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Introduction

Welcome to www.ecraftpatterns.com! | hope we can together open up a
whole new world of downloadable craft products for the craft lovers.

The web site at http://www.ecraftpatterns.com (hereafter called
ecraftpatterns), has been set up so that you, the designer, can add, change or
delete your own products, almost at will. You can have as many or as few
products on the web site as you like, and you will be paid a percentage of any
sales made.

The exact terms and conditions of your membership have been included in a
separate document sent to you at the time you joined, but this training manual
will hopefully teach you how to add your products to the site and get started
with selling.

If you find any errors in this manual, or want anything clarified, please write to
me, Christine Abela, at christine@geckoqgully.com .

| can also be contacted by postal mail at

Gecko Gully,
PO Box 8030,
Tarneit,
Victoria 3029,
Australia.

Or you can ring me during Australian business hours on +61 3 9749 5068 or
+61 409 195 031 (in Australia that's 03 9749 5068 or 0409 195 031). Or the
fax number is +61 3 9749 5068 (in Australia 03 9749 5068).

If you are not sure whether it is business hours in Australia, PLEASE check
the time zone for Melbourne or Victoria in Australia before ringing, or email
me instead. This business is run from a private home, and the phone ringing
at night time will wake some grumpy people (including me!).
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Overview

First | am going to give an overview of what you will be doing, then | will go
into specifics.

Super-quick Overview!!

1. Go to http://www.ecraftpatterns.com/admin and log in using the
username and password you gave yourself when you registered as a
designer.

(Optional) Add a designer description and logo.

Upload your files (the products you are going to sell — e.g. pdf files).

Upload your images (the pictures of the products you are going to sell).

For each product, click on Add Product and give it a name, a

description, a price, and decide what category you want it to go in.

Link in the picture you uploaded. If you are not using Options (most of

you won't!), also link in the name of the file for that product.

6. If you are using Options, add the options you want to use, then for
each product link the files to the options.

7. Once you have created your product, | get an email and will check it
and approve it if it all looks OK. Your product (and your designer page)
will now appear on the web site and is available for sale immediately.

8. On the first of the next month, you get a report on what sales have
been made, and $$$ into your PayPal account!!

abrwn

When you registered, you assigned to yourself a user name and password for
admin. Once you have received your email confirming you have been
accepted as a designer, go to http://www.ecraftpatterns.com/admin and use
these to log in. The system used to set up and manage the web site is called
CubeCart.

Then you can, if you want to, add a description of yourself or your business,
and an optional logo/ photograph. You will be able to update these any time
you like, or wait till later to add them.

Then you should upload your files (the products you are going to be selling)
and your images (the pictures of the products you are going to be selling).
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Then you go to Add Product to link them all together. You will give your
product a name, a description (which can include more pictures if you like), a
price, say which is the main category where the product is to appear, you tell
me which image that you uploaded is the main one for this product, and you
tell me which is the file that is to be sent to the customer when they buy this
product.

There are some additional things you can also do when you create the
product. You can put in a sale price if you want to reduce the price to make it
look like it is on sale. You can specify a sort order to determine where the
product should appear on your special designer page, you can give it a
special product code if you want to, and you can have it “hidden” so that
nobody can see it yet. You can even add a video to the page if you have
created one that is relevant to the product. And you can say whether you
want the product to appear in the Latest Products section on the home page.

Of course, you can go back and change any of these things later if you want
to!

Some products will need to have what is known as “options”. Most designers
won't need to use this, but some, especially Machine Embroidery file people,
will want the customer to be able to choose between different files for
download when they buy the product. For example, a Machine Embroidery
file could be available in different file formats according to what sort of
embroidery machine the customer will use, or in different sizes.

Once the product is all set up, you can then see all your products on the View
Products screen, in summary form. Here you will be able to change the sort
order, and specify additional categories where you want your product to
appear.

You will also find a “Clone” option here. So if you have several products to
add that are similar, you can simply set up the first one, then Clone that one to
bring up the Add Product screen all filled in with the same data as for the first
one, which you can then change to create your new product.

As soon as you have added your product | will get an email telling me there is
a new product ready. | then go in and check it to make sure it is suitable for
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the site, and Enable it. Then it will be ready to sell, and will appear on the
ecraftpatterns web site under both your name and the category/s you choose.

Once one of your products has been sold, you will get an email. Then you
can see on the first screen you go to when you log into admin, a summary of
sales of your products. Or you can click on In-House Designers, and you will
see details of these sales, including how much is your share of each sale.

On the first day of each month you will be paid your share of the sales for the
previous month. You will be paid via PayPal, in $Australian.

Please note

A couple of little things | want to add at this stage...

First, you will only have access to your own images, files and products in
admin. You will not be able to see or change these details for any other
designer. This part of setting up the web site has taken the most time
(weeks!), so if at any point you believe you can get into someone else’s data
or details, please let me know urgently so | can fix the problem.

Second, all pricing in this document, and on the web site itself, is in
$Australian. This is because Gecko Gully, ecraftpatterns’ parent business, is
an Australian business. By law we must do business in Australian currency.
You will need to put your prices on the web site in $Australian, and you will be
paid in $Australian. | will give more details on how to calculate the selling
price later.

There will, however, be a currency converter built-in on the web site for
customers to get an estimate of the price in their own currency. All sales to
them will still be in $Australian — the currency converter is only used as a
guide to make it easier for non-Australians to understand the pricing.

At the time of writing this, the currency converter is set up for British Pounds,

Canadian Dollars, Euro and US Dollars. If you want another currency added,
please let me know.
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Logging into Admin

When you are ready to start working on your products, you need to log into
admin. This is the “back room” of our site. You can get to it simply by going
to http://www.ecraftpatterns.com/admin . Alternatively, go to the store site at
http://www.ecraftpatterns.com and log in as a customer if you haven't already
done so, and then you can click on Designer Login at the top of the screen

You will see this:

g9 cubecart

Username: susanturnbull
Password: sesnnse
IF: 112.141.75.75

Request Password

Login

Copyright Devellion Limited 2005.
All rights reserved.

