catalog on your site at a time.

Custom Product Management PHelp |

Dashboard » Catalog List » Catalog Detail

Synchronizing a catalog entails uploading product information to your enhanced cUrEent provider which may take several minutes,

Are you sure you want to synchronize this catalog now?

Warning: This wil%emove authorization for the "Dubois Catalog” catalog.

Current Operation: Uploading products to your enhanced content provider.
Process Details: 20l 7 items
Time Elapsed: 0:0:14s

15. When you see “Your synchronization is complete,” click Continue to return to Catalog
Detail, where you will see “This catalog has been authorized,” along with which
wholesaler provides ECP Synchronization and last synchronization date, as shown below.

This catalog has been authonzed.

ECP Sync
ECP Synchronization to United Stationers

This catalog is authorized as the ECP product set.

Remove Authorization for the current catalog as the E%product set.
Last Synchraonization Date 9f24f2008 §:54:45 AM

Add categories from ECGP

16. If you change your mind, you can press R or click the link, “Remove Authorization for
the current catalog as the ECP product set.
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Customize Your Category Trees

Category trees help shoppers browse collections of items with similar materials or features.
The Standard Category tree is used in the Browse Catalog feature of the shopping site’s
home page, as well as in user Favorites and other item lists.

While some of your custom items fall under the same categories as your wholesaler catalog,
others may be exclusive to your site, and you may wish to highlight them under a special
category. If your site is set up to use standard content, your shopping site will display links
for the subcategories you set up for your Custom Catalog Items.

Understanding Custom Item Category Rules
The system follows certain rules for displaying your custom items and categories.

A 25-item Threshold Minimizes Clicks. If a category contains 25 or more items, your site
shows the subcategory links you have defined. If it's less than 25 items, it shows the item list.
This threshold minimizes the number of clicks required to get to desired items. It also minimizes
the amount of granularity required for you to map your category tree

Cross-Pollenization is Easy. If a custom item logically belongs to two or more categories within
the same catalog, no problem. Any item can be mapped to multiple categories or subcategories.
Standard Categorization is Worth It. If you don’t categorize your custom items in the standard
catalog, your customers will not be able to find those items through the Standard Browse Catalog
categories, Favorites categories, or related pages. Instead, they will be displayed in the
Miscellaneous category.

ECP Category Mapping is Worth It. If you use United Smart Search or S.P. Richard's
Enhanced Content Provider (ECP) catalog, items that you have not mapped to ECP categories
will be displayed according to your Standard category tree, if you have mapped them there. Any
remaining uncategorized items fall into Miscellaneous. Uncategorized items in your custom ECP
catalog will not display among Similar Products in Product Detail or Cart pages, because those
lists are generated in part by category name.

Plan Your Categories and Check your Spelling. If your custom category trees differ from the
standard or ECP tree or contain spelling mistakes, it will result in duplicate categories. Browse
your own site for ideas before you set up your category trees.

Browse For Your Custom Items Periodically. Wholesalers are subject to update their category
trees at quarter-end or with the release of a new general line catalog, If you previously created an
ECP category structure, it's a good idea to Browse your site periodically, make sure all your
custom categories still exist, and re-map as needed.

Planning Your Custom Categories: Example
The number of items in a category tree determines whether the system displays the item list,
or the next set of subcategories you’ve defined. For instance, let’s say the customer clicks the
top tier category "Paper." The system counts how many items are in the category "Paper".

If there are less than 25 items, then we show the list of products.

If there are 25 items or more, and subcategories have been defined, the subcategories are
displayed. Let’s say the customer clicks on "Copy Paper." Again, the system counts how
many products are in that category.

o If less than 25, the system shows the product list.
o If 25 items or more, the system shows any subcategories that have been defined.
= And so on, until the catalog runs out of categories and items.
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In the following diagram, Sub Category 1 has been properly set up so that the system will

display three tiers of categories.

Sub Category 1

Sub-Sub Categories)

I A

26 items (click will show

Sub-Sub Category 1b : 12 items

Sub-Sub Category 1c : 14 items

Category
Top | Fi

Sub Category 3

list only)

24 items (click will show

Sub-Sub Category 3b: 10 items

<

Sub-Sub-Category 3c: 14 items

e Under Sub Category 1, the bottom-most tier has 26 items divided into two Sub-Sub-
Categories. Since it is 25 items or more, clicking the 26-item Sub Category 1 will

display its sub-sub-categories.

e Under Sub Category 3, the bottom-most tier has only 24 items. Even though those are
currently divided into sub-sub-categories, only the list of 24 items will be displayed if

you click Sub Category 3, since it contains less than 25.

Note: As you can see, for custom subcategories with less than 25 items, there is no

need to map the items to sub-sub categories, unless you plan to add more
items to those smaller subcategories later.

Again, this is meant to minimize the number of clicks required to get to desired items, and to

minimize the amount of granularity required for you to map in your category tree.

The results in the shopping site are shown below. Clicking Categoryl (26 items) displays the

subcategories you have built. Clicking Category3 (24 items) will display an item list.

