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1. Introduction

Hello, and welcome to theFree Webstore Getting Started Guide You have decided to
enter the exciting and pro®table world of selling online * let us take this opportunity
to wish you and your new webstore the very best!

Setting up an online store can be a daunting process, but don't worry: this Getting
Started Guide should help you get your store off the ground and get you on your way
to making serious money.

To make the most of this Guide, we recommend that you put an hour to one side so
you can really begin to get to grips with the many powerful tools now available to you.

In Section 2, we'll begin by taking a quick look at what your new webstore may look
like.

|
I I p This is a tip. You'll ®nd lots of these dotted around the Getting Started Guide.

These aren't necessary reading but they may teach you a little more about
the features within the control panel or simply offer some useful advise.

Related Links

Control Panel: http://admin.freewebstore.org
General Help: http://help.freewebstore.org
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2. An Overview of a Webstore

Below you can see a screenshot of what your store may look like:

LOGO HEADER
MAIN NAVIGATION
BASKET
CATEGORY LINKS]

Fig. 2.1 A screenshot of a webstore.

At the top, you'll see a space for your logo and th&lain Navigation links to various
pages, such aHome , About and Contact.

The left of your store contains links to each of your product categories. If you add any
other non-product pages to your store, they'll also appear there, just below your
category links.

On the right, you'll see a little basket which gives your customers a quick overview of
what's in their basket, together with links to your top selling or most popular
products. After a customer has browsed through some of your products, they'll also
see a list of recently viewed products.

Now that you have an idea of how your store looks and works, let's move on to how
you manage every aspect of ithe Control Panel %

Related Links

Control Panel: http://admin.freewebstore.org
General Help: http://help.freewebstore.org
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3 . An Overview of the Control Panel

|
I I p From now on, every chapter of this Getting Started Guide has an associated

Video Help Guide. Take a look at the Related Links panel at the bottom of
each page for more information.

When you ®rst login to the Control Panel, you'll see plenty of options and tools
available to you; don't worry if you don't understand any of it just yet + this Guide will

walk you through all the major tools and, before you know it, you'll be a master of
managing your store!

Let's take a quick look at the basic layout of the Control Panel:

MAIN MENU

Fig. 3.1 A screenshot of the Control Panel

The Main Menu in the grey bar near the top is how you'll navigate around most of
the control panel. This contains links to all the most important management tools and
will give you easy access to sections that allow you to do almost anything, from

managing your products and creating categories, to customising your store design
and checking your orders.

So, wondering what to do next? The ®rst thing you'll want to do is clear out any
Dummy data on your store¥s

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs01
Control Panel: http://admin.freewebstore.org
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4. Remove the Dummy Data

When a webstore is ®rst created, we automatically add a few basic pieces of data to
help you understand how your store might look once you've added your own
products. The ®rst thing we want to do is clear this data and turn your store into a
completely clean slate for you.

Visit the Control Panel at http://admin.freewebstore.org and login using the
details you chose during the sign-up process.

Next, move your mouse cursor up and hold it over the/lanage link in the Main Menu
+ a sub-menu containing several other options should drop down. Feel free to take a
moment to read through the available options if you like.

When you are ready to continue, please click on theCategories option from the
sub-menu.

CATEGORIES SECTIO

Fig. 4.1 How to navigate to the Manage > Categories section.

|
I I p Throughout the rest of this Guide, if we direct you to a sub-section, such as

the Categories page, we will refer to it like Manage > Categories. This simply
means you need to hover over the Manage link in the Main Menu until the drop-down menu
appears and then select Categories.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs02
Control Panel: http://admin.freewebstore.org
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Once in the Categories section, you should see something like this:

Fig. 4.2 The Manage > Categories section.

Don't worry too much about the available options at this point; we're just here to
remove the Dummy Data .

|
I I p The "Top (root)" text represents the top level of your category structure and

is not a category itself. A dotted line leads from this to each of your Parent
Categories. You can click the + symbol to the left of the "Top (root)" text to expand or collapse
the whole category tree.

Each Category can have any number of Sub-Categories within it. If a Category contains
Sub-Categories, you will see a + symbol to the left of the category name = clicking that will
expand or collapse the view of its Sub-Categories.

Click on one of the categories, such as 2Dummy Category A°. Please note that it will
become highlighted with a dark grey box and the lettering will become uppercase.
You may also notice that the yellow panel to the right changes to let you know a few
details about the selected category.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs02
Control Panel: http://admin.freewebstore.org
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Once you have selected a category, click th®elete Category button
the red circle with a white X in it. A pop-up window will appear letting
you know what you are about to do and asking you to con®rm. Go right
ahead and con®rm - the category will then be deleted, together with any
sub-categories or products contained within it.

Repeat these steps for each of the categories until all that is left is the @Top (root)°
heading.

Fig. 4.3 An empty Category Tree.

Now that we have cleared the data, it's time to setup your own categories¥

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs02
Control Panel: http://admin.freewebstore.org
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5. Create Some Categories

Throughout this Getting Started Guide, we will create a store for a ®ctitious
electronics company called Example Electronics °. Now that we have cleared the
Dummy Categories , we need to add some of our own. To start with, we'll just create
a couple = let's say one for Televisions and another for MP3 Players.

While in the Manage > Categories section, click on the ®rst button in
the toolbar at the top +Add Parent Category .

You will then see aParent Category appears in the category list (also called the
Category Tree due to the @branches® connecting it all together). The new category
should automatically be selected, so the ®rst thing we want to do is rename it.

Click on the Edit Category Name button and simply type in the name of
the category.

In this example, we will create a @Televisions® category * feel free to enter whatever
category name best suits your products. It could be anything you want £ Clothes,
Toys, Books, Gadgets etc. For the purpose of this guide, we will continue to refer to it
as the @Televisions® category.

Once you have renamed the category, feel free to add another using thdd Parent
Category button again and then rename it in the same way as before = we'll create an
aMP3 Players® category this time.

Our fake company, Example Electronics, sells two types of televisions: Plasma TVs
and LCD TVs, so we will now add a couple ddub-Categories to make it easier for
our potential customers to ®nd what they're looking for.

To create the sub-categories, ®rst click on the Parent Category (e.g.
aTelevisions®) and then click on the Add Child Category button.

At ®rst glance, it may not look like anything has happened, but you should now see a
plus (+) symbol to the left of the Televisions category. Click on that to expand the
tree and you should now see a 2Child Category® underneath it. The dotted line going
from the Televisions category to the Child Category shows the relationship between
the two.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs03
Control Panel: http://admin.freewebstore.org
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Just as before, we need to rename it. Ensure that the Child Category has been
selected and then click on theEdit Category Name button. We will rename this to
aPlasma TVs®.

We now need to add another sub-category for LCD TVs. Select the Televisions
category once more by clicking on it, and then click theAdd Child Category button
again + another 2Child Category® will appear, which we will then rename accordingly.
Our Category Tree now looks like this:

Fig. 5.1 An example Category Tree.

That's all we'll do in this section for now. Feel free to play around with the other tools
if you like. For example, you could add animage or Description to each category,
but these are optional features and are not necessary to get your store up and
running. For more information on these tools, please read through the information
underneath the Category Tree.

Now that a few categories have been created, it's time to add your ®rst product¥s

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs03
Control Panel: http://admin.freewebstore.org
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6. Add Your First Product

To add your ®rst product, please visit thé/lanage > Products section of the control
panel. There are quite a few options on this page but, for now, all we are interested in
Is the Add New Product button near the left side of the toolbar. Click on it to get
started.