Put in your username and password (the ones you gave yourself when you
registered as a designer). In this training, we will be using the fictional
example of Susan Turnbull as our designer.

If your designer account has not yet been approved, you won't get very far,
because you will see this appear in the top left of the screen:

Login Failed - Account Disabled!

In that case, you need to wait until you get my email saying you have been
approved!
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Once your designer application has been approved, you should see
something like this when you first log in:

@gcubecart

Navigation

= Admin Home
= Store Home
Store Config

Modules

= In-House Designers
Catalog

= View Products

= Add Product

= Setup Product Options
= Apply Product Options
.

.

.

.

Customers

.

Logged in as: susanturnbull [ Logout | Change Password ]

Welcome to the CubeCart™ Administration Control Panel

Friday 4, Septembi

er 2009

|Last login by Sep 04 2009, 04:02 AM by christine

Store Overview:

CubeCart Version:
PHP Version:

MySQL Version:

Image upload folder size:

Server Software:

Client Browser:

3.0.20
5.2.10 Number of Products:

5.0.81-community Number of Customers:

350.9 KB Number of Orders:

Apache/2.2.11 (Unix) mod_ss|/2.2.11 OpenSSL/0.9.8e-fips-rhel5 DAV/2 mod_auth_passthrough/2.1 mod_bwlimited/1.4

FrontPage/5.0.2.2635

Mozilla/4.0 (compatible; MSIE 7.0; Windows NT 5.1; SU 3.22; Moxzilla/4.0 (compatible; MSIE 6.0; Windows NT 5.1; SV1) ;

2

5
9

WNET CLR 1.1.4322; .NET CLR 2.0.50727; .NET CLR 3.0.4506.2152; .NET CLR 3.5.30729)

Order Number:

Customer:

Search How
Search How

Designer Name:

Products Sales:
Receipts:

Susan Turnbull About Me Page:

This Month Sales My Logo:
0 Products Total:
0 Products Enabled:

In-House Designers Dashboard - designer version

No (Add New)
Yes (Add New)
0
0

You will notice there is a main menu down the left side of the screen. Some
things you will be able to click on, and some things are only for my use

(sorry).

Have a look around, and then you can start work!
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About Me and Logo

One of the first things | would like you to do when you first log in is set up your
Designer Information page. Have a look in the bottom right of the screen you
first get when you log in (by the way — if you browse around and can’t find
your way back to this screen, click on Admin Home in the top left of the
screen).

About Me Page: Mo (Add Mew)
My Logo: Yes (Add New)

Here you can enter information about yourself or your business, as well as a
logo or picture of yourself or your work.

Click on the “Add New” next to About Me Page, and the screen will change to
this:

In-House Designers Description

Please use the rich text editor below to add or edit Designer description.

Designer Description

Designer Name: Susan Turnbull

e @ DR BRBBBE &Y v o AL B B 7 Us =< i
ARG @O =a" BrF e RBERaEw

Syl [ — - Font - Sie - e - o )

Here you can enter a description of yourself. The symbols above the big box
are similar to those found in many editors. Feel free to experiment with them,
but bear in mind that the simpler the description the better.

| will explain the most commonly-used symbols shortly, but first here are a few
suggestions as to what you might want to put in the designer description.

You won’t need to put your name, because it will appear on the page anyway,
in the heading. If you have a business name, you might like to mention this.
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You can also say a bit about yourself or your designs. It is perfectly OK to put
in contact details for yourself, or a link to your web site, but | ask that as a
courtesy could you please include a link on your web site back to
http://www.ecraftpatterns.com .

The Editor Box

The exact layout of the editor box will vary depending on the size of your
screen and other factors. This is used for the designer description, and for
the description of your products.

In this section, we will discuss the most commonly-used of the symbols that
appear above the text box. If you would like to know more about the symbols
that are not described, you can either have a “play” with them, or ask me.

If your computer has been on for a while and has been very busy, you might
find some of the buttons “don’t work”. You might find, for example, that you
can't make text bold. This is because using this editor requires a lot of
computer memory capacity, and if your computer has been very busy its
memory capacity might be low. In this case, it is recommended that you
restart your computer.

Another thing to watch out for when using this is the dreaded time-out. There
is a built-in timer in CubeCart for security reasons that might decide to log you
out of Admin once you have been logged in for 24 minutes. So if you are
doing a complicated edit, it might be a good idea to copy-and-paste your text
into, say, a Word document just before you try to save the text in CubeCart.
This is just in case the save process sees you have been logged in for more
than 24 minutes and logs you out, and you lose all your carefully-entered text.

On the top row, you will find the Source symbol: =/52@e&  Clicking on this will
show you the html code (computer-language code) that will be used to
generate the text. If you are familiar with html, you can manipulate this code,
or insert extra code, to perform special functions. Note that if you have
problems doing this when using the Explorer browser, you might try using
FireFox.
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Further along, you will find the symbols for Cut, Copy and Paste: & = :
These are the same as for other Windows applications, and allow you to store
and retrieve information from your clipboard.

There is a symbol for spell-checking: v, Unfortunately this doesn’t work
(sorry). To make it work a utility needs to be installed, and this is not
compatible with CubeCart. If you do need to do spell checking, it would be
best for you to copy and paste your text into another application, like Microsoft
Word, and check and correct it there, then copy and paste it back into
CubeCart.

The next commonly-used symbols are these: B £ U #¢&  They gre,
respectively, Bold, Italic, Underline and Strikethrough. By highlighting text you
have typed (hold down the left mouse button at the start of the text and drag it
to the end of the text, then release the button), you can apply these changes
to your text. Or you can simply click on one or more of them before you start
typing a section of text to apply it to the text following.