S| Home My Account My Order: opp eatured Items
’7 @_J To narrow your search, click the appropriate category below

Back
Categories
QuickOrder Caiagaly S
[“Shop | Category1
Category3
MyAccount |
To narrow your search, click the appropriate category below.
Categories
Edi‘ Category Name Matches
~ Categorylb 15

My Categorylc

Category 1 > 25 items: will
show subcategories if defined,
as shown at left inset.

Category 3 < 25 items: will
show item list only, as shown
at right inset.

Web Specials

Matches
26

2
/ Top-Load Bound Poly
Shop from MyFavorites Lists S
| EBack N Print ] [ Clear Selection W View Cart

Add Selected Ikems to Cart . Check Out )

Date Hame Comments

Show Products By Category

2/11/2008 Wy Favories

Note: Changes you make to quantit
this list

ies and comments only affect this order. To keep these changes, please edit

Fage 10f 0 Froduots sslected ltems per Page: [ 1016
[ setect An Hem# a Your Pric Packaging Quantity

$10.00/ 1

AAGIZ288
| ‘|A1AGI nce® Recycled Weekly Professional Planner, Essential Soft Cover, 8" x 11"

Comments: |

] AAGI2683 $5.00/ 1

At-A-Glance® Professional Recycled 4-Person Daily Group Appointment Book, 7
78" x 11

Comments:
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Building Standard Category Trees
The following steps apply only to categories used in Standard Catalog Browse, Favorites,
and related pages. (For Enhanced Search and Product Detail, your wholesaler/Enhanced
Content Provider has separate Category Trees; see Mapping Custom Items to ECP
Categories on page 21.)

Note: You must first have mapped custom items to the current catalog before you may
map items to categories.

1. To build a category tree, press C or click Manage Categories.

2. To view the Hotkey hints, press H. To close the hotkey
diSp|ay, CIiCk @ or E:! ] H: Shows this hot key hint window,

1: Return to Dashboard.

= Once you have a list of multiple subcategories, the
grid row arrow shows you the selected row, and you
can press J to move the arrow to the next row or K
to move it to the previous row.

A: Add new category.
J: Selects the next itern in a list,
K: Selects the previous itern in a list,

Delete: Delete the selected category,

3. Inthe Category Management page, press A or click C: View sub-categary.
Add NeW CatEQOT'y Enter: Wiew sub-category.
4. Enter a category name and press Enter or click Save. E: Edit category name.

If you leave the name blank, you will be prompted, “A
name is required.”

5. To rename the current subcategory, press E or click the & Edit button. Enter a category
name and press Enter or click | to Save. To cancel without saving, click E3 Exit.

6. To add a subcategory to an existing category, click the Add Category link.

7. Enter a category name for the subcategory and press Enter or click Save. If you leave
the name blank, you will be prompted, “A name is required.”

8. To delete the selected row’s category, press the Delete key or click the % Delete button.
When prompted “Are you sure?” click Yes.

9. To view any sub-categories you have already
assigned, press C or click the subcategory name link. H: Shows this hot key hint windaw.

1: Return to Dashboard,

10. To view this page’s Hotkey hints, press H. To close
the hotkey display, click @ or B,

11. To add a subcategory to an existing category, press A
or click the Add Category link.

12. To add products to the current category, press M or click the Map Products link.

A: Add new categary.

M: Map products,

Demao Catalog » Main Cateqory 1 » Category Leve 2 ][

Add Category
Add Products

13. The products grid allows you to select products to map to this category.
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14.

Custom Product Management D

Dashboard » Catalog List » Gatalog Detail » Category Management

Return to Category

Map selected products to this category

Item Mbr Mame Manufacturer Pack Content Changed

N M N N

= [1 4BC PAPER 04/22 2009
0O cce DRFEFPER 24 60Z CANS OF DR PEPPER e 24-EachiCase 0 #006 £ 20013
O ccc TESTASSEMBLY ASSEMBLY TEST coc 1-Each/Each 0401 #2009
O Ec JOHN ave114d6 avery 03 /24 £2008
O fe o001102 FILE,STOR, 12%10, 353241 11/05£2005
O  ow PAPER DM PAPER %11 Acco Brands, Inc. 1042142008
0O owm PEN PEN -BLUE Jehnsan & Johnson 10/21/2008
0 Jow PRINTER JOM PRINTER "CCUT;D';';:: 10/212008
0O ow TONER TONER -BLACK Accentra, Inc. 1042172008

To sort the grid alphanumerically by a column, click its column header link.

To filter by keywords within a column, click the blank below the column header,
enter a keyword, and click the Filter button to choose

an operator, such as EqualTo, Contains, ISEmpty,

and SO 0ON. H: Shows this hot key hint window,

1: Return to Dashboard.

To view this page’s hotkey hints, press H. To close
- C: Back to the category.
the hOtkey display, C|iCk @ OI' m . M: Map selected products to the category.

J: Selects the next itern in a list.

The grid row arrow shows you the selected row
where you can take action using hotkeys: J to move
the arrow to the next row or K to move it to the
previous row.

