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MySite Instruction Manual for Administrators

Login to the MySite Administrator

The MySite Administrator tools are built right into your web site. They are secured behind a system login,
so as long as you have an Internet connection and a valid username and password, you can login and
use the tools that are available.

Go to http://www.yourdomain.com/admin/ ___ and login using the username and password you've been
assigned as an administrator.

mysiie

administrator

Flease login.

Username:| |

Fazamord: | |

LOGIM

T EACK TO TOF
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Framework Controls

As a “Master” administrator, you have permissions that none of the other administrator levels have. You
have the ability to create and manage administrator logins. Each login you create can be assigned to a
particular “Authorization Level” so as to limit access for this administrator to specific areas of the site.

Once you have successfully logged into the MySite Administrator, the default landing page is the
Framework Controls page. This is where you’ll find the Administrator Logins tool.

mysiie

administrator [ FRANEWORK

ONTROLE

Framework Controls

Administrator Logins +Select this tool now
Assian and manade lagin infarmation far individuals that vou wish to have access to the MySite Administrator. You
even have the option to assign different levels of autharization to each administratar that will restrict their access to
specifiic administrative tools and features.

Web Site Structure/Pages = Select this tool nowr
Manage yourweh site structure (add, edit and delete pages) and develop content thraugh this powerful, yet easy-
to-use tool.

MySite Administrator's Guide +Learn more

This guide provides you hasic instructions for using the powerful MySite administration tools to efficiently and
effectively manage content on vaurweh site.

TEACK TO TOF
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Administrator Logins

Go to the Framework Controls tab, and click on the “Administrator Logins” title or the “Select this tool
now” button to open and use the Administrator Logins tool.

The first or landing page of this tool displays a list of all the administrators set up in the system. As it is
with nearly every MySite admin tool, there are “CREATE”, “EDIT” and “DELETE” buttons to help manage
the database information within this tool. Each button pretty much does exactly what it says: If you want
to create a new administrator login, click “CREATE". If you want to edit or delete an existing one, click the
“Edit” or “Delete” button corresponding to the record you wish to modify.

mysiie

ad mi niSt rator [ FRAMEWORE “COMMERC -Ei E-MANAGEMENT

COMTROLE CONTROLE 0 CONTROLE

MAME | USERMAME /F T= AUTH LEVEL TOOLE

=Click on the "CREATE" button to add a new administratar. . CREATE |
Analytics Intelligence Group aigfaig Analytics Intelligent Group EDIT DELETE
Business Makets bm/bm Business harets EDIT DELETE
Communications GO Mo m Communications EDIT DELETE
Corporate Information Technology citfzit Corp. Information Technalogy EDIT DELETE
Finaneeffecounting farfa Financetffiecaunting EDIT DELETE
Financial Senvices =] Financial Senvices EDIT
Government gow/gow Governmeant EDIT DELETE
Health Care ¢ hedhe Health Care () e DELETE
HR:Training ¢ hrthrt HRiTraining () e DELETE
Infarmation Systems i=fis Infarmation Systams EDIT DELETE
Inzurance Senvices insfins Insurance Services EDIT DELETE
Legal legilag Legal EDIT DELETE
hdafieting mikefgresns M aieting Administratar EDIT DELETE
Operations Support osfos Operations Support EDIT DELETE
FPerformance Enhancemeant Group pegfpeq Farformance Enhancement Group EDIT DELETE
FPaortfalio Purchasing ppipp Faortfolio Purchaszing EDIT DELETE

+EACKE TO TOF
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Clicking the “CREATE” button takes you to a page with a simple online form. Enter the information
requested and click the “SUBMIT” button.

mysiie

ad mi niSt ratol' [ FRAMEWORE -COMMERCH "B E-MANAGEMENT

CONTROLE CONTROLE 0 CONTROLE

Framewark Contrals » Creéate Administrator Login

<+ BACK TO LISTINGS

[Bolded dezcriptions denote required fields.]

Administrator: ‘Administramr Mame |

User Hame: ‘ username |

Password: ‘ 111111 1) |

E-mail Address: ‘ |

Enter an e-mail address only if wou would like this administrator to hawe
hlySite Proofipproval privelages.

Authorization Levelk: ‘ Select One M

EHMIT

+EACKE TO TOF
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If you wish for this login to have full “Marketing” administrator permissions, assign it to the “Marketing
Administrator” authorization level. If you wish to limit the areas of the site that this administrator login has
access to—if you wish to restrict this administrator’s access to only a specific department’'s pages—select
the name of the department that this login should be assigned to. The system will automatically restrict
access permissions for that administrator when she/he logs in with the username and password you've
assigned.

™

I I Iy Select One > Logout

administrator |analics Intslligent Group
Business Markets
Communications

Framework Cantrals » Create |Corp. Information Technology
Finance/Accounting

Financial Senices
Government

Health Care

HRE{Training

Infarmation Systems
Insurance Sensices

Legal

Passwerd: |Marketing

barketing Administrator

E-mail Address: | Dperations Support
Ferfarmance Enhancement Group  F administrater to hawe
Fartfolio Furchasing

Authorization Level: | Select One M

SUEHIT

<+ BACK TO LISTINGS

Administrator:

User Hame:

+EACKE TO TOF
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Web Site Structure Tools—Editing Pages

Managing content for your web site through the MySite Adminsitrator can be accomplished two
different ways:

1) DIRECT EDIT using the “Web Site Structure/Pages”
2) SMART EDIT using the MySite “IntelliModules”

Direct Edit vs. Smart Edit?