With these symbols = i you can put in a numbered list, or one with bullet

{Teal|
i)

points, and these symbols
text.

will allow you to un-indent or indent your

These symbols will let you left-justify, centre-justify, right-
justify and block-justify your text. That is, they alter the position of the text on
the page. They can also be used to position a picture (more on inserting
pictures into the text shortly). By clicking on the picture then clicking on
centre-justify, for example, you can make the picture appear in the centre of
the screen.

If you want to put a link in your text, you use the first of the next two symbols:

L %. The second is used to remove the link. A link is used if you want to
refer the reader to another place on the Internet (it could be on this page, or
on another page in the site, or on another web site altogether). You highlight

the text or picture you want the reader to click on, then click on the % button.
A box like this will pop up:
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3 _wetoane x

|g htkp: i geckagully, com)'goldf admingincludes ke feditar fFekdialag . bkl j
Link

Link

Info Target Advanced

Link Type

|URL =l

Protocol LURL

[rttp:// =] | I

Browse Server |

| 0K | | Cancl |

=3

||‘|tt|2|:,I'II'WWW.gEEkJ:IgLI"‘;.-'.EEII‘I‘I,I'QDhj,I'EdI‘I‘IiI‘I,I'iI‘IE |@ Internet |

In the Link Type box, choose from URL, Anchor on this page, or E-mail. The
URL selection will then let you put in the address of the web site you want to
send the reader to. The Anchor on this page selection will ask you to select
from a list of anchors you have defined for this page (more on anchors next).
The E-mail selection will allow you to put in an email address that you want
the reader to send an email to when they click on the link.

Next to the Link Info tab on this pop-up screen, there is a Target tab. This has
a number of options, but the most important is that if you want the reader to
go to a new window when they click on a URL link, you should choose “New
Window (_blank)” from the drop-down box. This will ensure our site remains
on their computer, as well as the one they are going to via the link, and they
won't have to find their way back to ours.

The next symbol is for the Anchor: P . With this, you can put “book marks” in
various places in the page you are editing, and then use the Anchor on this
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page link described above to send the reader to those places by clicking on
the link. You can find a good example of this at

http://www.patternpress.com.au/index.php?act=viewDoc&docld=5 , where

Helen has given a list of the states at the top of the page, and clicking on the
name takes you to the place in the document where stockists in that state are

listed.

The next button is used to insert a picture into the text. (Don’t get it mixed

up with the 4 button, which is used to insert a button into a form). By

clicking on the button, a new window will pop up:

I ,B Image Properties - Webpage

|g Rikkps f v, geckaqully, comjfgaldfadminfincludes rte edicar Fokdialog, hkml

| Image Properties

image Link = Advanced

Info

LURL

Atemative Text

r

Browse Server |

Width I ao
Height I

Border I
HS5pace I
WSpace I

Preview

Magnus es, domine, et laudabilis valde: magna vitus
tua, et sapientiae tuae non est numerus. et laudare te
vult homo, aliqua portio creaturae tuae, et homo
circumferens mortalitem suam, circunferens testimonium
peccati sui et testimaonium, quia superbis resistis: et
tamen laudare te vult homo, aliqgua portio creaturae

tuae tu excitas, ut laudare te delectet, guia fecisti nos ad
te et inquigtum est cor nostrum, donec requiescat in te.

_ da mihi, domine, scire et intellegere, utrum sit prius
Align I j" invocars te an laudare te, et scire te prius st an invocare

te. sed quis te invocat nesciens te? aliud enim pro alio

potest invocare nesciens. an potius invocaris, ut sciaris?
o d s oborn i bowd e opimen s did T

-

| OK | | Cancel |

|htt|:u:,|',l'www.geckngully.cu:um,l'gu:uld,l'admin,l'inn:ludes,l'rte,l'n @ Inkernet |
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Click on the Browse Server button and you will find a list of all the pictures
that have been uploaded to your CubeCart system (your “server” in computer
jargon). It will look something like this:

Note: If your computer has been very busy, or is just having a bit of a hissy
fit, this box might not pop up, or might not come up properly. You then have a
few options: restart your computer, try using a different browser (use FireFox
if you have been using Explorer, or vice-versa), or come back later when the
server might not be so busy. If what you really want to do is upload a picture,
there are other alternatives discussed in the Advanced area of this course.

If you see the file you want, simply click on its name, and you will be taken
back to the previous screen with that name filled into the URL box.

If you need to upload the picture from your computer, however, click on the
Browse button and find the picture file on your computer, then click on Upload
to upload it to your CubeCart system. Note that you won't be able to adjust
the size of the picture once it gets into CubeCart, so if it is too big or too small,
fix it before you upload it.
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Once you get back to the previous screen, you will see your picture has been
put in among all that strange-looking text. Now, if you want to, you can use
the drop-down box marked Align to alter the position of your picture relative to
any text you have on your page already — have a play!

The next button, O , IS where you can add a table. You might find it easiest
to tidy-up a complicated layout by using a table. This means you can specify
how many rows and how many columns you want, and then fill them in.

Then there are a number of seldom-used buttons, including some for adding a
form to your page. If you want to use these, please ask me for assistance, as
they are rarely needed. An example of a form can be found here:
http://www.crampbuster.net/index.php?act=viewDoc&docld=3 .

The next most commonly-used buttons are these:

. These will allow you to
change the font, size, colour and background colour of your text. There is a
small selection of fonts available. Find one you like and be consistent! The
text size defaults to small, but this is often too small for readers to read
comfortably. Medium size is recommended
And that's it! It is recommended that you have a play with the editor screen,
so you are comfortable using it.

Saving your Designer Description

Once you have finished adding the text (or whatever) you want to put into
your Designer Description, click the Add New button

at the bottom of the screen.