K: Selects the previous item in a list,

Enter: Select the product,

The footer lets you navigate between multiple pages within the list, by specifying a
page number or clicking Next and Previous.

To return to the Category, click the Category Name link or press C.

Click the checkbox to place a checkmark in the desired rows or press Enter when the blue
arrow is pointing to the desired item.

15. When you have selected all the products you wish to map to this catalog, click the link,
Map Selected Products to the Category, or press M.

Note: You can map the same products to

Catalog: Demo Catalog

multiple categories and subcategories. oroducts

For example, if you map all seven —
products in a catalog to two categories )
W|th|_n the same catalog, the Catalog o
Detail page may show more products e o>

categorized than the total products in
the catalog, as shown at right.
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Mapping Custom Items to ECP Categories Find  mapped prosuct ;
Your wholesalers’ ECP catalogs use a separate E——
category tree from the Standard category tree.
For Enhanced Search and Product Detail features, your
wholesaler/Enhanced Content Provider has separate © s
Category Trees. (Enhanced category trees are separate
from the structure used by Standard Browse and
Favorites; see previous pages, mem
If you don’t map ECP categories for your custom S‘(W))
items, they are by default listed in the Miscellaneous
category of Enhanced Browse Catalog pages. ~
Uncategorized items in your custom ECP catalog will
not display among Similar Products, because they are
generated in part by category name.
Note: Wholesalers are subject to update their category trees at quarter-end or with the

release of a new general line catalog, If you previously created an ECP category
structure, you are advised to browse your site periodically, make sure all your
custom categories still exist, and re-map as needed.

To map your custom products to the ECP category tree, follow these steps:

16. In the Catalog Detail page for your ECP-authorized catalog, click Add Categories from ECP.
17. In the ECP Category Management page, click the down arrow to display the ECP category tree.
18. Click the '+l plus icon to drill down to additional levels.

19. To add a new product to the current catalog, press the A hotkey.

20. Click Map New Product. -

21. Begin entering a SKU to add to the category.
As you type, the drop-down list skips to the L——— ¥ (o) (oo |
product SKU(s) that match. i

22. Select the desired SKU, and click @ to save this item to this category. The box will
confirm that the item you selected has been added to the category you selected. Repeat
this step for all products you wish to add to the current category.

23. When you are finished adding products to the current category, click & Done. The items
you added will appear above the Map New Product link of the category tree.

24. To remove an item, click the box next to the SKU, and select Click to remove checked

items. Dashboard » ECP Category Management
. A . ECP Category Management for:
25. To find an item you have previously mapped:
. . Find a mapped product D
= Enter the SKU in the Find a mapped Product lp Y ()
field. The drop-down skips to a matching SKU. [ e custons
= Select the desired SKU, and click Find. The tree TSR
opens to the first instance of the matching SKU. S Gt ks i s
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Add Manufacturers from ECP
If you use the S.P. Richards Enhanced Content Provider (ECP) feature, Version 8.1 lets you
map your items to specific manufacturers.

Once the authorized product set has been sent to S.P. Richard’s third-party content provider
(Etilize) with the default manufacturer mapping, you can use ECP Category Management to
specify and synchronize manufacturers for products within the authorized product set.

Once you choose a manufacturer for the
item, the manufacturer is also
synchronized with that item in Etilize’s
data center.

To map your custom products to the

— EGP Sync
ECP Synchronization to 5.P. Richards
This catalog is authorized as the ECP product set.
Remove Authorization for the current catalog as the EGP product set.
Last Synchronization Date

Add categories from ECP
Add manufacturers from ECP

1f28/2009 4:05:44 PM

manufacturer:

1.

o~ w

10.

11.

12.

13.

From the Catalog Detail page that lists
your ECP authorized catalog, click the Add
Manufacturers from ECP link.

On the ECP Category Management page,
click the down arrow in the Find a
Manufacturer box to display the available
manufacturers.

Click the Manufacturer to use.

Click the Find button.

Click the + (plus button) to display
additional manufacturer levels.
When the appropriate level opens, click the
Map New Product link.

Click the SKU box and enter part or all of
the item number. The system displays a
drop down list of the item that most closely
matches the item you specified. (Items in
bold text have already been mapped.)
Select the item and click & Save.
The confirmation message appears “[XXX]
Has Been Added to Manufacturer [YYY].”
Repeat Steps 8-9 to add as many items to the
current manufacturer as needed. When
finished, click E3 to close the dialog box.
The items you added appear above the Map
New Product link.

Repeat steps 2-11 to map products to
different manufacturers as needed.