Each page on your web site will be set up in “Direct Edit” or a “Smart Edit” format. To determine which
page is assigned to what method, simply access the “Web Site Structure/Pages” tool: click on the
“FRAMEWORK CONTROLS" tab and then on the “Web Site Structure/Pages” link.

On the following page is an illustration of the “Web Site Structure/Pages” management screen. Two icons

are highlighted. The gray icon indicates that the corresponding page is set up in Direct Edit format. The
orange icon with the “M” designates that the content for the page is controlled by an IntelliModule.
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T

I | Iy -+ Logaout

ad m i n i St I'atD r [ FE.#\ME'.\'IJRK E-COMMERCE E-EUSINESE E-MANAGEMENT 1

ONTROLE CONMTROLE CONTROLE COMTROLE

Framewark Contrals » Manage \Web Site Structure/Pages

= Click on this "CREATE" button to add a new global-level navigation page. CREATE |

CATEGORY STATUS i SORT ORDER | TooLs

Main Hav

rsHow @& About Us DIRECT EDIT @‘ 20 [0 o [ oerere
rsHow @ Contact Us : = 40 ([ o [E] oecere
vsrow @ Onling Store (store front) ! 45 ([ o [E] oecere
vsHow @ Technical FAQs SMART EDIT il 7 as Do [ ceere
vsHow @ Message Board &0 ([ o [E] oecere
vsHow B Newsletters o il | - EE 55 ([ o [E] oecere
psHow @ Glossary [EEE 55 ([ o [E] peeee
bsHow @ Library [EEE 7o ([ o [E] peeee
Uility lav

#sHow @ Home e 10 ([ o [E] peeee
vorow @ Advanced Search o il | - = 190 [ o [E] oereTe
pzhow & Checkout [EEE] 195 [ o [E] oereTe
vsHow @& Shopping Cart M 200 eoit 7] oeLeTe
psHow @ My Account M 10 et [E] oeLeTe

& MembersfFPublic Fage
& Members-Only Fage
&l Public-Only Page

+EACE TO TOF

DIRECT EDIT

Content management for “Direct Edit” pages is performed DIRECTLY through the “Web Site
Structure/Pages” tool itself. Creating and updating pages can be done quickly and easily. The HTML
Editor feature available through this tool is very powerful and user-friendly. With this tool, you are in
ultimate control over the presentation of the content itself—you will be responsible for formatting the
page, styling the content and placing photographs and graphics. Content can be added to and removed
from the site at your discretion.

SMART EDIT

The MySite system has special controls called IntelliModules. IntelliModules are plug-ins that leverage the
system’s built-in intelligence to improve site performance, to enhance functionality and interactivity for
your site visitors and/or to make your content management efforts even easier.
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Direct Edit

Editing content for Direct Edit pages is easy. From the “Web Site Structure/Pages” management screen,
find the page you want to edit.

If you are not already familiar with the “Web Site Structure/Pages” tool, here’s how it works. The
main management screen is set up to reflect the same page flow as your site itself. All of the pages that
currently appear on the top (global)-level on your site will be the page names that show by default when
you first access this tool.

If you want to edit one of the global-level pages, click on its corresponding “EDIT” button to access the
Direct Edit screen. If you need to update a page that resides one or two levels beneath the global-level
pages, click on the “SHOW” button next to the name of the page that houses the page you want to find.

For example, the following three illustrations demonstrate how to access a tertiary (or third-level) page
called “Join Our Team” that resides under “Our Staff” which in turn resides under “About Us”. Clicking on
the SHOW button next to each parent page will reveal all of the pages that are nested beneath it.

T

I | Iy + Logout

ad ml nistrator [ FRAMEWORK E-COMMERCE -Eill 5 E-MANAGEMENT l‘_-n-

COMTROLE COMTROLE COMTROLE COMTROLE

CATEGORY

i About Us Bl [ 20 [ o DELETE

i Contact Us EEE [T o DELETE
vshow @ Online Store (store front) [OEEE a5 NS DELETE
+svow @& Technical FAQs DEEE e InEL DELETE
rshow @& Message Board [EEE 50 B eoir DELETE
rsrow i Hewsletters [OEEE 55 i DELETE
rsrow i Glossary [OEEE 55 i DELETE
vshow @ Library [OEE e DELETE
Lhility Haw
rzHow @& Home e 10 I eo DELETE
vzhow @ Advanced Search [ 190 0 o DELETE
bsow i@ Checkout 105 [ s [E] oeee
bsHow @ Shopping Cart ] 200 [ o DELETE
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mysiic

administrator [ FRAMENORK EcomERce

ONTROLE COMTROL:

Framewark Contrals » Manage Web Site Structure/Pages

CREATE

= Click on this "CREATE" button to add a new global-level navigation page.