You should now see this appear at the top of the screen:
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At the bottom of the screen, you will find a link where you can go and see
what your designer description looks like:

Click on the link, and you will be taken to where you can see your designer
description page on our web site. Here is Susan’s:

Note that since Susan hasn'’t yet entered any products, her name is not yet on
the list of designers on the site, and so this page cannot be reached yet by
visitors. So it isn’'t too late to fix anything up that is wrong!

The order in which the designer names appear in the Shop By Designer box

is determined by who was the last designer to add a new product. So if you
want to get to the top of the list, add a new product!
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Logo

Once you are happy that you have your description how you want it, click on
Admin Home in the top left corner of the screen.

This will take you back to the starting screen again.

Then click on “Add New” next to Logo in the bottom right of the screen. Don’t
worry if it says “Yes” already — I’'m not sure why it does that!!

A box like this will pop up:

Click on Browse, and you will be taken to where you can find a list of the files
on your computer.
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A quick word about the size of the picture. Whatever you upload needs to
already be the right size for the web site. If it is too big, not only will it take
ages to load, but it might also distort anything else you put on the page. For

this picture on your Designer page, a size of about 200 pixels high is about
right.

For all other pictures you upload, try to keep them under 500 pixels in height.

Find the one you want to use as a logo, and click Open. The name of the file
will appear in the box above:

Then click on Upload Image to have that picture uploaded:
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Click on Close Window.
Once you have entered some products, and these have been approved, you

can click on your name in the designer list on the store site, and you will be
able to see your logo/picture appear there.
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Uploading Files

The next thing to be done is to start uploading files. These files are the actual
products that the customers are gong to be buying — maybe pdf files, or video
files, or clip art, or machine embroidery files. If you are not sure whether your
file/s are the right format, email me and we will discuss it!

On the left side of the admin screen, you will find this:

You might need to scroll down a bit to find it, but it's there!

Click on Manage Files.

Since Susan hasn't yet entered any files, there is nothing listed. But in the
future, this screen will show a list of all the files she has uploaded.

Here is an example from another designer who has already loaded quite a
few files:
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(These are machine embroidery files, in case you are wondering!).

In the right column there will be the word Delete. Please be careful before
deleting anything! If someone buys a product and the file is wrong, or not
sent at all, they won't be happy! If you need to replace a file, you should Hide
the product first, then delete the old file, then upload the new one, then un-
hide the product. (You will learn about hiding products shortly!).

File Folders

If you want to, you can group your files into folders. To create a folder, click
on Create File Folder in the main menu on the left side, and a box will pop up:

9/09/2009 Copyright © Christine Abela 2009 Page 20



Give your folder a name, and click on Create Folder.

Then the folder will appear in your files list.
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Note that the files and the folders are all listed in alphabetical order, so in this
case we had to scroll down to the bottom to find the folder.

If you don’t have many files, don’t bother with folders, as it makes life more
complicated!

If you want to open a folder, simply click on its name. When you are in a sub-
folder, you can go up a level by clicking on “Up” (just above the heading
“Size”):

File Upload

When you want to upload a file, you need to be in the folder where you want
to put the file. So if you are not using folders, just click on Manage Files in the
main menu on the left of the screen. If you are using folders, click on Manage
Files then click on the folder name you want to put your file into.

It is important to remember to click on Manage Files first, before you go to
Upload File. This is because if you have just been doing something similar,
like uploading an image, the system can get very confused about where you
want to upload your new file to.

Then click on Upload File (in the main menu on the left of the screen). This
box will pop up:
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Click on Browse to find the file you want to upload on your computer, then
click on Open to get it into that box:
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Then click on Upload a file.
The file will load into the folder you had open when you did the Upload.

Sometimes the file might be the wrong format, or too big. You will get an error
message in this case. If you need help with this, let me know.

It might take a while for a large file to upload. You'll see a blue bar in the

bottom left of the screen moving as the file uploads. When it is done, you get
a success box.

Click on Close Window. You should now see your file in the folder where you
put it.
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Uploading Images (Pictures)

Next, you should upload pictures of the products you are going to be selling.
As for your logo, you should make sure these pictures are the right size
BEFORE you upload them, as they will be difficult or impossible to adjust
once you get them uploaded. A good size is around 500 pixels in height.

Since you are now an expert at uploading files, uploading images will be easy!
The principle is the same. First, click on Manage Images to find a list of your
images. (I'm using the words images and pictures inter-changeably here, as
they mean the same thing). If you haven’t uploaded any images, the list will
be empty. Here is an example where there have already been a lot of images
uploaded:

Again, you will see you can delete the pictures, but please be careful doing
this once you have added some products! (Adding products comes next.)

You can create folders in the same way as you might have for your files.
And you can upload images in the same way you uploaded the files too.
Make sure that if you are using image folders, you click on Manage Images
first and select the folder where the image is to go. Then click on Upload
Images.

Your images can be .gif, .png or .jpg format only.
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Watermarks

When you upload your pictures onto the site, they will be shown exactly as
you have uploaded them. But this might mean that people can copy these
pictures and claim them as their own.

If you would like a watermark to be added automatically to all your pictures,
please let me know and I will put a little file on your part of the system that will
add the word “ecraftpatterns” in almost see-through lettering in one corner.

This won’t stop anyone from stealing your pictures, but it is rather hard to
remove this watermark, and it is also obvious where the picture came from if
someone does try to use it elsewhere.

Alternatively, you might like to add your own watermarks to your pictures
before you upload them. There is free software to do this at
http://www.uconomix.com/Downloads.aspx (you want the “lite” version).
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Product Details

There are two kinds of products that can be added. Most of you will be selling
one file for each product. For example, if you are selling a quilt pattern called

“Baby Quilt”, your file might be called babyquilt.pdf, and your image file might

be babyquilt.jpg and your product will be “Baby Quilt”.

That's simple. But there will be others among you who will need to know
some more information from the customer before deciding which of several
files to send them. For example, you might be selling a machine embroidered
picture of a bear. Since different brands of embroidery machines use different
file formats, you will need to give the customer options, like pes, jef, pec, (etc)
so they can choose which file they want. So your product might be called
“Blue Bear”, and have an image called bluebear.jpg, but you need to find out
from the customer whether they want the file bluebear.pec, or bluebear.jef, or
bluebear.pes, or whatever.