Dashboard » Catalog List » Catalog Detail » ECP Manufacturer Management

ECP Category Management for

Current Catalog: SPR TEST

Find a manufacturer

v (7]

Abacus Software, Inc

Find a mapped product

=

SPRTESTY - TESTH

[0-9]

4]

[ & Force Technology, Ltd ko Adesso, Inc

- A Force Technology, Ltd ko AZE Tracking Solutions
[l A4Tech Co., Lid to Abbi New York

[#. A4Tech Co., Ltd

i Aaeon Technology, Inc

#.. AAL Corporation

- AAMP of America

H.. Aastra Technologies

E
£
e
[ Aarco Products, Inc
e
- Aavid Thermalloy, LLC
E

- Abacus Software, Inc

Map Hew Prod%t
[#-- Abbeville Press

[ Abbi Mew Yark
[ Abbyy Software House to Abracadata, Lkd
[ Abrevity, Inc b Acapela Group

[#-- Acard Technolagy Corp ko Accordance USA

@0

Search for SKU to add,

Bold products have already been mapped

CYMNALTSUE 001 - REFERENCE
CYNALTSUB200 - DISCONTINUED
SPRTESTIO0 - TESTIO

SPRTESTZ - TES
SPRTESTS - TESTS

SPRTESTY - TESTT
SPRTESTA - TESTA
SPRTESTE - TESTE
SPRTESTS - TESTE

Items 1-10 out of 12

To remove an item, click the check box beside the item. Then, click the Click to Remove

Checked Items link.

To find an item you have previously mapped:

= Enter the SKU in the Find a mapped Product field. The drop-down skips to a matching SKU.
= Select the desired SKU and click Find. The tree opens to the first instance of the matching SKU.
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(Optional) Review CCI and ECP Synchronization Logs from AdminSite Menu

Any time you add, remove, or edit custom items, item rankings, category or manufacturer
mappings, or contracts and laundry lists, affected lists are queued for the nightly Catalog
Combination Indexing and Enhanced Content Provider synchronization. The server logs
details of the activity. Effective in version 8.1.0 and higher, you may view the logs for your
site by following these steps:

1. Click the AdminSite menu, then click ECP Sync Log.

View Catalog Combination Index (CCl) Log
2. To view the history of Catalog Combination Index synch with your current enhanced
content Provider, click CCI Log.

3. If your list has been set up to synchronize, it will appear on the grid. Each column
heading can be clicked to re-sort the data. For example, click the Site Name column
heading to re-sort by site name from ascending to descending order.

Site Name: Displays the name of the site.
List Name: Displays the CCIl name from the Catalog Combination Index page.
Sync Status: Displays the status of synchronization. If the status is locked or has

failed, you can click the Requires Synchronization button to queue this list for
synchronization again. Once clicked, the Requires Synchronization button is replaced
with the Requires Synchronization text, and a sync log record will be added.

= Last Sync Date: Displays the last date and time the CCI was successfully
synchronized. The system defaults to sort by Last Sync Date in descending order.

= To sort the grid alphanumerically by a column, click its column header link.

= To filter by keywords within a column, click the blank below the column header,
enter a keyword, and click the Filter icon to choose an operator, such as EqualTo,
Contains, IsEmpty, and so on.

4. Click the '+l plus icon by the site name to view additional information for that row.

= Synchronization History display Modified Date, List ID and Comments (extra
information saved with the log record).

= Products Stored in ECP Data Center lists all the SKUs that were stored.

ECP Sync Log : Catalog Combination Index

This page will allow you to view the history of CCI sync with Enhanced Content Provider.,

Site Hame List Hame Sync Status Last Sync Date

'd s ' '
=l Dev Demo Site in QA

United /SPR General Line + Mo custom catalog group + Lock(B3) Successfully synchronized

5

Synchronization History

Mo history data,

Products Stored in ECP Data Center

s
Mo products.

+ Dev Demo Site in Q4 United/SPR General Line + Mo custom catalog group Successtully synchronized
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View Contract/Laundry List Log (only United Stationers at this time)
5. To view a history of Contracts and Laundry List synchronization with your enhanced
content Provider, click AdminSite > ECP Sync Log > Contract/Laundry List Log.

6. If your contracts and laundry lists was queued to synchronize, it will appear on the grid.

= Site Name: Displays the name of the site.

= List Name: Displays “Backend List Set ({1})({2} list(s))” where {1} stands for the
top five contract/laundry list that make up the list set and {2} stands for the total count
of the contracts and laundry lists in the set.

= Sync Status: Displays the status of synchronization. If the status is locked or has
failed, you can click the Requires Synchronization button to queue this list for
synchronization again. Once clicked, the Requires Synchronization button is replaced

with the Requires Synchronization text, and a sync log record will be added.

= Last Sync Date: Displays the last date and time the contract/laundry list was
successfully synchronized. The system defaults to sort by Last Sync Date in

descending order.

= To sort the grid alphanumerically by a column, click its column header link.

= To filter by keywords within a column, click the blank below the column header,
enter a keyword, and click the Filter icon to choose an operator, such as EqualTo,
Contains, IsEmpty, and so on.

7. Click the '+ plus icon by the site name to view additional information for that row.

= Synchronization History displays Modified Date, List ID and Comments (extra
information saved with the log record).

= Products Stored in ECP Data Center lists all the SKUs that were stored.

ECP Sync Log : Contract and Laundry List

This page will allow you to view the history of contract/laundry list sync with Enhanced Content Provider.