ORT ORDER TOOL:=
Main Hav

DELETE

~Hioe @& About Us 20 () o

= Click on this"CREATE" button to add a new secondan-level navigation page. CREATE |

CATEGORY i o= E TooLs
== b zsHow @ Our History & DELETE

i@ Our Mission DELETE

Our Staff DELETE

| DELETE

rsHow & Online Store (store front) | DELETE

mysiie

administrator [ FRAMENORK

ONTROLE

Framewark Contrals » Manage Web Site Structure/Pages

> Click on thizs"CREATE" button to add a new global-level navigation page. { CREATE

CATEGORY = = SORT ORDER TOOoL:=
Main Hav

~Hpe @& About Us ==y

=Click an this"CREATE" button to add 3 new secondany-level navigation page.

DELETE

20 EDIT

CREATE |

ORT ORCER TOOL=S

et [Z] oeLeTe
EDIT
ecit [ ceLeTe

CREATE |

== ksHow & Our History

DELETE

== ksHow @& Our Mission

=k wHioeE @ Our Staff

CATEGORY . TooLs
ez @i Join Our Team = 10 [l =f [E] oeere
rsHow @ Contact Us E 40 et ] ceceTe
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. EDITING THE PAGE
my swou | To make updates your selected page,
administrator [ e T e : click on that page's corresponding “EDIT”
button (see illustration above). At the left

Framework Contols > EClit Page is an example of the resulting content
BACK TO LISTINGS (Bolded descriptions denots required flalds.) edltlng screen that you will see.
Base Page Details .
y Make any changes as necessary and click
Link Hame:|Join Our Taam o B o on the “SUBMIT’ button at the bottom of
Felative URL: | igshase/igetemnplate.cfm/SRC=DB/SRCN =/l D=4/5navID=21/Tne the page.
Abselute URL: | hitp:fweaw igsdemao cmm#igsdemn,ﬁ'igsbaSLOJIaIE cfm/SRC=0B,

:e PAGE CHARACTERISTICS

Source Type Databaseo

Search Engine Optimization

1) LINK NAME: button text

2) URL: relative and absolute (full)
Tite Tas: [Jain Our Team URL path for this page

e are |an interactive design studio
that provides complete business
hleta Deseription: |solutions for clients through a full

spectrum of creat ol deve lopment
services. [v
weh, development, eeSite, site,

designing, design, outsourcing,
Mets Keywords: | promotion, seo, search engine,
hosting, solutions, services,

>

3) ADD LINK TO: name of
parent page

>

4) SOURCE TYPE: type of page

californa, ca, redesign, re-design, lvl determln'ng hOW the Content fOf
Page Content this page is deployed and
managed
Fage Header: | Join Our Team
= [vgF:s'jl:lﬂiglé' 5) SEO FIELDS: title and meta tag
o f" f‘ : e i - information that will help optimize
o this page for search engines
PR 6) PAGE CONTENT FIELDS: page
header and content for this page
7) SORT ORDER: numeric value
o that controls the order in which
the buttons show in the navigation
Display Options bar—sorts in ascending order
sor e (10 '_o,m,m.umm 8) LIVE/TEST: option that toggles
Déyou mantgdisplaythoMtontne LIVE site th|s page from LIVE to TEST or
TEST to LIVE mode

Wha is allowied access to this page™

@ wwemeersipuouc O 4 memsers-oney O s PUBLIC-ONLY

9) SITE VISITOR PERMISSIONS:

othese Member ha Server g options that enable the admin-

o QLTQQL%E'QS Praspedt istrator to unlock the page for
public and/or member viewers

selest multiple oplions. | Chapter |

“irhich administrators will be able to wiew and edit this page™ AN D ass'gn pel‘mISSIOI’]S tO
Admin Permissions: -Tf?;t‘i"’?dmmls"mm 5 SpeCIfIC groups If the page IS a

Hold down the il key to | Facultyl

members-only page

seleetmultiple cptions. | Cing 1 A\ atar
City 2 Adrministratar IVI
ate Last M diiedt 1142007 03115 P 10) ADMIN PERMISSIONS: enables
a master administrator to assign
this page to specific administrator

e group(s)
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Smart Edit

The IntelliModules are very powerful content editing tools. They provide you with additional level(s) of
control over content on the page.

You can access the main IntelliModule controls two different ways:

1) Go to the “E-MANAGEMENT CONTROLS” tab and click on the appropriate
module link

2) Click on the page’s corresponding “M” icon on the “Web Site Structure/Pages”
management screen (see illustration below)—this will link you directly to the
appropriate module controls

T

I | Iy + Logout
—
]

administrator [ FRAMEWORK £ COMMERCE

COMTROLE COMTROLE

Framewark Contrals » Manage Web Site Structure/Pages

= Click on this "CREATE” button to add a new global-level navigation page. CREATE |

STATUS

Main Hav

About Us

k SHOW 20 i DELETE
40 e DELETE
45 e DELETE
45 I o DELETE

a0 EDIT DELETE

Contact Us

F SHOL
Online Store (store front)