ADD NEW PRODUCT

Fig. 6.1 Add New Product button in Manage > Products section.

Each product in your store can have a lot of information associated with it. To make it
easier for you manage all this data, we have grouped certain things together into
separate panels, such afasic Details , Price Details and Description . At the
top-right of each of these panels is &lelp link + feel free to click on those if you ever
need help with a particular panel.

To the right of these panels is a range oHelp Links + don't forget to check those if
you're ever confused about anything.

The Basic Details andPrice Details panels are expanded by default. To access any
of the other panels, click on the blue heading at the top of the relevant panel.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs04
Control Panel: http://admin.freewebstore.org
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SAVE/CANCEL BUTTONS
PANEL HEADING
HELP LINK

Fig. 6.2 Adding a product in the Manage > Products section.

At the top-right of the page, you will see two very important buttonsSave and
Cancel. After making any changes to a product, don't forget to click on the Save
button! Don't worry, though: if you try to leave this page without clicking one of those
buttons, a warning will appear to remind you.

So, ®rst things ®rst: we need to give our new product a name.

Take a look at theBasic Details panel and click in the ®rst ®eld, marke@®RODUCT
NAME (the uppercase blue label means that this information is required before a
product can be saved). Then simply type in the name of the product. In our example,
we will create a 40-inch Plasma Television, so that's exactly what we'll start with.

When entering your product name, you may also want to consider adding the brand

name (e.g. Sony, Panasonic, Samsung etc.) and any other basic information that you
think may help your customers. It can also help customers ®nd your products via a

search if you enter phrases and variations you think they may search for. For

example, we could call this product:

Cheap 40° Plasma Television (TV) = Sony

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs04
Control Panel: http://admin.freewebstore.org
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Notice how we also included brand information, words people may search for, such as
aCheap®, and variations of certain words, such as @TV°. This will help to maximise the
visibility of your products and is a good habit to get into.

Now that we have added a name for the product, we need to attach it to one of the
categories we created in the previous section.

In the Basic Details panel, click on theChange Category button, which can be seen
to the right of the CATEGORY ®eld.

A window will appear showing theCategory Tree . We want to attach this product to
the Plasma TVs sub-category, so, ®rst, we may need to click tpéus (+) icon to the
left of the Televisions category to expand it and view the sub-categories. Now that we
can see the Plasma TVs sub-category, we just need to click on it and then press the
Con®rm Selection button at the top of the page.

Fig. 6.3 Selecting a Category.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs04
Control Panel: http://admin.freewebstore.org
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The last piece of information we need to add before we can save this product is the
BASE PRICE . This can be entered in thePrice Details panel.

For this product, we'll enter a Base Price of 500. Once aBase Price has been
entered, you should see &how Updated Calculations  button at the bottom-right of
the panel £ click on that to view a summary of how th&otal Price of the product is
being calculated.

As you can see, theBase Price is ®rst modi®ed by any discounts that have been
applied, then the tax is added, and ®nally we have theotal Price . You can change
the Tax % and Discount Type using the other options in thePrice Details panel.

|
I I p You can set whether or not you would like to charge Tax on your products via

the Design > Display Preferences section of the control panel. You can also
use that section to change the default Tax % to whatever you want.

We have now successfully given the product a name, attached it to a category, and
®nally added a cost. With those pieces of information in place, we are now free to save
the product £ once you are happy to continue, click on th&ave button at the top-right

of the page.

Now that we have added a product for our potential customers to purchase, we need
to check which payment methods they can use¥

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs04
Control Panel: http://admin.freewebstore.org
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7. Enable Checkout Options

To change which payment options are available to your customers, please visit the
Ecommerce > Checkouts section of the control panel.

By default, the Enable Pay by PayPal option will automatically be enabled, and your
Login email address will have been entered. If a customer buys one of your products
and pays using PayPal, PayPal will prompt you to setup an account in order to receive
the money. Once you have setup an account and have received the money, you can
then transfer it to your preferred bank account.

Fig. 7.1 The Ecommerce > Checkouts section

You may want to consider visiting http://www.paypal.com  and setting up your
account in advance, just so you're more prepared when your ®rst order comes in.

If you would like to offer any other payment methods to your customers, feel free to
tick the relevant box next to your choices. Each payment method requires that
certain steps be made fully integrate it into your store * just read through the
associated help to ®nd out more.

|
I I p The green help links on the right of many sections of the control panel are

there to help, so don't be afraid to use them if you're unsure how to integrate
a particular payment option into your store.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs05
Control Panel: http://admin.freewebstore.org
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8. Customising Your Design

The Design section of the control panel provides you with a range of tools that allow
you to customise your store design. You could even use theesign > Switch Design
section to change to a completely different design.

8.1. Colours

The ®rst thing we want to do is change the colours featured on our store. Please visit
the Design > Customise Design > Colours  section of the control panel.

Fig. 8.1 Link to Design > Customise Design > Colours section.

From here, you can pick a pre-made theme from ouPublic Theme Library , or
alternatively pick and choose your own colours to get your store looking however you
want.

Depending on your store design, theTheme Creator will allow you to pick a few
different colours, with each one affecting a different part of your store.

To change a colour, just click on the colour box in theTheme Creator panel and
select whatever colour you want. We recommend that you have a play around with
this tool and try out a few different colour combinations.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs06
Control Panel: http://admin.freewebstore.org
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DESIGN PREVIE
COLOUR PICKER
REFRESH IMAGE BUTTO

Fig. 8.2 The Theme Creator.

When you are happy with the colours you have chosen and would like to see how it
looks on your store, click on the Refresh Image button underneath the preview
image to the left. If you would like to view the changes on your store, just click the
Preview Store option at the right of the Main Menu .

Once you have ®nalised your colour choices and are ready to continue, let's move on
to customising your logo%a

8.2. Logo

Please visit theDesign > Customise Design > Logo section of the control panel.
You can use this section to customise the appearance of the logo that appears at the
top of your store, and you can even upload your own image ®le.

The default logo that we automatically generate for your store contains bogo Title
and aTag Line. Feel free to type whatever information you want into these sections
and set whatever colour you want for each one. You can also change the font if you
like using the Logo Font drop-down menu.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs06
Video Help: http://help.freewebstore.org/videos/player.php?ref=gs07
Control Panel: http://admin.freewebstore.org
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GENERATE LOGO

UPLOAD LOGO

Fig. 8.3 The Design > Customise Design > Logo section.

When you are happy with the information you have entered, click th€&enerate Logo
button to view a preview on the left. If you are happy with the preview and would like
to add it to your store, just click theAccept Logo button that appears underneath the
preview. Or feel free to continue making further changes to the text or colours and
click Generate Logo again whenever you want to update the preview.

To upload your own logo, simply click on theUpload a Logo Now button and use the
form provided to upload your image ®le to us * it will automatically be added to your
store.

Fig. 8.4 Uploading your own logo.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs07
Control Panel: http://admin.freewebstore.org
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8.3 Fonts

You can also change the default font that is used throughout your store. To do this,
please visit theDesign > Customise Design > Fonts  section of the control panel.

There aren't too many options on this page * just a single drop-down menu containing
a list of fonts and anUpdate Font button. You can also see a preview of each of the
available fonts toward the bottom of the page.

8.4 Header

Some of our customisable designs allow you to upload a header image which is
integrated directly into your store. If your store design supports it, you will see a
Design > Customise Design > Header  option in the Main Menu .