Another example might be with clip art. Say you are selling a clip art picture
of a house. You might want to ask the customer whether they want it in a
certain format (jpg, png, gif, whatever), but you might also want to sell it in
different sizes. And the larger sizes might be sold at a higher price. So again,
you will need to use options, to be able to find out what the customer wants
and to charge them the right amount, and to deliver the right file.

For this reason, in this section | going to put information that is only used by
designers using product options into blue boxes like this one. MOST of you
can ignore the stuff in the blue boxes!! The blue boxes will hold information
for people who want to use product options. That is, for the machine
embroiderers, clip artists, and others who want to offer choices of which file
the customer receives when they order.

View Products

On the left side of the screen, you will find this in the main menu:
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You can ignore Setup Product Options and Apply Product Options if you are
not using options. If you are, this will be explained later.

Clicking on View Products will give you a screen like this:

In this case, the designer has only one product entered so far.

But if there were a lot of products in the list, you could use the boxes at the
top of the screen to show only products that appear in one category, or
change the sort order, or search for certain text. Then click on the Filter
button to apply the sort/search parameters.

For each product, the following details are listed on this screen:

Sort: This is a number in a box that you can change. If you do change it,
click on Update Sort at the bottom of the screen to apply the changes. What
this does is determine the order in which your products will appear on your
designer page. Note that your products will ALSO appear under the category
or categories you select, and that the customer can choose the sort order they
see there.

Id: This is the uniqgue number for your product. If you want to see this product

on the store site without having to search for it, you can put the number at the
end of this:
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http://www.ecraftpatterns.com/index.php?act=viewProd&productld=. For
example, for the product above it would be
http://www.ecraftpatterns.com/index.php?act=viewProd&productid=12 . Note
that this link won’t work until your new product has been approved by me.

Product Code: If you chose a Designer Code when you registered as a
designer, this will be shown there followed by a unique code for your product.
You can specify this code if you want to, on the Add Product screen or the
Edit Product screen (which we will cover shortly).

Name: This is the name you give to the product.

Master Category: When you create a product, you choose a category for it to
appear in. A category is a group of similar products, from all different
designers. For example, Quilt Patterns will contain all quilt patterns. There
can be several “layers” of categories and sub-categories. For example, under
Quilt Patterns you might find a sub-category of Appliqué Patterns and Pieced
Patterns. If you choose to put your product in a sub-category, it will also
appear in the parent category. So a product going into, for example, Appliqué
Patterns, will also automatically appear on the Quilt Patterns screen.

Manage Categories: In addition to the master category, you can have your
product appear in other categories as well by clicking on Manage Categories.
For example, if your appliquéd quilt pattern was also a wall-hanging, you
could select the Wall Hangings category for it to also appear. Clicking on
Manage Categories will bring up a box like this:
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(Note that at the time of writing this, the categories are still a bit of a mess!!).

To have a product appear in a second category (you can choose as many as
you like, but PLEASE only choose those that make sense!), simply click on
Add next to the category you want. If you have already selected a category,
and you want to remove the product from that category, the word Remove will
appear instead of the word Add — click on Remove to remove the product
from that category. Please don’'t add any products to the category called
“Information”. This is for information about the site.
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Note that you can also click on any of the category names to be taken to the
store site to see what is in that category already.

Now, back to the View Products screen...

Image: This is a small version (called a “thumbnail”) of the picture that has
been assigned to the product.

Price/Sale Price: The Price is the price the product will sell for, unless there is
a Sale Price. If there is a Sale Price, the normal Price will be shown in black
on the store site, crossed out, and the Sale Price will be shown in red. This is
the price the customer will pay. You can specify the normal and sale prices
when you add or edit a product. You don’t have to enter a sale price. Also,
you don’t have to actually charge for a product — you can put “0” into the price
and give it away for free!

Note that the prices shown are in Australian dollars, and include a tax that
only applies to Australian customers. | will explain more about prices in the
next section.

Visible?: You can hide a product if you want to, in the add or edit product

screen. You might decide you want to put a product on the site, but not make
it available for sale yet. Or you might have had a product for sale, but want to
remove it from sale temporarily for some reason. If the product is hidden, you

%

will see in the Visible column, and a visible product will have .
The next button is Edit, which is what you click on to Edit the product. | will
describe that in more detail next.

Then there is the Delete button, which is obviously how you delete a product.
Note that if you delete a product it is a permanent thing — | can’t get it back for
you. But the file/s and image used for that product should still be in the File
Manager and Image Manager.

The last button is called Clone. If you click on Clone, the Add Product screen
will come up, but with all the details already filled in, copied from the one you

cloned. This is useful if you have several products that are similar. You can

then change any details that are different. Note that if you are using product

options, all the options will also be cloned for the new product.
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Adding a Product

There are three ways to add a new product. The Clone button which | just
described will create a new product that is a copy of another. Or you can click
on “Add New” in the top right corner of the View Products screen.

You can also get to the Add New Product screen via the Add Product link in
the main menu on the left.

When you are creating a new product, you will get a screen like this:

Scrolling down will reveal the rest of the screen:

9/09/2009 Copyright © Christine Abela 2009 Page 32



Let’s start at the top and look at what goes onto this screen.
Product Name: This is obviously the name of the product.

Product/Stock No: You can leave this blank (most designers will). But you
might want to use some sort of code so you can easily recognise a particular
product. If you gave yourself a designer code when you registered, this will
come first, then a hyphen, then whatever you put into this box. If you leave
the box blank, the designer code will be used, then the first few characters of
the product name, then some random characters.

Custom Sort Index: We saw this on the View Products screen — you use it to
set the sort order of your products in your designer page. Itis optional. You
can always go back and change it on the View Products screen later if you
want to.