F SHOW

i
i
i
rsHow i@ Technical FAQs
i
i
i
i

¥ SHOW Message Board

» SHOW Hewsletters 55 (I Emr DELETE
* SHOL Glossary 55 ([ o [E] peeere
* SHOL Library 70 ([ o [E] peeere
Utility Hav

vzhow @ Home B |ewE 10 [ e [E] ceceTe
rzhow @& Advanced Search ] 190 [ s [E] oeee
rsHow @ Checkout 195 et [E] oeLeTe
vsHow @& Shopping Cart ] 200 [ s [E] oeee
P A N p— B e == [ e Aan ) [N [EFSR [= —

To learn about how the Smart Editing process works, please continue on to the next chapter of this
manual: MySite Intellimodules (Smart Editing)
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MysSite Intellimodules (Smart Editing)

The following example is a generic representation of a MySite Intellimodule. This section illustrates and
explains how to use the Smart Edit tools. All of the Intellimodules work on the same paradigm, so once
you learn how to use one, the others are easy.

Go to E-management Controls , and click on the Intellimodule title for the tool you wish to use to edit
content. The first Intellimodule screen you see is called the “landing” screen. This screen will reveal all the
pages that you are authorized to administer.

™

I I Iy = Logout

ad mi niSt I'EltOI' FRAME! AMERLH E-El E-MaMNAGEMENT ]

3 E-C
CONTRO CONTROLE CONTRO CONTROLE

eManagement Contrals » Mlanage Content

= Click on this "CREATE" button to add another categony. CREATE |

Categories Azzigned to Page: & Department Hews (aid)

¥ sHow [2 (101 Department Mewws Folder et 7] ceLeTE
Categories Azzigned to Page: & Meet The Team (aig)

¥ sHow [2] (101 Meet The Team Folder et (7] ceLeTE
Categories Azzigned to Page: & Department Hews (3]

v sHow [ (1071 Department Meswes Folder et 7] ceLeTE

Categories Assigned to Page: & Meet The Team (fa)

v snow [ (107 Meet The Team Folder |1 e

Categories Assigned to Page: & Department Hews (hrt)

v srow [ 1104 Denartment bews Folder "l et [F] eceTe

© 2009 iGroup Studios, Inc. All rights reserved. | page 15
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Categories/Folders

The first thing you need to do to create a new piece of content is to create a category or “folder” in which
the content items for each page are stored. You can create as many categories as you wish for each
page in order to best organize the items that display on the page.

To create a new category, click on the “CREATE” button next to “Click on this ‘Create’ button to add
another category.”

™

I I Iy = Logout

ad mi niSt I'atCll' _::__.5 \ :E_.:=i E-COMMERCE E‘EUZINE E-MaNAGEMENT ]

CONTROLE CONT CONTROLE

eManagement Contrals » Créate Content Category

BACK TOLISTINGS {Fields marked with an asterisk (') are required.)

Page: | Select One M

*Category Hame:
Sort Order: {(numeric value only)

Do you want this category name to display on the web page 2:

O ves @ no

SUEHMIT

+ERCE TO TOF

On this screen, you can assign this category to a specific “Page”.

Give the category a name and input a Sort Order value. The “Sort Order” is a numeric field that enables
you to tell the system in which order you wish for the categories to display on the screen. The system will
sort the categories from lowest Sort Order number to the highest. It is suggested that you increment your
sort order values by 10 so that you can easily add a new category later and drop it in sequence without
having to renumber all the other categories.

You also have the option to display the category name on the web page. If you do so, the category name
will display with all its content items set beneath it. You can use multiple categories to help you manage
content within the Intellimodule more easily, and/or you can use this option to help organize contents on
the web page itself.

© 2009 iGroup Studios, Inc. All rights reserved. | page 16
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Creating and Managing Content Items
Content is managed through the Intellimodule item-by-item. This gives you, as an administrator, ultimate
control over what items display, where they display and when they display on the site.

To manage items on any particular page, click on the “SHOW” button next to the category in which you
wish to modify content. This will reveal any items already existing within that category, and it will reveal
the buttons (CREATE, EDIT, DELETE) that will enable you to manage it.

™

I I Iy = Logout

administrator

E-MaNAGEMENT
CONTROLE

eManagement Contrals » Vlanage Content

= Click on thizs "CREATE" button to add ancother categony. [E3] =renTe |

Categories Azsigned to Page: & Department Hews (aig)

rrpe [ (107 Department Mewwes Folder

i SORT ORDER | HISHLISHT | STATU:

*Click on this"CREATE" button to add a new content entny. |T

Department News Title 1 j S:00/11307 10 Coon i e peLETE

©E: 09013425

Categories Azzigned to Page: é& Meet The Team (aig)

v show [ (10) Meet The Team Folder EDIT DELETE

Categories Azzigned to Page: & Department Hews (fa)

v sHaw [ (101 Department Meswvs Folder EDIT DELETE

Categories Azzigned to Page: & Meet The Team (Ta)

To create a new item, click on the “CREATE” button next to “Click on this ‘Create’ button to add a new
content entry.”
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To edit an existing item, click on the “EDIT” button next to the item name. You will access a screen similar

to the one displayed and described on the next two pages. First, any item you create or edit can be
assigned to one category. Do this by selecting the category in the “Category” scroll box.

T

my

administrator

-+ Logout

BACK TO LISTINGS

Item ID =1

'Category:
Hold down the Ctrl key to
select multiple options.