From here, you can pick a header image from our selection of free images, or
alternatively you can upload your own.

DESIGN PREVIE
UPLOAD HEADER
SELECT HEADEH

Fig. 8.5 Customise your store’s Header image.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs08
Control Panel: http://admin.freewebstore.org
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9. Edit Your Pages

Once you are happy with the overall design of your store, click on th€review Store
link in the Main Menu to take a look at your Home page. You should see\Welcome
Message on the Home page, which we have automatically ®lled for you with some
basic tips and links to various help guides. Obviously, you don't want this to be the
®rst thing a customer sees when they reach your store, so we need to remove it.

The Manage > Pages section of the control panel allows you to edit this, and other
non-product pages, however you want. Let's take a look at that section nowY

PAGE LIST

EDIT PAGE LINK

Fig. 9.1 The Manage > Pages section.

Editing the Welcome Message on your Home page is all we are here to do at the
moment, so click on theEdit link to the right of the Home Page listing.

You will then be presented with ourText Editor , which works just like most word
processors, such as Microsoft Word or Open Of®ce Writer. You should also see it is
already ®lled with the text from theWelcome Message + simply delete this and enter
whatever message you want.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs09
Control Panel: http://admin.freewebstore.org
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Fig. 9.2 The Text Editor in the Manage > Pages section.
In our Example Electronics store, we'll enter something like:
Hello, and welcome to  Example Electronics — the best electronics store in the world!

Please feel free to browse around our store. We hope you find what you're looking for. If not,
just use our Contact page to get in touch and we’ll do our very best to help!

Many thanks,
Everyone atthe  Example Electronics Team

Of course, it's entirely up to you what you want to say in youkWelcome Message .
Once you are happy with it (and don't forget: you can always come back and change
it whenever you want), click the Save button at the top-right of the page.

|
I I p Below the Text Editor, you will ®nd a detailed explanation of all of the

available tools.

You can use theManage > Pages section to edit all of your non-product pages, such
as your Pro®le or About page, your Terms and Conditions and your Privacy
Policy . You will ®nd that we have already ®lled some of these pages with information,
just to try to make your job a little easier.

You can also use this section to rearrange how the links to these pages appear on your
store. For more information, please read the panel at the bottom of the section.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs09
Control Panel: http://admin.freewebstore.org
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10. Setup Postage Rules

Now that we have a product available, we want to ensure that a customer is charged
the correct postage cost.

Postage Rules are a set of order criteria that, when met, offers a postage cost to your
customers during checkout. They provide a very exible system and we strongly
recommend using them.

You can create a differenfPostage Rule for each of your shipping methods (such as
Standard Delivery , Next Day Delivery and International Shipping ). Each rule
you create can contain severabands or ranges, such as orders between $0 and $20.
When a customers order matches one of these bands, the relevant postage option is
offered to them during checkout.

It may seem a little confusing and daunting to begin with but, once you setup a couple
of rules, it will all start to make sense.

To begin, please visit theManage > Postage section of the control panel.

All of your Postage Rules must be based on a single method of calculation, either the
order quantity, the total value of the order, or the total weight of the order. Decide in
advance what method you would like to use to calculate your postage costs.

In our demo store, Example Electronics, we want to base all of olrostage Rules on
the total value of the order, and we want to offer the following options:

If the order value is less than $100, Standard Delivery will cost $10.

If the order value is $100 or more, Standard Delivery will cost $5.

We also want to offer a Next Day Delivery option to all customers, regardless of
the order value, which costs $20.

Let's visit the Manage > Postage section and set this up:

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs10
Control Panel: http://admin.freewebstore.org
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CALCULATION METHODS|

Fig. 10.1 The Manage > Postage section.

The ®rst thing we need to do is pick whichCalculation Method we want to use + the
total price of the order:

Simply tick the appropriate box and clickCreate Postage Rule to begin.

Next, we need to enter a name for this?ostage Rule so we know what it is. We'll start
by creating our Standard Delivery options, so we'll enter @8Standard Delivery® as the
name, and then clickNext.

In Step 2, we need to create the price bands or ranges. The ®rst option was:

If the order value is less than $100, Standard Delivery will cost $10.

So, we can leave théMinimum Order Value  set to 20.00° and we just need to enter
aMaximum Order Value of 299.99°;

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs10
Control Panel: http://admin.freewebstore.org
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Next, we can choose whether we want this postage option to haveFaxed Postage
Cost or be calculated as @ercentage of Total Order Cost . We want this to be a at
cost of $10, so we can leave it set teixed Postage Cost . All we need to do then is
enter @10° in the box provided and click Add:

We are then presented with a summary of thd®ostage Rule so far:

Note the two buttons at the bottom:Add Another Band to the Postage Rule  and
Finalise This Postage Rule

If you remember, we also wanted to add a separate option for orders of $100 or more,
so we need to click theAdd Another Band to the Postage Rule  option.

You will then be taken back toStep 2, however, this time you will see that the
Minimum Order Value has automatically been set to 2100.00°. This is because the
previous band we created had &#aximum Order Value of 299.99°, and the system
does not allow gaps in the bands to ensure your customers are always offered a valid
postage option.

So, let's take another look at the second option we wanted to create:
If the order value is $100 or more, Standard Delivery will cost $5.

Again, as theMinimum Order Value has already been set, all we need to worry
about is the Maximum Order Value . Let's set this to 21014

Y4° But wait,° you may be thinking, 3ou wanted this band to apply to all orders above
$100. Surely setting the maximum to 101 won't do thatVell, it willl The ®nal band

in any Postage Rule will automatically have its Maximum Value set to
aunlimited® . In other words, if a customer's order value is greater than the highest
band you have created, the system will still offer that option to the customer to ensure
that you always provide a postage option to them.

Still confused? Don't worry + it will make more sense in a moment.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs10
Control Panel: http://admin.freewebstore.org
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We've set theMaximum Order Value of this second band to 2101°, so all we need to
do is enter aFixed Postage Cost of 285° and click Add. We will then be presented with
the summary page again:

We can now see both bands we have created:

Standard Delivery - $0.00 to $99.00
Standard Delivery - $100.00 to $101.00

At the moment, that is exactly how they will appear to your customers during
checkout. We'd actually prefer them to say something more like:

Standard Delivery, orders under $100
Standard Delivery, orders $100+

Well, it's easy enough for us to change. Just click th&dit link to the left of any band
to alter its name. Enter the new names and then click th&pdate button.

Now that we are happy with these bands and their names, we can click on the
Finalise This Postage Rule button. Once you do that, you'll then see a more
detailed summary of the entirePostage Rule, like this:

We can now see theMin and Max values for each of the bands + notice that thax
value of the second band is showing as 2unlimited®. It didn't matter that we only
entered 2101° as theMaximum Order Value + once the Postage Rules was
®nalised, it is automatically changed to 2unlimited®.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs10
Control Panel: http://admin.freewebstore.org
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All that's left to do now is set up our ®nal option:

We also want to offer a Next Day Delivery option to all customers, regardless of
the order value, which costs $20.

To do this, we need to create a neWwostage Rule, so let's click on theAdd a New
Postage Rule button. This time, we'll call it 2Next Day Delivery?®.

Click Next and we can see theMinimum Order Value has again been set to 20.00°.
As this Postage Rule will only contain a single band, we can enter whatever we want
in the Maximum Order Value and it will automatically become 2unlimited® when we
®nalise it. We'll just enter 21°, and then add &ixed Postage Cost of 220°.