Site Hame List Hame Sync Status Last Sync Date
' 'd 'd d

| Documentation Backend List Set (List + W) (2 list{s}) Successfully synchronized

Synchronization History

Mo history data,

Products Stored in ECP Data Center

e
ESS 1602121512
HOMN05 M
QUA4EZ3E
SEL10191
Fl#0 1840
SMDBRDTE
QK| 40488501
BDYEI 1
QUAS3I3E
MAMMEED AN

Change page: < 12345678910 ... » | Displaying page 10f 321, items 1 to 10 of 9203,

View Ranking Log

To rank items along with Enhanced Content, you use the Merchandising Products admin
page from the Marketing Tools menu to map items to Ranking Icons, and click Enable and
Synchronize Existing Ranked Products Now (See Manage ECP Ranking on page 31.).
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Effecti

ve in Version 8.1 and higher, the ECinteractive server uploads wholesaler product

rankings as a separate ranking list along with the CCI, and logs this process in the Ranking
Log. As a result, this log works similar to the CCI Log, with the exception of using a unique
Ranking List ID when displaying synchronization history.

8. To

view a history of Ranking Lists uploaded to your enhanced content Provider, click

AdminSite > ECP Sync Log > Ranking Log.

9. If your contracts and laundry lists was queued to synchronize, it will appear on the grid.

10. Cli

Site Name: Displays the name of the site.

List Name: Displays the CCI name from the Catalog Combination Index page, just as
it does on the CCI log.

Sync Status: Displays the status of synchronization. If the status is locked or has
failed, you can click the Requires Synchronization button to queue this list for
synchronization again. Once clicked, the Requires Synchronization button is replaced
with the Requires Synchronization text, and a sync log record will be added.

Last Sync Date: Displays the last date and time the contract/laundry list was
successfully synchronized. The system defaults to sort by Last Sync Date in
descending order.

To sort the grid alphanumerically by a column, click its column header link.

To filter by keywords within a column, click the blank below the column header,
enter a keyword, and click the Filter icon to choose an operator, such as EqualTo,
Contains, IsEmpty, and so on.

ck the '+l plus icon by the site name to view additional information for that row.

Synchronization History displays Modified Date, List ID (unique to this ranking list)
and Comments (extra information saved with the log record).

Products Stored in ECP Data Center lists all the SKUs that were stored.
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Assign Custom Catalogs to Customers

(Optional) Consider Copies of Your ECP-Authorized Base Custom Catalog
You can make copies of your base custom catalog as needed, and customize them for
individual customers if necessary. (In the Custom Product Management Dashboard, click
Show All Catalogs. To make a copy of the selected catalog (as shown below), press C or
click the 1 Copy button, and rename the “Copy of” catalog as needed. Then you can add or
remove items, map categories, and set up your Custom Catalog Groups as needed.)

Dashboard » Catalog List

Add new catalog

Catalog Mame Date Created Date Changed
= 9 [ [F chris Custom Catalog 1 IUAT008 9: 52043 A 943042008 9:52:43 A

However, multiple catalogs can be difficult to maintain, as wholesalers are subject to make
adjustments to category tree structures.

If you need to set limits on the items your customers can shop, consider using your backend
contracts or laundry lists and the online limit features. See your system’s documentation and
the ECinteractive tech note, Lock Shoppers to Contracts/Laundry Lists
(www.ddms.com/Resources/Support/fag/ecommerce/ecLockContractLL.pdf)

Change Your Site’s Global Catalog Group
When you create a global catalog group, you can limit the number of global catalogs your
site uses. This can speed up the catalog search results, and may prevent overloading the
servers.

When using site catalog groups, only catalogs whose providers are authorized to your site
and ECP-hosted catalogs assigned to your site can be selected. It is important to remember
the ECP-hosted catalogs are not custom catalogs. They represent global catalogs hosted by
the ECP. You have the option of creating your site’s catalog group with the ECP-hosted
catalogs as part of the group if the site is authorized to access the catalogs

(Effective in Version 8.1, the Global Catalog Group Management web page allows dealers to
change their global catalogs without having to contact ECi Technical Support.)

Note: Changes will take effect after the nightly CCI reindex.

1. Click GlobalSettings and select Global Catalog Group Management. You can also click
the Product Management training toolbar and click Global Catalog Group Management.
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AdminSite
AdminUsers
CustomerAdmin

Catalog Group Management

Global Catalog Group Management

GlobalSettings 4] @I % 5PR &l &1 - TeredzDealerhccessOnly

Faworites dssignmment
Faworites Lists
Global Catalog Group Manage

Group Hame: |SF'H all 3.1 - TeretisDealerdiccezsOnly |

Site Appearance Catalogs:
Shipping Management E
Site Preferences (] s - ot Cartalog ki’
Site Maintenance
ManwFacturer Managernent I:‘ ECIZ - ECI2 Unique Items B