‘Title:

Date:

Summary:

eManagement Contrals » EClIt Content Entry

Department News (aig) E’
Depanment News Faolder
Meet The Team (aig)
Meet The Team Folder
Department News (fa)
Deparment News Faolder
Meet The Team (fa)
Meet The Team Folder

[v]

Department MNews Title 1
Septernber 14th, 2007

E-MAaNAGEMENT
CONTROLE

{Fields marked with an asterisk (‘) are required.}

Analysis of funding is inapproriate in this
effort as assSets are repurposed in statements
who existance owe their identity to their

ohscurity.
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Fill out the other fields down the page as indicated.

‘Title: |Dapartment News Title 1
Date: | Septernber 14th, 2007

Analysis of funding is inapproriate in this
effort as assets are repurposed in statements
who existance owe their identity to their

Summany: chssurity.
Ajial v 1iEm (vl MlELE] RE R
DOO0DBR =E=s==s= 0000 b0 @

Erterprize engenderment accelerates intistive platforms, reducing staffingcomponents,
inteqration of technical accessibiity, resuting in battarn line pluralizms, benefit-wise.
Incicdertal re-sizing staff requirements through attrition can be sccelerated by paridigm
zhifts and focusing on core suitability and crozs-training.

MWarketing teams input produce cross purpozsing in views of goal alignments due to
knowvlege paucity, necessitating warkflove education and arientation. Media sourcing az
an acguiztion strategy iz counterproductive inoa internet environment in vidtual
component methodology . Imaging through idealz rather than real world branding, is &
perilous undertaking with negative results. Branding stratedies generating motion as
activity withawt reproducible results iz a ultimately futile effort it left in place.

Content: |2nalysis of funding is inapproriste in this effort as assets are repurposed in statements
whio existance owe their identity to their abzcurity . Obfuscation of responsibility
underlines these offerings, whose primary function is to generate revenue and
secondarily to zhift accountahilty downstream.

HTML Editor

As you can see in the screen capture above, the “Content” field (which is the long or detailed description
for this item) includes a HTML Editor that enables you to add special formatting to the content in this box.
Working with this editor is very similar to using Microsoft Word. You can do everything from bolding,
italicizing and colorizing text to creating charts, adding links and including photos. The operations of this
editor will not be covered in this manual, but please note that the “Insert Image” tool ties directly into the
“Photo Library” so that you can quickly drop photos and graphics into your page layout.
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Including Special Photos & Files

You may be presented with option to include special photos or files with this item. Click on the “Photo
Library” button (as shown in this example) or the “File Library” button (as it is availed) and browse for the
image (in the Photo Library) or file (in the File Library) you wish to attach. Select that image/file and the
system will automatically do the rest for you.

nane

Photo 1:

Do you want to display this entry on the LIVE site 2:

® Lve O TEST

Do you want to HIGHLIGHT this item#:

Cvs ® no
‘Start Date: | 09/13/2007
‘Expiration Date: |09/13/2025

Sort Order: |10 {numeric value only)

T EACGK TO TOF

Live & Test

Every item has the option to be assigned to the “LIVE” or “TEST” environment. This is a very powerful
option and will be discussed further in the following pages of this manual.

Start & Expiration Dates

The “Start Date” and “Expiration Date” for an item dictates when that item will be displayed on the site
and when it will come off. The MySite system will put the items on the web site when you want them to go
on, and it will take them off when you want them to come off. These dates also dictate whether an item
will display in the highlight panel as well.

Sort Order

Give the item a Sort Order value. The “Sort Order” is a numeric field that enables you to tell the system in
which order you wish for the items to display on the screen. The system will sort the items from lowest
Sort Order number to the highest. It is suggested that you increment your sort order values by 10 so that
you can easily add a new item later and drop it in sequence without having to renumber all the other
items in its category.
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LIVE vs. TEST Environment

A very special feature of the MySite system is how it supports both LIVE and TEST environments. The
LIVE environment is what the “public” sees, and the TEST environment is for administrators only.

Content items can be assigned to either the LIVE or TEST environment through the Smart Editor tools.
The site in LIVE mode will show content items that have been “turned LIVE” while the site in TEST mode
will show content items that have been assigned to LIVE AND TEST. This enables administrators to
review the content items on the site before they are availed to the public—or an effective way to remove
an item from “public” view without deleting it completely from the database.

You can assign any content item to either the LIVE or TEST environment by changing the toggle option
on its create or edit screen.

Do you want to display this entry on the LIVE site 22
® uve O TEST

To view the content items in the TEST environment on the site, you must first login to the MySite
Administrator and then visit the web site. An orange bar should appear at the top of every page. This bar
indicates that you are an authorized administrator for the site. This is also the bar that enables an
administrator to toggle the site between LIVE and TEST mode.

The orange bar in particular indicates that the site is currently in LIVE mode. You will see what the
“public” sees in this mode. Click on the “VIEW TEST SITE” button in this orange bar to toggle the site to
TEST mode.

LIVE environment (logout)

news links/application sUrveys locations open forum career center

PANY

Pull up a chair...
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In TEST mode, the bar is gray in color. Since browsers have a tendency to cache (or remember) pages in
their previous state, you may need to hold down the SHIFT key on your keyboard and click the refresh
button in your browser to view the altered state of the page.