Click Add to con®rm the band and be taken to the summary page. This time, let's use
the Edit link again to simply call it 2Next Day Delivery®, and then click on the
Finalise This Postage Rule . We will now see:

Job done! Please note that each
Postage Rule is shown in its own
panel, clearly showing each of the
bands within it. If you need to

change a Postage Rule, you can
click on the Edit Bands button and

make any changes you need.

|
I I p If you ever need to edit a Postage Rule, please note that you will need to work

your way back through the bands, deleting and recreating them as
appropriate. This ensures that there can be no gaps in the bands.

Hopefully, you now understand the basics of Postage Rules and can see what a
powerful and exible system they provide. For further information on any of this or

to check out the other types of postage options you can offer, check out the green
help links on the right of the page.

Well done on reaching the halfway point in this Guide! Hopefully, you're starting to get to grips
with your store and the Control Panel now. Maybe it's time to take a break and stretch your legs!

The rest of this Guide covers optional or advanced features and a few things that you might not
need to think about just yet, so feel free to go at your own pace.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs10
Control Panel: http://admin.freewebstore.org
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11. Get a Domain Name

A domain name, such adreewebstore.org , is the address that people use to ®nd
your store online. It is what you type in the browser's address bar to go to a website.

When you ®rst setup a store, you are automatically given a web address that sits on
behind the Free Webstore domain + something likewvww.freewebstore.org/shop -
but you are free to obtain your own, unigue domain name and point that to your store.

Domain names can't be bought; instead they are leased or hired for a set period of
time, typically 1 or 2 years. Once that time is up, the 2owner® of the domain name (i.e.
the person whose name it is currently registered in) has the option to renew it.

There are a large number of websites you can use to cheaply register domain names.
A few popular choices arevww.123-reg.co.uk andwww.godaddy.com .

Once you have obtained a domain name, there are a few steps that must be taken to
point it to your store. Generally, it involves logging into the account you created with
your domain name registrar and making a feWbDNS (Domain Name Server) changes.
These changes will ensure that, when someone enters the domain name in the
address bar, they are taken to your store.

Let's say that the owner of our demo store, Example Electronics, wanted to obtain a
domain name for his new store = something likewww.example-electronics.com

The ®rst thing we need to do is visit a domain registrar website and search for the
domain name to make sure it's available and nobody has already registered it:

Fig. 11.1 Domain name search results on www.123-reg.co.uk.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs11
Control Panel: http://admin.freewebstore.org
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After carrying out a search, we can see that the domain name is available, so we need
to add it to the basket and purchase it, just like any other online purchase.

During the process, we are prompted to setup a 123-Reg account. It's important to
make a note of our details as we'll have to login to make the DNS changes later on.

Now that we have purchased the domain name, we need to login to our 123-Reg
account to carry out the DNS changes.

MANAGE BUTTON

Fig. 11.2 The 123-reg Control Panel.

Next, we select the domain name we want to edit from the drop-down menu and click
Manage. As this is our only domain name, it will be the only one shown:

MANAGE DNS LINK

Fig. 11.3 The Manage DNS link.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs11
Control Panel: http://admin.freewebstore.org
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Now we are shown a list of options. All we are interested in is a slight tweak to the
DNS settings, so we need to seledlanage DNS from the menu:

Scroll down the page to view the existing DNS settings in théd, CNAME and TXT
records section:

Fig. 11.4 Default DNS Records.

|
I I p Each individual DNS setting is often referred to as a @DNS Record®.

We can see there is already a DNS record labelled 2www? with the following values:

Name: www
Type: A
Content: 194.154.164.82

We need to change this to:

Name: www
Type: CNAME
Content: shop.freewebstore.org.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs11
Control Panel: http://admin.freewebstore.org
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Fig. 11.5 Modified DNS Records.

u
I I p A common mistake when making DNS changes is the 2.° at the end of

ashop.freewebstore.org.? is missed. It's important that you include it when
carrying out your DNS changes. Some registrars require it, others don't; but it's best to try to
include it. If it isn't required, most registrars will either remove it for you or give you a warning
message about it.

That's it' We have now carried out the required DNS changes. These changes aren't
instant % it typically takes a few hours to ®lter throughout the Internet, and in some
cases it can take up to 48 hours.

The ®nal step in attaching a domain name to your store is, well, attaching it to your
store! We need to visit theMarketing > Domain Name  section of the control panel
and following the on-screen instructions:

Do we already have a domain name? Why, yes, we do!

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs11
Control Panel: http://admin.freewebstore.org
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Who did we register the domain name with? 123-Reg¥s

We now see a list of instructions explaining how to make the required DNS changes
in 123-Reg, but we've already done that, so on fatep 3:

What is the domain name we want to attach? It\www.example-electronic.com . We
can see the page has already entered thevtvw?® part for us, so we just need to enter
aexample-electronics.com ©° and click continue.

If the Step 3 panel turns red, it means that the DNS changes we made earlier haven't
®ltered through yet. That means we should leave it a few hours and try again.

If the Step 3 panel turns green, success + the domain name is ready to be attached to
your store. Simply con®rm to attach it!

You can even attach several domain names to the same store. Just follow the same
procedure for any domain name you want to attach to your store.

|
I I p Even though we have attached a domain name and we can visit it in our

browser, that doesn't mean search engines, such as Google, will instantly
show it in their results. It can take search engines a while to 2index® new websites. For more
information, please take a look at Section 12%

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs11
Control Panel: http://admin.freewebstore.org
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12. Search Engine Optimisation

Search Engine Optimisation describes the process of setting up the content on
your store, such as yourProduct Names and Descriptions , in such a way that
makes it easy for search engines, such aSoogle, to understand what your store and
its pages are all about. It also relates to the on-going process of making adjustments
to your content to see if you can improve your ranking on search engines.

But wait, we're getting ahead of ourselves¥a

12.1. Submitting a Sitemap

Before we need to think about improving our search engine rankings, let's just make
sure we're listed on them at all!

If you have just setup a domain name, search engines won't know anything about it,
and it won't appear in their results pages.

Search engines are constantly "crawling" the Internet. This means that they are
looking at every website they can ®nd, reading the content and adding them to their
index. This isn't done manually £ that would take forever + each search engine has its
own automated way of doing this. For example, Google uses a system called
GoogleBot.

For a moment, imagine every website in the world is a book. Then think of Google's
index like a huge library containing all of these books - GoogleBot is the librarian,
scurrying around trying to put each of these books in the correct section to make it
easy for people to ®nd what they're looking for.

Now imagine that most of the books in the library are constantly being rewritten.
Poor old GoogleBot needs to keep on top of every change to every book, to ensure
they're still ®led away in the correct section.

On top of all this, imagine a constant string of people running in and out of the library,
throwing handfuls of brand new books on to the oor in a big, messy pile. It goes
without saying, it might take GoogleBot quite a while to sort out all these new books
t it's already got enough on its plate!

Your store is one of these new books, thrown on the oor, left for GoogleBot to read
and ®le away whenever it can.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs12
Control Panel: http://admin.freewebstore.org
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To help GoogleBot out, and in turn maybe get our store added to the library sooner,
we can submit aSitemap . A Sitemap is a list of all of the pages on your store, and it
makes it much easier for GoogleBot to quickly ®gure out where your 2book® should

be ®led away.

So, you might be wondering how do | make a sitemap and how can | tell Google about
it?°

We automatically create a Sitemap for you and constantly update it whenever you add
new pages to your store. You can ®nd the link to your Sitemap at the bottom of the
Marketing > Google Tools > Webmaster Tools  section of the control panel.