Marketinngn Is I:‘ Horizon - Horizon Catalog

SiteCustomizi ng D Lagasse - Lagasse Catalog

Sitelnfo ]

o L¥.15. P Richards - Cleaning & Breakroom Flyer

SiteStats : ki

Rewards 5.F.Richards - Dated Goods Flyer

SiteText [¥]5_p_Richards - DH SFR TRI

S.P.Richards - ETS /W00 Catalog F

| Urited/SPR General Line |V et as Default Group

2. Inthis Catalog Group Management page you have the following options:

e Click the '+ plus icon to the left of the site group to view a list of catalogs associated
with the group. Click the — icon to hide the catalogs again.

e Click [# to edit existing site group catalogs. You can select or de-select catalogs for the
site group. When finished, click Save.

e Click # to delete a site group. At the Are You Sure prompt, click OK.
Click the Add New Group button. To add a new site global catalog group:

a. Click the Catalog Group Name box and enter the name to use.

b. Click the check box corresponding to the Catalog to use for this group name. You
can select as many as needed.

c. When finished, click the =) Save button. The confirmation message appears,
“Change Has Been Accepted, Catalog Combination Index Will Be Regenerated and
Effective the Following Day.” To immediately view the index status, you can click
the Index Status link.

d. To specify a default site group, click the down arrow in the list and click the Set as
Default Group button. The default setting is saved.
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Set up Catalog Groups
If you have multiple custom catalogs, you can assign them to a catalog group. Then you can
assign the catalog group to your end users, enabling them to view your custom catalog(s).

1.

In your Admin Control Panel, you can get to Custom Catalog Group Management by

first clicking:

= Sitelnfo in the left side navigation menu.

* Product Management in the top navigation menu.

To add a new custom catalog group,
click ™ Add New Group.

Click the Group Name box and enter the
name of the group. This is the name you
use to assign custom catalogs to end
users.

In the Catalogs box, click the
checkbox(es) to select the custom
Catalog(s) you wish to add to the group.

If you wish the current catalog group to
be used as a default when you create new
Customers and Customer Groups, click
Set as site default catalog group. If it is
not the default catalog group, clear the
box.

Custom Catalog Group Management

Custom Catalog Group Management

El nefresh catalog group lit

Catalog Group

Group Hame:
Catalogs:
Dsckys Best Buye
[Copws specis! cataloz

[ ik tem cataiog

Set as site default catalog group D
29

S [F W Defaut Catalog o

Catalog Groups

[DDMS Special Catalog.

4 @ 9 Thecuick and The Best 0

Click . After saving one or more Custom Catalog Groups, you have additional options:

= Click = to Refresh the catalog group list.

= Click '+l to expand the saved Catalog Groups to view the custom catalogs that belong

to them.

= Click ' to edit an existing catalog group. Any changes you make to an existing group
affect all shoppers with the assigned custom catalog group.

= Click % to delete an existing catalog group. At the Delete This Catalog Group

prompt, click OK.

Changes will be effective the following day, after the system generates your site-specific
Catalog Combination Index during its nightly scheduled processes.
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Mass Change Existing Customer Parameters for Custom Catalogs
1. Click Parameter Maintenance in either the CustomerAdmin left side menu or the
Consumer Admin top menu.

Adminllisers

2. Inthe Choose a parameter FEE Managing Customer Parameters s

armeters for

drop-down box, click
Custom Catalog.

an from the Customer Account Management

3. Inthe Choose a value drop-
down box, click Not Set, or
the name of an existing
custom catalog group that —
you wish to change. This
will set the limits to retrieve
the customers where you
want to apply a new Custom

“hocse & vake: et et - Match o

Catalog Group. _. =
4. The grid allows various (S B —
ways to navigate and drill e

down to more narrow limits:
= To sort the grid alphanumerically by a column, click its column header link.

= The footer lets you navigate between multiple pages within the list, by specifying a
page number or clicking Next and Previous.

= To filter by keywords within a column, click the blank below the column header, enter
a keyword, and click the M Filter button to choose an operator, such as EqualTo,
Contains, IsEmpty, and so on. For example, you could limit to specific Accounts.

5. Inthe Apply new parameter value drop-down box, click the name of the Custom
Catalog Group you wish to assign, such as your default.

6. Click Save. Changes will be effective the following day, after the system generates
customer-specific Catalog Combination Indexes during its nightly scheduled processes.

7. Repeat as needed for other limits.
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AdminSite

Assign Custom Catalog Groups to Guest or W Managing Customers and Customer Settings|
Individual Customer Accounts
You can assign your new custom catalog Managing Customers:
groups to individual customer accounts, Or t0 gy -

VL can add or edt custamer record and set customer setings on indivicual tals

Managing Customers: Update

your Guest account. e
iteCustomizing
. . sman [P coner
1. In the CustomerAdmin left side menu, [ —
click Customer Management. e
2. Search for the customer you wish to "
search on these products via the Enhanced e D
SearCh' Catalog Groups *
3. For the desired customer, click [ to view e [T TEST ORI 50
their settings, and click Edit to change e e =8
them N |pdate [fCance(} The Quick and The Best

4. Inthe Parameters tab, add or edit the users’” Custom Catalog Groups, as shown in the
figure here, to select the group where you have set up the Enhanced Content.