To toggle back to the LIVE environment, click on the “VIEW LIVE SITE” button.

TEST environment LLLIS) (e e sie

news links/application surveys locations open forum career center

Pull up a chair...

DIVISIONAL SUPPORT

PLEASE NOTE: If you logout as an administrator (closing the browser will automatically log you out), the
site will automatically be reverted to LIVE mode.

© 2009 iGroup Studios, Inc. All rights reserved. | page 22



MySite Instruction Manual for Administrators

Web Site Structure Tools—Creating Pages

To create a new page on your web site, go to the “Web Site Structure/Pages” tool, and click on the
appropriate “CREATE” button.

If you want to add a new page to the global-level, simply click on the “CREATE” button at the top of the
page. To add a new page to the secondary- or tertiary-level, click the “SHOW?” button(s) next to the page
name under which you wish to add the new page. Clicking on the SHOW button will reveal a CREATE
button that will enable you to add a new page to the next level.

mysliie

administrator [ FRAMEWORE

CONTROLE

CREATE GLOBAL-LEVEL PAGE FTE

STATUS i SORT ORCER

Main Hav

~HioE & Abouwut Us | W pELETE

IR R LTER R gl S CREATE SECONDARY-LEVEL PAGE

CATEGORY H i SORT ORCER

e rsHow @ Our History e 10 i = DELETE
o psHow @ Our Mission E i 20 EDIT DELETE
wex wHiDE i Cur Staff E ] oI DELETE

EPIRECIEIR A  CREATE TERTIARY-LEVEL PAGE
STATU=S ORT ORDCER :

aLs
i i 10 EDIT DELETE
psHow & Contact Us E 40 EDIT DELETE

ek ek i@ Join Our Team

vouma @ Online Stare Cetors frontt Al B AR (M erer T meeE
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Creating a new page is a two-step process. The first step is to define the “source type” which ultimately
determines where the content for this page comes from and how that content is managed.

T

I | Iy + Logout

i w —
ad m | n [ St I'atO r [ FRAMEWORKE E-COMMERCE 1 E-MANAGEMENT #
COMTROLE 0 ] COMTROLE

COMTROLE

ROL

Framewark Contrals » Create F’age (ztep 1 of 2

<< BACK TO LISTINGS [Bolded dezcriptions denote required fields.)

The Source Type determines where the cantent for this page will he drawn from. Select an appropriate source
type fram the dropdown below and click an the "MEAT" button helow to continue to the configuration screen where
wau will define the properies and characteristics ofthis padicularweb page. Use the "Source Type Hints" below if
wou need futher explanation af the available options.

Source Type: | Select One M

Static Page

Database

External YWeb Page
Internal Weh Page

Online Storef/Catalog Fage

CAMNCEL HEXT
+EACE TO TOF

Source Types

STATIC PAGE: This source type enables you to create your own HTML-formatted content as a separate
“include” page—a perfect way to create your own “modules” and online forms.

DATABASE: This source type enables you to create your own content. The content is stored in the
database and is edited through the “Direct Edit” process.

EXTERNAL PAGE: This source type enables you to link directly to a web page on another web site. The
web page you link to will automatically appear in a smaller pop up window, so that your web site visitor
never actually leaves your site.

INTERNAL PAGE: This source type enables you to link directly to another web page already existing on
your web site.

ONLINE STORE/CATALOG PAGES: This source type enables you to add special Product and Store
Front pages to your online store.
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Page Characteristics

The second step in creating a page is to
m 5 Logout define the characteristics for the page.
Then click on the “SUBMIT’ button at the
bottom of the page.

administrator [ Ao

Framework Controls » Create Page [step20f2)

BACK TO LISTINGS (Bolded deszcriptions denote required fields,) 1) LI NK NAME' bUtton tEXt
Base Page berails ) 2) ADD LINK TO: name of
Link Hame: o wew parent page

Add Link To: | Qur Staff '
o 3) SOURCE TYPE: type of page
determining how the content for

Source Type: Databas i i
v betaba ‘o this page is deployed and
search Engine Optimization managed

Title Tag:

4) SEO FIELDS: title and meta tag
information that will help optimize
this page for search engines

Wheta Desoription:

5) PAGE CONTENT FIELDS: page
header and content for this page

T 3 3 BT 3

hieta Keymords:

3

Page Content 6) SORT ORDER: numeric value

Fage Header that controls the order in which the
I U s |[Fomtfamiy— [w] - Fontsie- [w] ~Suies-[v] A buttons show in the navigation
= | == [ LESO™|—Q bar—sorts in ascending order

Ly o=

| | ' =

o 7) LIVE/TEST: option that toggles
this page from LIVE to TEST or
TEST to LIVE mode

8) SITE VISITOR PERMISSIONS:
options that enable the admin-
fith istrator to unlock the page for
7 7 public and/or member viewers
pisplay Opfiens AND assign permissions to
Sort v ! I specific groups if the page is a
Do ywou want to display thy ent on the LIVE site’® members-only page
@ LVE O TEST o
Whe i sllowad scceseto s paas: 9) ADMIN PERMISSIONS: enables
@ awmemsersipueLe O & memBers-oNLy O s PUBLIC-ONLY .. .
a master administrator to assign