Fig. 12.1 Marketing > Google Tools > Webmaster Tools section.

To submit the Sitemap to Google, you need to setup &oogle Webmaster Tools
account. You can sign up for these free accounts here:

http://www.google.com/webmaster/tools/

Once you have signed up and entered your domain name, Google will ask you to
verify that you are the owner of the website, and you will be offered a couple of
methods to do this. Select to verify by adding &eri®cation Meta Tag to your store.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs12
Control Panel: http://admin.freewebstore.org
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Fig. 12.2 Google Webmaster Tools Verification Tag.
You will then be shown a piece of code like this:

<meta name="google-site-verification" content="Yy3KIFv_3a8THbgGlcKaUzhgAqY45Xe-csTjkCntHpZ" />

Click and drag over the entire section of code to highlight it, and therCopy it. This
can be done by right-clicking and selectingCopy, or by pressingCtrl + C .

Next, visit the Marketing > Google Tools > Webmaster Tools  section of the
control panel andPaste the code into the box provided. To paste the code into the
box, right-click in it and select Paste or left-click in it and pressCtrl + V .

You should then see the code appear in the box:

Once it's there, click Save. You should also be able to see yousitemap URL at the
bottom of the Marketing > Google Tools > Webmaster Tools  section % it should
look something like:

http://www.mydomainname.com/sitemap.aspx?shopkeeper=XXXXX

You should now be able to return to yourWebmaster Tools account and complete
the veri®cation.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs12
Control Panel: http://admin.freewebstore.org
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Once your store has been up-and-running for a while, youkWebmaster Tools
account will display a range of interesting information, such as what people where
searching for when they found your store.

For now, all we want to do is submit the sitemap. To do this, login to yowVebmaster
Tools account, and under theSite Con®guration option on the left, click Sitemaps.

Fig. 12.3 Submitting your Sitemap URL.

Next, you need to enter the Sitemap URL . It should already show your domain
name, so all you need to do is enter the end of the URL. For example, if yo8itemap
URL is 2http://www.mydomainname.com/sitemap.aspx?shopkeeper=XXXXX®°, all
you need to enter is ditemap.aspx?shopkeeper=XXXXX ©.

Once you have entered it, clickSubmit Sitemap .

Although this doesn't guarantee that your store will be indexed sooner (i.e. added to
the library), it should help GoogleBot a lot, and it certainly doesn't do any harm!

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs12
Control Panel: http://admin.freewebstore.org
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12.2. Search Engine Optimisation Tips

Now that we have submitted a sitemap to Google, let's take a look at a few things we
can do to potentially improve our ranking on search engines. From here on in, we'll
refer to Search Engine Optimisation as SEQO°.

There©s no easy way to say this - SEO is a tricky process. Search engines are
constantly changing the way they operate and determine ranking in order to try to
give their visitors the best, most relevant results.

They also need to keep the exact inner workings of their search systems a closely
guarded secret because, if everyone was to suddenly learn how to get their website to
the number 1 spot, everyone would most likely abuse it, and we could all end up with
plenty of irrelevant results when searching.

12.3. Keywords

When talking about SEO, people often refer toKeywords ". Keywords are words or
phrases that people may search for on search engines. For example, if your webstore
sells electronics, some possible keywords you might want to rank highly for on
search engines could be "Television", "MP3 player" and "Digital Camera".

There are two main points that you should think about before writing product
information: ®rstly, put yourself in your potential customers© shoes and think what
they might search for when they are looking for your products, then try to include
those words as you write; secondly, think about the variations of a keyword someone
might use (instead of "television”, someone might search for "32 inch TV", "Plasma
Television" or "Buy Cheap TV").

Once you feel you have an idea of what people might search for, try to ensure your
product names and descriptions include as many keywords and variations as possible
without repeating yourself too much. On one hand, your text should be
keyword-heavy to help search engines; on the other, it should be as easy as possible
for your visitors to read and digest.

Another factor that can help is having keywords in your domain name, like
www.my-television-shop.com.

Our system will automatically optimise all of your pages based on the content, but you
can further optimise your webstore by adding general information to theéViarketing
> Search Engine Optimisation  section of your Control Panel.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs12
Control Panel: http://admin.freewebstore.org
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You can also add speci®c keywords and descriptions to any product page by using the
Search Engine Optimisation panel while editing a product. You can also add SEO
information to your Categories (by clicking the SEO button while in the Manage >
Categories section) and Pages (by clicking theSettings link in the Manage > Pages
section).

12.4. Links

Another factor that can help boost the ranking of your webstore isncoming Links
This is when another separate website links to your own.

Search engines pick up on these and use them to determine how useful and relevant
your website is. Relevancy is the key, though - if you sell electronics and a page about
animals, for example, links to your webstore with the phrase "badger sanctuary”,
search engines will see that it appears to be irrelevant.

Ideally, if we use our Example Electronics store as an example, we would want a page
about electronics - a blog or forum perhaps - to link to our webstore using a phrase
like "electronic equipment” or "cheap electronics”. If you can build up a large number
of these relevant Incoming Links, it can have a signi®cant impact on your search
engine ranking.

Beware of link exchanges, though. Link exchanges are when people simply swap
links to each other, regardless of relevancy, in an effort to boost their search engine
ranking. When a search engine sees a link pointing to your webstore, it will check to
see if you link back. If you do, it can devalue the incoming link (and if this happens too
much it could even damage your SEO efforts); if you don®©t link back it can be seen as
proof to the search engine that your website must be useful.

12.5. Summary

In summary, SEO is a dif®cult and complicated process; however, Free Webstore
does plenty of behind-the-scenes SEO to help you out. You do your bit, we©ll do ours,
and hopefully we can get your webstore out to the widest possible market.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs12
Control Panel: http://admin.freewebstore.org
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13. Create Product Options

Product Options allow you to offer variations of your products. For example, you
could create a 2Size°Product Option containing Small, Medium and Large
variations, or perhaps a @Colour® option, such as Red, Green and Blue.

Each of theseProduct Options can have its own associated cost that will be added
to the Base Price of the product.

When a Product Option has been created and applied to a product, a drop-down
menu will appear on the product's Details page allowing customers to select
whatever option they want.

The Manage > Product Options  section of the control panel allows you to create
these options, and you can then assign them while editing any product.

Let's say our example store, Example Electronics, wants to create a few variations of
an MP3 Player product covering each of the available colours.

First, we need to visit theManage > Product Options section and click on theAdd
New Product Option  button.

ADD NEW PRODUCT OPTIO

Fig. 13.1 The Manage > Product Options section.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs13
Control Panel: http://admin.freewebstore.org
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We are then shown a blank tree view of th&roduct Option

OPTION NAME
CHOICE NAME

Fig. 13.2 A blank tree view of a Product Option.

Next, we will create the Product Options that will offer variations in colour. At the
moment, the Product Option is called My New Option °. To rename this, we simply
need to click on the name and another box will appear to the right:

NEW OPTION NAME

FORCE SELECTIO

Fig. 13.3 Altering the Option Name.

We can use the box provided to easily enter whatever name we want for our Product
Option, in this case, @Colour®.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs13
Control Panel: http://admin.freewebstore.org
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You will also notice theForce Selection option below the name. If this box is ticked,
the Product Option will become required. In other words, a customer must select an
option from the drop-down menu on the product'sDetails page before it can be
added to their basket. This is useful for product variations that must be selected, such
as Colour (unless it's possible to have a colourless product!).