5. Click Update. This will trigger a new CCI to be created.
You can also use this page to edit Guest users and add your Demo users. For detailed

instructions, see your online help. User Groupings
Assign Enhanced Content Feature Setting AU o w0
In order to view your custom catalog information, the user checiod” [ues 50
must be assigned to a Feature setting group that has ke G w0
Enhanced Content enabled. Pre” [Dara = 0
Festure * FForf v 3
6. In Customer Management, in the Customer tab, conmunen: B o o

7. Under User Groupings, select the Feature group that
has the Enhanced content features enabled, as shown in the figure here. For more details,
see the following support documentation on our Web site:

e Setting Up United Enhanced Content in ECinteractive
o Setting Up SPR Enhanced Content in ECinteractive

Allow an Evening for Systems to Index and Pipeline
Changes are effective the following day, after the system generates your site-specific and
customer-specific Catalog Combination Indexes (CCIs) during nightly scheduled processes.

This also gives your Enhanced Content Provider’s system time to run your custom catalog
content data through its Pipeline process.

If you’ve planned a customer launch or prospect demonstration, we recommend a quick
rehearsal test of the items your customer should expect to see. Plan this rehearsal after the
system indexing/pipelining and at least a day ahead of your scheduled launch or demo.

This gives you enough time to make any necessary corrections or adjustments and allow
synchronization and indexing to occur after hours before your demo.
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(Optional) Promote Your Items
Manage ECP Ranking

On your shopping site, various pages include lists of products: Advanced Search Results,
Contracts, Laundry List, Favorites, and Web Specials, and Enhanced Search Results.

For ranking items in standard
product lists, you can use the
Merchandising Products ranking
icons grid under Marketing Tools
to prioritize the First In Display
order you wish certain items to
appear on these lists.

To rank custom items in Enhanced
Search results:

1. Make sure all items you wish
to add to the ECP ranking list

CustomerSettings

AdminSite
AdminUsers
CustomerAdmin

Manage Merchandising Product
[ Load File: ]

You can add and edit priority icons here,
GlobalSettings

MarketingTools Hame Image Rank
Merchandising Products @ % Non_ranking - Wk

Desler Value A 1
E %

Name: | EEETERETE

SiteCustpmizing
Silelnfn‘h
SiteStats

Load Icon Image:
Rewards
SiteText

Default lcon:

15 Ranking leon:
Lirk Type: [File %
Link Path: | Mo files uploaded +

=)

Enable and Synchronize Existing Ranked Products Now.

already exist in enhanced content. Each item you wish to rank must exist in either your
wholesaler’s enhanced catalog, or in your ECP-authorized custom catalog.

2. Inthe Marketing Tools left side menu, click Merchandising Products.

3. For detailed instructions on prioritizing manufacturers, mapping individual products to
your site icons, and (optional) loading custom icon image files, see your online help or
Customizing Item Ranking and Sorting on the ECinteractive support site.

4. Once you have products Manage Merchandising Product |
mapped to Ranking Icons, click
Enable and Synchronize
Existing Ranked Products  7ioes e e
Now. During the process, the — v02ts
screen indicates progress
details and elapsed time. e e e o s e ok 1 i st bt
R . . provider. If you would like to upload detailed product information, including product ranking, te yeur provider, click the "Upload
5. If exceptions occur in this
process, your ECP will return a s oot o
report. You may need to upload ELED femdoss ot it
your custom item information. S —
6. When you are finished, click s 3 e dees e
Continue. oS e el ik e Conius e e s 2 e v
Note: The ranking results within Enhanced Content product lists depend on your

wholesaler’s search algorithms, the ECP categories you’ve mapped with your
custom items, and the timeframe for background CCI indexing and ECP
pipelining. As a result, your custom items may not display at the top of the list as

expected.
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Customize Catalog Descriptions

Product Management Consumer Config Consumer Admin Site Info

AdminSite
AdminUsers
CustomerAdmin
CustomerSettings

Custom Catalog Descriptions { Help )

Belaw you can modify the catalog descriptions that will display on the product detail page. The wholesaler's description will display
by default,

GlobalSettings
MarketingTools =]

SiteCustomizing Acquisition Flyer ‘welcome High Flver

Catzlog Management
Ttem Management
Catalog Descriptions [#] #oquisition Proma Catalog,

‘Wholesaler Description Dealer Description

On your shopping site, the Product Detail displays a catalog description provided by your
wholesaler or supplier. To have your own description displayed instead, follow these steps:

1. Click Site Customizing and select Catalog Descriptions. The Custom Catalog
Descriptions page opens.

Click the & Edit icon next to the catalog description you wish to change.

In the Dealer Description box, enter the text for this catalog.