Permit access only [BLL ] this page to specific administrator
to these Member /|| Ad Server 4

Customer Categories: ||Alumni Upl grou p(S)

Held down the Chilkey o || Carger Opps %5 Prospect
select multiple options. Chapter 1 lﬂ

Wihich administratars will be able to view and edit this page?:

Master Administrator
Admin Permissions: |Adminig
Hold down the Cil key to || Faculty
select multiple aptions. | ity 1 AN Lior
City 2 Administratar M

CRNCEL suemIT

+ERCK TO TOF
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E-commerce Controls

You can use the E-commerce Controls to set up and manage your online store. The following pages will
go into more detail about each one of the special E-commerce features that are available to you.

mysiie

administrator

—
E-COMMERCE MENT #
COMTROLE aLE

eCommerce Controls

Products =+ Belect this tool nowe

Manage all of the products invour online store — create, edit and delete items including descriptions and pricing for
each. Alsa, categarize and sortyour products by defining how and swhere they will appear on your site.

[Product QuickSearch ] [ Featured & Related Products |

Members/Customers + Gelect this tool now
Wiew and manage your membersfoustomers” profile information including their membhber status, usernames and
passwords. Qrganize your customers into specific target market groups.

[Clear Credit Card Infio ]

Groups/Market Segments = Select this tool nows
Define sales categoriesigroups foryour online store (e, Retail and Wholesale) that will enahle you to present
zpecial products and custom pricing to specific groups of customers. MOTE: The sales cateqgories created with
this tool will appear as options in the Products and Customers tools. With these options, you will be able to as=ign
specific customers and products to those categaries, essentially matching types of products and customers to
each other.

Also, uge the categories created throuagh this tool as market segments that vou can assign to your customers —
essentially organizing them into specific target groups. KOTE: The E-card Module plugs inta this module making it
extremely easy to create Direct E-mail Campaigns that can he focussed an padicular target audiences.

Online Orders = Select this tool now
Track all orders placed (by individual customers and your Call Center reps) through your online store. Print gift
cards and envelopes, forward order infarmation onto your Fulfillirment Centers and even manade credit card
processing — all within this easy-to-use order management system.

+EACE TO TOF
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Online Store Setup

The first step in setting up your online store is to create specific “Online Store” or “Catalog” pages for your
site. You will be able to do this through the “Web Site Structure/Pages” tool that can be found under the
“FRAMEWORK CONTROLS” tab. You must set up the pages for your store before you can stock them
with product. Refer to the “Web Site Structure Tools—Creating Pages”  chapter in this manual to learn

more about how to create pages.

If you have purchased the MySite E-commerce Suite, “Online Store/Catalog Page” will be a special
“source type” available in the dropdown selection menu during the first step of creating a page. Be sure to
select “Online Store/Catalog Page” during the first step.

mysiie

ad m i n i St I'ato r [ FEAME'.\.'IJRK E-COMMERCE E'E:LIZEINEE:_E: E-MANAGEMENT ’._n.

ONTROLE CONTROLE CONT CONTROLE

Framework Contrals » Create Page (step 1 of 2

<< BACK TOLISTINGS [Bolded descriptions denate required fields.)

The Source Type determines where the cantent for this page will he drawn from. Select an appropriate source
type fram the dropdown below and click an the "MEAT" button helow to continue to the configuration screen where
vou will define the properies and characteristics ofthis padicularweb page. Use the "Source Type Hints" below if
wou need futher explanation af the available options.

Source Type: | Select One M

Static Page
Database
External Web Fage

1L dllJ 1 l_‘\!‘j
I Online StorefCatalog Fage I

CAMNCEL HEXT
+ERACK TO TOF
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Then, on the second step, define the type of Online Store page you want this one to be.
Your choices are: “Product Display” , “Product Category” and “Store Front” .

T

I | Iy + Logout

A —
ad m | n [ St rato r [ FRAMEWORK E-COMMERCE 23 E-MANAGEMENT #
COMTROLE COMTROLE = COMTROLE

Framewark Cartrals » Create Page (step 2 of 2)

BACK [Bolded descriptions denote required fieldz.)

Base Page Details

Link Hame:

Soeurce Type: NDOOZ - Online Store/Catalog Page

Fage Type: @Pmdu.:t Display I::.W'J'F“rn:-t:lu-:'t Category {:}Stnre Frant(Featured Froducts Fage)

Search Engine Optimization

Title Tag:

Page Types

PRODUCT DISPLAY: This page type is like a store shelf. It is where you will display your products. The
products will appear on the page in a columns-and-rows layout. There will be three columns and four
rows (12 items per page) by default. Your customer has the option to set the page to display up to 60
items on the page at a time. You can assign an unlimited number of products to any given Product
Display page. An automated “NEXT / BACK” feature will enable your customer to browse through any
overflow of product that doesn't fit on one screen.

PRODUCT CATEGORY: The Product Category page type is simply a page that will display links to any
sub-pages created beneath it, enabling you, as the administrator, to organize your store by creating
categories/containers for your Product Display pages.