If the Force Selection box is not ticked, it will be possible for a customer to ignore
the Product Options drop-down menu altogether but still add the item to their basket.
This is useful for variations that are not required, such as gift wrapping services.

In our example, we are creating a 2Colour® option for our MP3 Player product, so we
need the customer to select an option. Therefore, we must ensure that thEorce
Selection option is ticked before clicking the Save button.

Once we have updated the name and selected whether or not to Force the option, we
can click the Save button and the changes will be re ected in the box on the left:

Fig. 13.4 Product Option with altered Option Name.

Next, we need to setup the individual colours within this Product Options. We can see
there is already an option there called €hoice One [default] ©°, and we can rename
this in a similar way = just click on it, and a box will appear on the right:

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs13
Control Panel: http://admin.freewebstore.org
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NEW CHOICE NAME

CHOICE COST

DEFAULT SELECTIO|

Fig. 13.5 Altering the Choice Name.

Now we can enter the name of our ®rst choice in this Product Options - in this case,
aRed°®. You will also be able to see €hoice Cost box underneath the name. Any cost
entered here will be added to theBase Price of the item when it is added to a
customer's basket. As we are dealing with a @Colour® Product Option, there is no
additional cost associated with it, so we can leave this set to zero.

You will also see @efault Selection tickbox. If this is ticked, this is the variation that
will be selected by default when a customer visits the product'®etails page. Ifitisn't
ticked, it won't be selected by default. We're happy for 2Red® to be the default value,
so we'll leave this box ticked.

Once we've ®nished entering the details, we can click th&ave button. If we ever
need to remove a variation altogether, we could use thBelete button. Once saved,
we will see the tree view on the left will update to re ect the changes:

Now we just need to repeat the process for our other available colours + let's say Blue
and Green. This time, we need to click on thet ADD CHOICE link below our
existing variations, and the familiar box will appear on the right.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs13
Control Panel: http://admin.freewebstore.org
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We need to enter the details and therSave it, so we set the name to @Blue®, enter zero
for the cost, then leave theDefault Selection box unticked (because we already
decided that the 2Red° option will be the default). ClickSave, and the details will be
transferred back to the tree view on the left:

Repeat the process for the 2Green® variation, and our tree view should now look like:

Perfect! Now that we have ®nished with this option, we can click on the Back to
Product Options link to return to the previous page, where we should now see our
completed Colour Product Option.

Now all that's left to do is apply it to our MP3 Player product, so we visit th&lanage
> Products section, ®nd the product and then click to Edit it.

The ®fth panel down isthe Product Options panel = click on the blue title bar to
expand it.

PRODUCT OPTIONS PANE

ADD NEW BUTTO!

Fig. 13.6 The Product Options panel.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs13
Control Panel: http://admin.freewebstore.org
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To link the Product Option we created to the product, we need to click on th€lick
Here to Add a New Product Option button. After clicking on it, a window will
pop-up, giving us two options:

METHOD A

Create a new option from scratch

This allows you to create Product Options using just this panel, without creating them

in advance via theManage > Product Options section. Feel free to give it a try * the

window will guide you through the process. At the end, you can either save it as a
template so you can apply it to other products in future or use it for just this product

only.

METHOD B

Select a saved option from my library

As we have already created the Product Option, this is the method we want to use.
Simply select the 2Colour® option from the drop-down menu and selectmport
Template . You will then see:

Fig. 13.7 A product with an attached Product Option.

That's right £ we can see the familiar-looking tree view of our Product Option. We can
even edit it right here if we want to but, if you try, you'll notice the following warning
appears:

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs13
Control Panel: http://admin.freewebstore.org
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WARNING

Fig. 13.8 Local Copy Product Option Warning.

As the Product Option we have created could be in use by several products, we need
to make alocal copy of it before making any changes. This local copy will then only
be applied to this product, and any other products relying on this Product Option will
not be affected. This ensures that changes made to a Product Option while editing a
product don't accidentally affect any other products.

If we wanted changes to a Product Option to affect all of the products that are using
it, we should return to the Manage > Product Options section and alter the
template itself.

Take another look at the name of the Product Option again:

Notice that it says Y TEMPLATE) ° next to the name. This means that it is relying on
a Product Option that can be edited in thevlanage > Product Options  section. If we
were to make a local copy of it as described above, th€ PEMPLATE) ° text would be
removed as it would no longer be relying on the template.

In summary, Product Options can be used to create variations of your products, and
each can come with its own additional cost. It's also possible to force options, making
your customers select from the list, or simply to leave them as optional variations.

Now, let's move on to something else%a

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs13
Control Panel: http://admin.freewebstore.org
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14. Translate Your Store

The Design > Translate section of the control panel allows you to translate or
change most of the text on your store.

First, we need ®nd the word or phrase that we want to change in the list. Let's say that
we want to change all occurrences of the word 2Delivery® to @Shipping®. So, we need
to ®nd the word 2Delivery® in the list.

At the top of the page, there are a range of letter buttons covering every letter in the
English alphabet:

LETTER BUTTO

Fig. 14.1 The Letter Buttons in the Design > Translate section.

If we click on the D button, the page will jump straight down to the ®rst translatable
piece of text beginning with the letter 2D° + in this case, 2Decrease Order®°:

Just below that, you can see the 2Delivery® text. To change it, click on thEdit button
and then the translation into the box provided. Let's enter 2Shipping®:

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs14
Control Panel: http://admin.freewebstore.org
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Once we've ®nished, we can click on thé&pdate button to con®rm the change or
click Cancel to discard the changes.

After making a translation, you can still see the original text in bold above and the
translation below:

Fig. 14.2 Translated “Delivery” text.

To return to using the original text, simply Edit it again, completely remove the
translation, then click Update .

That's it! Now you know how simple it is to carry out translations on your store. If you
ever spot any wording you want to change, just come back to thieesign > Translate
section of the control panel to quickly and easily alter it.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs14
Control Panel: http://admin.freewebstore.org
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15. View Your Orders

When a customer buys something from your store, you can view the details of the
Order in the Ecommerce > View Orders section of the control panel.

Every order has 3 possible statesOpen, Closed or Problem .

OPEN ORDERS

Open Orders represent new orders that have been received which have not been
closed or deleted. Once an order has been ful®lled and shipped, you may want to set
the order to Closed.

CLOSED ORDERS
Closed Orders represent old orders that have been manually closed, typically
because the order has been ful®lled, shipped or cancelled.

PROBLEM ORDERS

Problem Orders can occur for a number of reasons, although it is mostly due to the
payment processor through which the customer opted to pay, such as PayPal or
Google Checkout, not validating the order. This can be due to a problem with the
payment, or sometimes it simply takes a little longer than usual to be validated. If you
receive a Problem Order, you may need to check the relevant payment processor
account or contact them directly to check the status of the payment.

Any orders you have received will appear in a list in th&commerce > View Orders
section:

STATUS FILTEH

ORDER SUMMAR

Fig. 15.1 The Ecommerce > View Orders section.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs15
Control Panel: http://admin.freewebstore.org
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You can use theShow Me tickboxes (otherwise known asStatus Filters ) above the

list to set which type of orders you would like to view. If a box is ticked, all orders with
the matching status will be shown; if the box is not ticked, those orders will be
hidden. You can use this to hide anyClosed Orders you have to prevent them from
cluttering up your order list.