Description: Here you can enter as long a description as you like for your
product. You might decide, for example, to list the materials requirement for a
pattern. Or you might like to state the size of the finished product (make sure
you say whether you are using inches or centimetres or what!). Any
information you can give here that will help the customer decide whether to
buy the product is welcome. If you want an explanation of the editor symbols
at the top of the box, please refer to the section on The Editor Box earlier in
this manual. Note that you can add additional pictures of the product into the
Description.
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Category: Here you can see a drop-down list of the categories that are
available where your product can appear. To see the full list of any drop-
down list, click on the downward arrow on the right side. It will expand to
something like this:

Then you can click on the one where you want your product to appear.
Remember that the product will also appear in the parent category (and the
grandparent category and so on up) automatically. So if, for example, you
chose Machine Embroidery (highlighted above) the customer will also see
your product when they go to the Embroidery category.

Please don't add any products to the category called “Information”. This is for
information about the site.

You can specify additional categories on the View Products screen after the
product has been created.

Next you choose the image you want to use for your product.

If you already have the image uploaded through the Upload Images screen
(described earlier in this manual), then click on Browse Existing Images and
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find the one you want. If you haven't yet uploaded your picture, you can do it
now with Upload New Image.

Next, you specify the normal and sale prices for the product.

As on the View Products screen, these prices are in $Australian, and include
tax. | will explain more about pricing later in this manual.

If you want to give away a product for free, put “0” in the Normal Price box.
You don’t have to put anything in the Sale Price box unless you want it to be

sold at a reduced price. Note that if you put a price in the Normal Price box
and “0” in the Sale Price box, the sale price will be ignored.

| want to make a quick note about sales here.

I might on occasion decide to have a store-wide sale, and reduce the price of
everything on the site by a given percentage. This will be accompanied by
quite a bit of online publicity, so will hopefully increase the overall revenue for
all of us!

In a store-wide sale, the Normal Price will be shown, then the % discount is
applied to the Normal Price, giving the sale price. Anything you have entered
into the Sale Price box for your products will be ignored.

So in some cases, the price a product sells for during a store-wide sale could
actually be more than your Sale Price.

If I am planning a store-wide sale, you will get at least 7 days’ notice
(assuming you have been a designer here for more than 7 days!), and will be
advised of the percentage discount.
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Next you can decide whether you want to hide or reveal the product:

Selecting No will make it visible to the customers; Yes will hide it.

Next you can choose which file the customer will be sent when they buy this
product.

Note: If you are going to be using product options, don’t select anything in
this drop-down menu.

If you are not going to be using options, you need to click on the down-arrow
and look at the list of the files you have uploaded. Find the one that is to be
sent to customers who buy this product, and click on it.

The next section will allow you to add a video to your product, if you want to.
A video can be a fun way to show potential customers more images of your
product. Also, having a video on the product will add a small video symbol to
the category listing page that might attract attention. A YouTube video can
also boost the search engine ranking (in Google) of your product’s page.

The easiest way to add a video is, once you have created your video, upload
it to your YouTube account. Then get the link from YouTube and insert it into
this area of the product details screen.

There is also another option to use a video that is not in YouTube, but the file

that is linked to needs to have a built-in video viewer, so you really need to
know what you are doing to use that!
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If you want more information on how to upload a video to YouTube or how to
find the link, let me know and | will send it to you.

The last thing to choose is whether you want the product to appear in Latest
Products.

The Latest Products is a section on the home page of the store site that
shows links to the most recent products added. At the time of writing, |
haven't decided how many products will appear there. If you select Yes in
this box, and your product is among the most recent of the products added, it
may appear in the Latest Products section.

BUT please note that all new products must be approved by me, and I'm not
sure whether | will be approving them in the order they were created. | will
probably be approving a whole lot of products at once, so your product might
appear on the Latest Products section very briefly.

At the bottom of the Add Product screen, you will find this:

If you are not using Product Options, please ignore the button labelled “Add
Product and Assign Product Options”. Click on the “Add Product” button to
add the product.

If you are using product options, please click on the “Add Product and Assign
Product Options” button.

This will create the product, and also create the thumbnail (the small version
of the picture shown on the category pages). You can use the View Products
screen to add any additional categories in which you want the product to
appear.
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Editing a Product

If you want to change the details of a product, go to the View Products screen
and click on Edit Product on the same line as the product you want to edit.

The boxes on the Edit Product screen will be pretty much the same as for the
Add Product screen just described.

You will be able to remove an image from a product if you wish.

If you are using product options, you will have to go to the Apply Product
Options screen if you want to change the options on a product. You won't be
able to do that on the Edit Product screen. You will see this on the Edit
Product screen when options have been set for this product:
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Product Options

As described at the start of the Adding Products section, some designers will
want to give their customers options so they can be more specific about which
file they get when they buy a product.

If you aren’t using Product Options, you can skip this entire section, and
ignore Setup Product Options and Apply Product Options in the main menu.

Setup Product Options

If you have not yet set up any product options, when you click on Setup
Product Options you will see a screen like this:

The first thing you need to do is decide what you are going to ask your
customers to choose. For example, if you were selling machine embroidery
files, you might want them to choose the file format. This becomes the Option
Name.

Sometimes, you might want them to also choose something else, like for
example the size of the embroidery. So you need to come up with an option
name that describes all the things they will be asked to choose for one
product. Let's use “File format/size” for our example. That goes in the box as
shown here, and then you click Add Option.
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You can add more than one option hame, but note that there can only be
ONE selection made on each product. If you feel your products don't fit into
this pattern, let me know and we can discuss it!

Once you have added the option name, you then need to add all the different
combinations that are possible. That happens in the second box that now
appears.

You will see that your Option Name is in the first column. If you created more
than one, you can choose which one you will work on by selecting it from the
drop-down box.