4. Click the = Save icon.

w

Create Best Sellers/Preferred Items
AdminSite
AdminUsers
CustomerAdmin
CustomerSettings
GlobalSettings
Marketing Tools

ducts

Preferred Items Management { Help ]

Description

anner Managernent =l Kewword: stapler

B
Preferred Items
teb Specials @ x stapler ACEQ3001 Economy Stapler, Metal, Top Loading, 210 Staple Cap, Black 1

SiteCustomizing eynunrd:
Sitelnfo Item Company:
SiteStats Item Mumber:

Rewards Rk

SiteText 0@

You can rank items to appear when the shopper performs advanced searches. The items you
select appear in the Best Sellers column of the Search Results page. The higher the item rank
you select, the higher the item appears in the product list. Follow these steps:

1. Click Marketing Tools and select Preferred Items.

2. The Preferred Manufacturer Management page opens. You can:
= Click = to display item details.

Click [ to edit the item. Replace the information. Click .

Click 9 to delete a preferred item. At the Are You Sure prompt, click OK.
Click = Add New Item.

Click =i to refresh the page.

Click the Keyword box and enter a keyword for this item.

4. Click the down arrow in the Wholesaler box. A list of wholesalers available for the item
appears along with descriptions provided by the wholesalers. Click a wholesaler to select it.

5. Click the Rank box and enter the sales rank of the item. The higher the item rank, the
higher the item appears in the product list.

6. Click (=,
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Create Web Specials
You can create Web Specials with special pricing for items ordered online (as opposed to
ordering by phone, fax, or in person). You can forecast dates as needed for special
promotional periods. Items must have e-content provided by the vendor or they must reside
in the global or custom catalog that is assigned to the end user. Custom items can be added as
well.

AdminSite

R dminlsers Manage Web Specials =D
e Add, Edit, or Delete Existing Web Specials
CustomerSettings m— - -
GlobalSetti ngs SHU Descrlptlon UM Price BeginDate EndDate
MarketingTools @ S [ AAGPMI70ZE  Thing B4 540.00 14,2007 814/2008
Merchandising Prod
e SKU AAGPM17029
f‘uf:f:f;d;:;rp: Description |
SiteCustomizing H I:I
Sitelnfo
SiteStats BeginDate: [5/14/2007 = %
Rewards EndDats:  [3/14/2008 5]
SiteText
5@
[ Delete Selected Specials H Delete Expired Specials ]
Note: While you can specify more than three web specials, only three display on the

shopper’s web page.

Click Marketing Tools and select Web Specials.
Click ™ Add New Web Special.
Click the SKU box and enter the company prefix and item number.

A wnp e

Click the Description box and enter a descriptive name for this web special. You can
enter a maximum of 30 characters. (The cursor does not move to the UM box. The unit of
measure automatically displays from the backend system when you retrieve the item.)

o

Click the Price box and enter the special sell price.

6. Click the Begin Date box and enter the date the special begins. You can also forecast

dates, if needed. To select a date from a calendar, click . This box defaults to the
system date.

7. Click the End Date box and enter the date the special ends. You can forecast dates, if

needed. To select a date from a calendar, click . The default is one year in advance of
the system date. For example, if the system date is 04/02/08, this box displays 04/02/09.

8. When finished, click to save the item. A ¥? should display for this item to the shopper. If
this icon does not appear, the pricing for the shopper is lower than the web special’s price.

9. Click #to edit an existing web special. Enter the new information over the existing
information and click .

10. Click #*to delete an existing web special. At the Delete Selected Specials prompt, click OK.
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Create Global Favorites Lists and Assign them to Customers
You can create a Favorites List to give shoppers easy access to products they purchase
frequently. Then, you can assign each Favorites List to your customers. You have the option
to assign a Favorites List to all shoppers in a department within an account, all shoppers in an
account or all shoppers of the entire site.

Shoppers can also maintain their own multiple Favorites lists. They can name or rename
them and copy items from one Favorites list to another, as well as specify quantities and
delete items or lists as necessary. While shoppers can manage the Favorites lists they create,
they cannot edit or change the Favorites lists dealers set up and maintain.

To set up Admin Favorites Lists, go to Global Settings and click Favorites Lists. Then, to
assign Favorites Lists to customers, go to Global Settings and click Favorites Assignment.
For detailed instructions, see your online help.

AdminSite

: Manage MyFavorites Lists 1
AdminUsers s y L Help ]
CustomerAdmin Create MyFavaorites lists to save and organize yvour customers' freguently purchased items or contract items. To wark
CustomerSettings with a MyFavorites list, select it from the list at the left. vou may also create new lists, After building MyFavorites lists, you can
. assign them to customers,

GlobalSettings
Zonnection Managerment B R
Drealers Management Current MyFavorites Lists
Fawofites Assignment
Favorites Lists Description Comments Type Modified Created Items
Global Catalag G I £
site anacement | (@ B R My Faves Comments Shared Site Wide 14372007 114372007 2
Shipping Management
Site Preferences Description:
Site Maintenance
L Comments:
MarketingTools
SiteCustomizing
sutioiluu Shared Site Wide 1113/2007  11/13/2007 0
SiteStats

Assign Favorites L Help )

Assign Favarites List

@ 1o sccount [TEST123-TEST DEPT -
© 1o Department
Assigned Favorites List
List Name Account Department
% Qh Favorite List 2 HAPPYT Mone
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