To view more information about a speci®c order, click on th&¥iew link to the right of
it. You will then be shown a page containing all of the information about the order. It
should look something like this:

Fig. 15.2 Viewing the details of an order.

You will also have a few additional options at the top of the page:

Back to Orders - Returns to the previous page allowing you to view all orders.
Close Order - Closes the order.

Delete Order - Completely removes the order. Use with caution!

Preview Invoice - Preview the invoice for this order.

Create PDF Invoice- Generates a PDF version of the invoice which you could email
to the customer or keep for your records.

Create Word Invoice - Generates a Microsoft Word version of the invoice which you
could email to the customer or keep for your records.

Send Dispatch Emailx Use this button to open an email with the customer and order
details already ®lled in. This system relies on the default mail client installed on your
computer, such as Outlook Express. In general, the "Send Dispatch Email" link is not
compatible with web mail accounts, such as Hotmail.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs15
Control Panel: http://admin.freewebstore.org
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16. Customise Your Invoices

When a customer places an order, they will automatically receive an email con®rming
the payment from whichever processor they used (such as PayPal), and you can also
choose to manually send an invoice to them for their records. It isn't possible for us to
automatically send this out to your customers on your behalf (the email would have
to be sent from a Free Webstore email address, which would be likely to confuse a lot
of customers!), but we provide you with all of the tools you need to create your own
customised invoices.

You can use theEcommerce > Invoice Settings section to customise the look of
your invoices and add a range of information to them. We automatically add some
standard information to your invoices for you, so it's entirely up to you whether you
want to add or change anything.

The ®rst panel in this section allows you to enter a range of details about your
company, include a message, and also change the colours:

Fig. 16.1 The Ecommerce > Invoice Settings section.

The next panel allows you to upload your own logo that will be integrated into your
invoices. Just click on theUpload a Logo Now button to begin.

At the bottom of the page, you can see a small preview of your Invoice. If you would
like to see a larger version, click on thePreview Invoice button.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs16
Control Panel: http://admin.freewebstore.org
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17. Read Your Messages

The Messages section of the control panel is where you'll ®1d any messages and
noti®cations, such as Customer Messages (sent via the Contact page on your store),
System Messages, Alerts, Free Webstore News and more. Each message is
colour-coded to help you quickly identify what the message relates to.

VIEW DETAILS BUTTO

Fig. 17.1 The Messages section of the control panel.

For more information on any of the noti®cations in youMessages section, simply
click on the View Details link.

Once a message has been read, it will appear faded out. You can manually mark a
message as Read® or 2Unread ° by clicking on the Folder icon at the top-right of
any message.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs17
Control Panel: http://admin.freewebstore.org
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Fig. 17.2 A faded out “Read” message.

While viewing the details of a message, you will have the option tDelete Message
which will remove it from the list entirely. To access previously deleted messages,
please click on theView Deleted Messages button at the bottom of the page.

VIEW DELETED MESSAGH

Fig. 17.3 The View Deleted Messages button.

If you see that theMessages link at the top of the control panel has turned red and
contains a number, it shows you how manyJnread messages you have.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs17
Control Panel: http://admin.freewebstore.org
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18. Get Support

The Support section of the control panel contains a range of help guides covering
every aspect of the Free Webstore control panel. Each section relates to a particular

part of the control panel (such as theManage, Design and Ecommerce options in
the Main Menu).

In the yellow panels to the left, you will see the 10 most commonly asked questions.
In the grey panels to the right, you will see a range of links relating to a speci®c
sub-section. Simply click on any help link for more information.

SECTION LINKS
SUB-SECTION LINK
COMMON QUESTIONS

Fig. 18.1 The Support section of the control panel.

When you click on a particular question or topic, you will be shown the relevant
information. If it doesn't answer your question or you need a hand with anything, feel
free to use theContact Support button to get in touch with our Support Team.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs18
Control Panel: http://admin.freewebstore.org
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19. My Account Settings

The My Account section of the control panel contains a range of features and lets you
alter a large number of settings about your store. Various other settings relating to
your account and store can be set within théesign > Display Preferences section
of the control panel.

19.1. My Account Panel

There are a few options contained in théMly Account Panel :

Store URLZ You can use this to alter your current store URL. For example, you could
change your initial URL from www.freewebstore.org/myshopname to something like
www.freewebstore.org/mynewshopname. If you have already setup a domain name
to point to your store, this will link directly to the Marketing > Domain Name
section of the control panel.

Store Currency x This allows you to set the default currency used on your store, and
any product prices should be entered using this currency. Your customers will still be
able to use theCurrency Selector drop-down menu on your store to automatically
convert your prices into their preferred currency.

Weight Units £ If you choose to track the weights of your products, you can set here
whether you would like to useMetric Grams or Imperial Ounces .

19.2. My Details Panel

You can update yourLogin and Contact details here. Please ensure that your login
information is unique (for example, if you have multiple accounts, don't set the same
username and password for each account or you may experience login dif®culties).

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs19
Control Panel: http://admin.freewebstore.org
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Change Your Login Details+ Use this option to update your login username and
password. Be sure to keep them safe!

Update your Contact Information £+ Use this option to update your contact
information. You can provide two different sets of contact details £ one set that we will
use to contact you and another that will be displayed on your store. You can also
change the details shown on yourContact page via theManage > Pages section of
the control panel = just click toEdit your Contact page.

19.3. Store Status Panel

Use this panel to temporary suspend your store, perhaps if you are going on holiday
or just need to focus on something else for a while. You can also use this section to
permanently close your store, although we can't imagine why you would want to do

that!

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs19
Control Panel: http://admin.freewebstore.org
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Vacation/Suspend Your Storex Use this link to temporarily suspend your store. You
can also enter a message that will be displayed to any customers that attempt to visit
your store. It's worth noting that this will not effect your subscription in any way, if
you have one + you will still be charged as normal. If possible, rather than using this
feature, we recommend that you instead leave a message on your Home page stating
that orders will not be dealt with until your return on a certain date. Using that
method, you will still be able to take orders while you're away.

Close Your Storex Don't do it! Use this option to permanently close your store. Please
use with caution as, once a store is closed, we will be unable to reactivate it for you. If
you're considering closing your store because of a problem, feel free to use the
Support section of the control panel to let us know why, and we'll do our best to help.

19.4. Subscription Information Panel

This panel shows the current subscription level of your store, and also provides you
with options to modify or cancel your subscription, or change your billing details.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs19
Control Panel: http://admin.freewebstore.org




Getting Started 19. My Account Settings

guide

Upgrade Your Packaget Use this section to subscribe and receive a range of bene®ts
for your store. You can also modify an existing subscription here.

Update Your Billing Details £ Click here to change your payment method and update

your card details.

Cancel Your Subscription+ You can use this at any time to cancel an existing

subscription.

19.5. Previous Subscription Payments

Below the Subscription Information Panel , you also have access to a list of
invoices from us covering any previous subscription payment you have made. Just
click the View PDF link for more details.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs19
Control Panel: http://admin.freewebstore.org
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20. Upload to Google Shopping

You can instantly reach millions of potential customers by uploading your entire
range of products to Google.

If you are subscribed to any Free Webstore package, we provide the facility for you to
upload your products to Google©Broduct Search . We will also keep your listings
fresh and up-to-date by automatically uploading them when necessary.

Google now allows you to search speci®cally for products by using theiShopping "
link. Products uploaded to Google Shopping can even show up in Google©s main
"Web" search results.

Customers that click on your products will instantly be taken to the product they have
chosen to view. With one click, they can add the product to their basket and checkout.