Now let’s continue with our example. Let’s say you sell these embroidery files
in six formats — hus, jef, pec, pes, vip and xxx — and in two sizes — 4” and 5”.

So that makes twelve possible combinations of format and size. So for each
product, you will be creating twelve actual embroidery files, one for each of
these combinations, and uploading them to the system.

So you need to be able to ask the customer which one they want when they

buy. Let's add the first into that box above, and click Add Attribute. This is
what you then see:
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Then you can enter the next one and click Add Attribute again. If you make a
mistake, just click on Delete next to the one that is wrong, and you can do it
again if you like. It doesn't really matter what order you put them in, because
you can adjust the order the customer sees, in the next step. But to make it
easy for you, make it tidy to start with.

Here it is after all 12 have been entered.

Note that there are only 10 shown here, because only 10 will fit on one page.
If we go to page 2, we see the rest:
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Once you have entered all your option values, you are ready to assign these
values to your products.

Note that you don’t have to do this every time you want to add a product. You

can do this ONCE, and then assign these option names and option values to
as many products as you like.

Apply Product Options

To assign the options to a product, there are three ways to get there. The first
is at the bottom of the Setup Product Options Screen:

The second is simply to click on Apply Product Options in the menu on the left
side of the screen.

The third way is to hit the at the
bottom of the screen when you have just added a new product, or the

at the bottom of the Edit Product
screen when you have finished editing an existing product.

Once you get there, you will find a screen that looks like this:
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If you have come from adding or editing a product, that product will already be
selected in the drop-down Product box.

Otherwise, you can find the product you want to add options to, in the Product
drop-down box. If you have a lot of products, you might like to narrow your
search by selecting the category in the Category drop-down box, and then the
products in the Product box will only be those in that category.

Once you have chosen your product, you will see something like this:

You will see the box in the middle has all your option names in the first
column, and all the option values in the second column:
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Now you need to assign these to your product. If you want to assign all the
values for one Option Name to the product, simply click on the name in the
Option Name column...

...then click on Assign To Product. This will put all 12 of those options we
created earlier into that product.

You might want to only choose, say, the 4” options for this product. To do

this, hold down the “ctrl” key (normally in the bottom left of your keyboard),
and then click on the ones you want, in the Option Values column:
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Then click on Assign To Product. Note that if you choose this method, you
can also change the order the options will be displayed on the screen to the
customer, by clicking on them in the order you want them to appear!

Or, to just select one of the Option Values, simply click on it (without holding
down the ctrl key) in the Option Values column:

Then click on Assign To Product.
Let’s continue our example assuming you have selected all the File

format/size options for this product. That central section of the screen will
change to this:
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You can use the little red x to delete all the options on that line if you think you
have made a mistake, and then start again.

You should see the bottom part of the screen looks like this:

Here too you can delete individual options if you want to, using the red x on
each line.

The most important part of this box is that you now have the last column,
where you select the file that is to be sent to the customer when they choose
each option. For this designer, when she clicks on the drop-down arrow in the
last column of the first line, she sees this:
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She can scroll down through the list until she finds the file she wants to assign
to that option, and click on it.
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Then that file will appear in the last column. She can do the same for all the
options for that product:
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Then click on Update All to update the options, and you are finished setting up
that product!

But there is one more thing. There are also the Option Price and the Price
Type columns. Here, you can adjust the prices of different options.

Let's say in this example, the designer has a price of $5 for the 4” files, but
wants to sell the 5” files for $6. She can put “1” in the Option Price column for
each of the 5” options. Then she can choose “n/a” or “Price Difference” or
“New Base Price” as to how she wants that extra $1 to be displayed.
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Here | have put some of each, so we can go to the product page and see
what effect each of these has.

Here is what the customer will see on the store site (AFTER the new product
addition has been approved by me):

Clicking on the drop-down box gives you this:

9/09/2009 Copyright © Christine Abela 2009 Page 50



You can see that the last two, the vip 5” and the xxx 5” didn’t do what the
designer was expecting — the “New Base Price” selection in the options
screen has actually changed the price to $1, not added $1 onto the $5 already
assigned to the product. So the designer will need to go back and change
that. But it could be useful if you prefer to give the actual price rather than the
price difference.

You can also reduce the price for certain options using the Option Price
column, but obviously you can’t then choose “New Base Price”, because you
can’'t have a negative price for a product. In this case you would choose
“Price Difference”.
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Prices

ALL prices in admin are in $Australian. If you are not in Australia, and want to
know what these prices mean in another currency, you can find a currency
converter here that will give you an estimate. Over time, however, you will
become comfortable working in $Australian. You just need to work out how
much the price is that you normally sell your products for, translate it into
$Australian, and then forget it!

You also need to know that the prices you set on the products must include a
tax called GST (Goods and Services Tax). This tax is paid by customers who
are in Australia, but not by those overseas. But, by law, we must show our
prices inclusive of this tax. (I have sort of made this easier to understand by
also showing the price without the tax included on the store site, alongside the
price with the tax).

| expect Australian designers will find all this perfectly normal, but it might be
confusing for those outside Australia. (Sorry, but we have to deal with things
in other currencies all the time, and it is rare for many web sites to even SAY
what currency they are pricing in.)

Let’s take an example. Let’s say that the current exchange rate between the
USA and Australia is 0.80. That is, one Australian dollar = 80 cents in the
USA.

Let’s also say that you are in the USA and you normally sell your patterns for
$US8.00.

So a pattern costing $US8.00 in the USA would be the equivalent of
$AU10.00 here.

However, we need to add that tax. Itis 10% of the original price, added on.
So that's another 10% of $AU10.00, giving a total of $AU11.00.

So the price of your $US8.00 pattern becomes $AU11.00 when listed on our
site.

The other thing you need to know is that the percentage of the sales price that
you receive as commission is based on the price BEFORE the tax is added
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(that is, $AU10.00 in our example). | can’t give you a percentage of the tax
amount collected, because | need to send all of that to the Australian
government.

If you are confused by any of this, or you want to ask me for an explanation of
your specific circumstances, please ask!

A formula

Here is a way of calculating what you should charge if you want to get a
certain amount. NOTE that if you are in Australia, use 1 as the exchange
rate.

Also note that if you are not in Australia, the result of this calculation will vary
constantly, because the exchange rate is always fluctuating. You will be paid
on the first of the month, in $Australian.

The exchange rate that matters is the one PayPal uses to convert that into
your currency on that day, or on the day you decide to spend that money or
transfer it into your account. Of course, you can always use the $AU money
sitting in your PayPal account to buy from Australian merchants, and then you
don’t have to worry about the exchange rate! (Hint, hint — grin).

Here's the formula:

A = how much you want, in your currency

E = the current exchange rate between your currency and $Australian,
expressed as the value of $AU1 in your currency

You should charge (A x E) x 2.2 if you have a paid membership (and so are
getting 50% of the after-tax sales).

You should charge (A x E) x 5.5 if you have a free membership (and so are
getting 20% of the after-tax sales).

Let's take an example.
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Say you are working in $US, and currently $1US = $AU0.80, so the
exchange rate is 1/0.8, or 1.25. You want $US5 for your pattern, and you
have a paid membership.

So you should charge (5 x 1.25) x 2.2, $AU13.75 for your pattern. With a free
membership you would have to charge $AU34.37 to get $USS in return.

You can see that with a free membership you have to charge quite a bit more,
or be happy with a lower return. You might consider paying for a paid
membership so you can either reduce your prices (and so hopefully make
more sales), or improve your rate of return.
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Sales Reports

On the Admin Home page, you will see a summary of any sales that have
been made of your products. You can get more detail from the In-House
Designers screen.

This is an example of what you might see on your Admin Home page.

Please note that the “This Month Sales” figures should be taken as a guide
only. The Internet computer used for the site is in the USA, whereas | am in
Australia. So the month starts and ends at a different time.

On the first day of each month (or maybe the day before if the first falls on a
Sunday, as | prefer not to work on Sundays), | will tally up all the sales for the
previous month and send you a detailed report by email. | will also pay the
amount owed to you into your PayPal account.

At the time of writing this, | have not yet decided the exact format of the report
| will send when | pay you.

You can get more details about the sales by clicking on “In-House Designers”
in the main menu on the left of the screen.
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This first box will give you a summary of your sales in a particular time period.
Please note that the dates are in the American format — month/day/year.
(Sorry — it is out of my control'). You can click on the little calendar symbol
next to either date box to select a date from a calendar instead of typing it in.
Then click on the word “Set” to refresh the screen to show data from the new
date range.

The Designer Data above tells us that Leesa Lewis made sales of six of her
products, and she has 134 products on our site. There were 14 sales,
totalling $25.48 (that's the sales price without tax). She earns 50% of the
after-tax amount, which is $12.74.

(Please note that these are fictional figures!).

The bottom part of the screen gives more detail:

This tells us the sales for each product. You can change the sort order by
clicking on any of the column headings.
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There is also a blue button in the top right corner which gives a pop-up screen
with a report like this:

This is an easier one to send to a printer. This is probably what | will use to
let you know what sales you have made when | pay you each month.

There is another way you will know when you have made a sale. You will get
an email as soon as a customer places an order. BUT you need to know that
the customer can place an order on our site, but then change their mind
before they get to the part where they pay for it. Or they might try to pay for it
with a credit card and the sale doesn’t go through.

The email you get is sent before we know whether the customer has paid. So
it is possible that you will get an email to say a sale has been made, but that
sale won’t show up in your sales list. If you think there is something wrong at
any stage, please let me know and I will look into it.
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Statistics

There are two areas where you can get statistics on the performance of our
web site.

The first is via the store site itself (www.ecraftpatterns.com). On the right side
of the screen, underneath the Information box, you will find a link to SiteMeter:

If you click on this, you will be taken to the SiteMeter page, where you can
find information about how many visitors are on the site, where they came
from, what page they last visited, and lots more.

This will help you to judge what sort of traffic is coming to the site, and might
help you to make judgements on what to sell.

The other place where you can find statistical information is within Admin
(www.ecraftpatterns.com/admin). Click on View Stats in the main menu on
the left, and you will find this:

Clicking on Search Terms will tell you what visitors have been searching for in
our built-in search box. This might help you to determine whether there is a
need that visitors have that our site is not filling (and maybe you can fill that
need?).

Product Popularity will tell you which are the most-visited product pages on
the site. This will list all the products on the site, not just yours. It will not tell
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you how many sales are being made of these products, just which ones are
attracting attention from visitors to the site.

For your own products, this might help you make decisions about adjustments
you might like to make. For example, if one product is getting a lot of visitors
but not many sales, perhaps you need to drop the price, or change the picture
or the description. If another product is getting not many visitors, but you are
making a lot of sales, you are doing something right! You could perhaps
increase the price, or come up with other similar products, or even a matching
product (e.g. a purse pattern to go with the successful bag pattern).

Of course, you can also see the popularity of other designers’ products. For
example, if you were thinking if producing some doll patterns, you might like to
see how popular they are first. Or you might notice that patterns for, say,
things for babies are very popular at the moment.

The third area of the View Statistics screen is Customers Online. This is not
as detailed as the SiteMeter reports, but is a fun quick way to see how many
people are on the site at the moment and what they are looking at. Ifitis a
registered customer who is logged in, you will be able to see their name in the
first column, but usually it will say “Guest”.

If the Session Length (the last column) is zero, it is usually because this is a
search engine checking the site for indexing. Because the site is heavily
promoted with the search engines, this happens a lot!
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In Conclusion

| am looking forward to this exciting new business venture with you! | hope
you will contact me to tell me how you are finding it. | also welcome feedback
on this manual, or on the site itself.

Here’s to our joint success!

Christine.
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