Our automatic Google Shopping uploads have proven to be a very powerful selling

tool as you can gain instant customers as soon as your products are uploaded and
published!

20.1. Requirements

In order to upload your products to Google Shopping via the control panel, you must
meet the following requirements:

1. Attach a Domain Name to your store- Visit the Marketing > Domain Name
section for more information.

2. Subscribe to any of our Packages Visit the My Account section for more
information.

3. Setup your Google Merchant Center accounat
http://www.google.com/merchants

4. Ensure your store meets Google's requirementsVisit the following page for
more information: http://www.google.com/support/merchants/bin/
answer.py?answer=160637&hl=en

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs20
Control Panel: http://admin.freewebstore.org
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Google also requires that yowerify and claim your domain name  (also known as
a "URL") before uploading your products. In order to do this, you must sign up for
Google Webmaster Tools , verify your ownership of the website and then claim the
URL from your Merchant Center account.

To sign up for Google Webmaster Tools , please visit the following page:
http://www.google.com/webmasters/tools/

Once you have signed up and entered your domain name, Google will ask you to
verify that you are the owner of the website, and you will be offered a couple of ways
to do this. Select to verify by adding a/eri®cation Meta Tag to your website. That
Meta Tag can then be copied into the box in theMarketing > Google Tools >
Webmaster Tools section. Shortly after adding theVeri®cation Tag, you will then
be able to verify with Google.

Once the domain name has been veri®ed throughVebmaster Tools , the following
steps must be carried out:

Sign in to yourGoogle Merchant Center account.
Click on theSettings link, then click General .
UnderWebsite URL , enter your site©s URL.
ClickClaim this URL to claim the website.

Click Save Changes to con®rm your changes.

abhwbdpE

After you've claimed your website domain name, you can upload product listings.

20.2. Uploading Your Products

Once your Google Merchant Center account is fully setup and you have met the
other requirements, you can begin to send your products directly to Google. Please
visit the Marketing > Google Tools > Google Shopping  section of the control panel
and select whether you want to enable or disable product uploads. Once enabled,
enter your Googleusername and password , and you will then see 5 links appear -
one for each possibleStatus of your products. These are:

Of ine - Products that have not been uploaded to Google.

Queued- Products that are currently scheduled for upload or removal.
Uploaded- Products that have been successfully uploaded.
Problems - Products that can't be uploaded due to an error.

Ineligible - Products that can't be uploaded due to insuf®cient data.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs20
Control Panel: http://admin.freewebstore.org
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Click on the Of ine button to begin. You will then see a list of any of your products
that have not been uploaded to Google.

STATUS LINK

OFFLINE PRODUCT

Fig. 20.1 The Offline section of products.

Use the Upload All Products to Google  button below to schedule all of them for
upload. They will then move to theQueued section and will be uploaded shortly,
typically within the next few hours.

To upload an individual product, please use thé&Jpload Now link to the right of any
product. This will bypass theQueued section and the product will move straight to
Uploaded (unless there is a problem, in which case the product will move to the
Problems section). This is a good method to use if you want to test it and make sure
your account is correctly set up.

Once you have successfully uploaded some of your products, take a look at the
Uploaded section.

Use the Remove All Products from Google button below to schedule all of them
for removal from Google. They will then move to theQueued section and will be
removed from Google shortly, typically within the next few hours.

To remove an individual product, please use th&emove Now link to the right of any
product. This will bypass theQueued section and the product will move straight to
Of ine .

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs20
Control Panel: http://admin.freewebstore.org
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Fig. 20.1 The Uploaded section of products.

20.3. What Now?

Once your products have been uploaded, it may take a few hours for Google to
process them. Once they have been processed and are showing &ublished and
searchable °, you will be able to login to your Google Merchant Center account and
see how manylmpressions and Clicks each product has receivedImpressions
represent the number of times a person has found the product after carrying out a
search; Clicks represent the number of times someone clicked on the link and was
taken directly to your store.

If you feel your uploaded products are underperforming and aren't receiving the
number of Impressions and Clicks you were hoping for, you may want to consider
altering the text in your product names and descriptions to include more keywords
(words and phrases you think your customers might search for). After making any
changes, you may need to wait a couple of weeks before you can accurately judge if it
had a positive impact, but optimising and reviewing your products like this over time
can slowly but surely increase your Impressions and Clicks, and ultimately, lead to
more sales.

Related Links

Video Help: http://help.freewebstore.org/videos/player.php?ref=gs20
Control Panel: http://admin.freewebstore.org
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21. The End?

Well, that's almost it. This guide is only intended to give you a brief overview of the
features of Free Webstore * there a lot more to be found within the control panel, and
we strongly recommend that you take to time to play around with the many features
available to you.

Here are a few ®nal tips you may want to focus on when setting up your store:

Products, Products, Products!

Without products, you store isn't ever going to make you money. Try to ensure you
list as many products as possible. Make them clear, easy to understand, and it's worth
bearing in mind that good product images can go a long way!

Categories and Structure

Put yourself in your customers' shoes and imagine visiting your store with a speci®c
product in mind. What would make your life easier? Well-structured categories can
help to make your products easy to browse, andRelated Products can catch a
customer's eye and keep them browsing + the longer you can keep a potential
customer on your store, the more chance there is of them making a purchase.

First Impressions Count

Around 40% of all visitors to any website never get beyond the ®rst page (a statistic
known as the Bounce Rate °). 40%! That means you need to do everything you can
to keep your customers interested. Try to keep your Home page clean, appealing and
to-the-point, yet enticing! It's easier said than done, but if you happen to be using
Google Analytics (which you can setup using theMarketing > Google Tools >
Google Analytics section) and notice a particularly high Bounce Rate, it might be
worth making a few changes to see if you can lower it. But remember, the
Internet-wide average is around 40%; anything less than that and you're doing great.

Don't Overcomplicate Things

When dealing with Postage Costs in particular, try not to overcomplicate things.
Fixed Post Costs for each of your products may seem like a good idea as it allows
you to charge exactly the right amount for each one, but to your customers, it often
results in confusion and maybe even a nasty shock. Far better is to have a few simple
Postage Rules that govern all of your products and can easily be explained to
customers in advance. If you lose a bit on postage costs every now and again, then so
be it; it's always better to keep it simple and make a sale than overcomplicate things
and scare customers off.

Related Links

Control Panel: http://admin.freewebstore.org
General Help: http://help.freewebstore.org
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Research and Marketing

When you're selling online, you need to know who you're up against - Identify the
competition; search for your products and see which other websites you stumble
upon; make sure your prices are competitive. Try to make use of free forms of
advertising £ Social Networking sites, likeFacebook and Twitter , can potentially
provide visitors to your store. Forums and blogs about your products or industry can
provide a great source of visitors to your store that already have a related interest.

Patience is a Virtue

Remember, it can take some time for your store to build up momentum. Search
engines in particular can be slow to act and update, so you might need to be a little
patient with them. Submit your sitemap to Google via th&Vebmaster Tools section
of the control panel, and then use the time you have before your store is fully indexed
to concentrate on making your store the very best it can be.

We sincerely hope you found this guide useful. If you feel that anything is
missing, overcomplicated, too simple, or you just want to give us some
feedback, feel free to get in touch.

And may we take this opportunity to wish you and your new store the very
best of luck!

Thanks,
The Free Webstore Team

Related Links

Control Panel: http://admin.freewebstore.org
General Help: http://help.freewebstore.org
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