STORE FRONT: This type creates a page that acts like a doorway to your online store (a cover page to
your online catalog). The special page type enables your to feature (or highlight) special products right up
front—in the “front window” of your store.
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Products Tool

Go to “E-COMMERCE CONTROLS” and click on the “Products” link to access the Products tool. Use this
tool to create and manage all of the products in your online store. Also, categorize and sort your products
by defining when and where they will appear on your site.

The first screen you will see after clicking on the “Products” module link is very similar to the “Web Site
Structure/Pages” management screen. The main difference between the two management screens is that
the “Web Site Structure/Pages” management screen shows an expandable outline of all the pages on
your site while the “Products” management screen shows an expandable outline of only the “Online
Store” pages on your site.

mysiie

ad mi nistrator FRAMEWORE E-COMMERCE

CONTROLE CONTROLE

E-MANAGEMENT
CONTROLE

—
fr

eCommerce Controls » Manage Online Products

Tao manage categoriesipages foryour products, use the “Web Site StructurePages” toals under Framewiark
Cantrals.

= Display Products By Group: |ﬁ-.|| M
= Dizplay Products By Wendaor: .

vsvow Online Store rstore front) LIVE

9 Individual ltam fwisiblea) g Individual tem chidden)
s Fadkage (visible) ﬁ Fackage (hidden)

+ERACK TO TOF
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Creating A New Product

To create a new product for your online store, at least one of the “Online Store” pages must have been
designated as a “Product Display” type. Click through the expandable outline until you find the Product
Display page upon which you wish to assign your new product. Click on the “CREATE” button.

mysiie

administrator

E-COMMERCE
COMTROLE

E-MANAGEMENT
COMTROLE

—
ft

eCommerce Contrals » Vlanage Online Products

To manage categories/pages for your products, use the “Web Site Structure/Pages™ tools under Framework

Zontrols.
= Display Products By Group: |ﬁx|l M
* Display Products By Vendor: | A1l [+ |
~moe Online Store (store front) LIVE
= psHow Best Sellers (category page) LIVE
=2 psHoW Sweaters & Jackets (product display) LIVE
= »nioe Fine Fragrances (product dizplay) LIVE

Displaying Products 1- 3 of 3 ,—\

MAME i SORT ORDER | PRICE: | IMVEMTOR!

- [T | LIvE et [E] oeLeTe

3 :ﬂiﬁ:-ﬂs'u'ﬁonder e S 2:02."15."'10 6
Displaying Products 1- 3 of 3
i b sHow Dress Shoes (cateqory page) LIVE

B Individual ltem fwisible) 9 Individual tem thidden)
ﬂ Fadkage (visible) ﬁ Fadkage (hidden)

+EACE TO TOF
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Creating the product itself is a two-step process. In the first step, you must select a “Product Type”.
Products can be entered as “Individual” items or as “Groupings” or “Packages/Kits”. It is important to
understand that the Groupings and Packages options cannot be used unless Individual items
have been created first.

NOTE: “Gift Certificate”, “Download” and “Subscription” selections shown in the illustration on the next
page are options for Individual products that only come with special MySite E-commerce add-on
components. “Groupings” and “Packages/Kits” are great ways to organize products on your site—to sell
them separately but display them as a group or to sell multiple items collectively as a single package.
These features are currently not covered in this manual, so if you would like more information regarding
these topics, please contact your MySite representative.
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To create an Individual product, select “Shippable” under “INDIVIDUAL ITEMS”.

mysiie

administrator

E-COMMERCE
COMTROLE

eCommerce Cortrals » Create Online Product (step 1 of 2)

<< BACK TD LISTINGS

Product Type

Select a product tvpe and click on the "NEST" button below to cantinue to the configuration screen where you will
define the properies and characteristics of this paticular product.

INDIVIDUAL ITEMS

Any itern that vou wish to display individually swithin your online store OR within any group or package must be
entered as an INDIVIDUAL ITEM.

(& Shippable

O Gift Certificate

) Download (SoftwareDigital Files)
) Bubscription

GROUPINGS

You may want to zell a number of items individually, botwaould prefer to display therm beneath a single imane (like
a tap sirlain steaks that're available in different sizes or quantities) -- rather than as separate items on your weh
zite, The GROLUPIMNGS option is perfect for that. REMEMBER, any individual items that you wish to dizplay within a
group must be entered into the systern as an INDIMIDUAL ITEM (ahove).

) Display ltems As A Group

PACKAGES KITS

Wiith these aptions, you can build packages cantaining any numhber of individual items -- then sell them as a unit.
You can even create packages of specific iterms (Pack-Your-Own that enable vour customers to configure their
it package with their favarite iterms before they purchase. REMEMBER, any individual iterms that you wish to
display within a package must be entered into the systerm as an INDIVIDUAL ITEM (above).

) Pre-defined Packagelkit
) Pack-Your-Own Packageikit

CHAMCEL MEXT

+EACE TO TOF
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I I Iy = Logout
—

administrator

ECOMMERCE
CONTROLS

sCommerce Contrals » Create Onling Product step2 or)

BACK (Bolded descriptions denste raquired fislds.)

Product Details

Pagx: Fine Fragrances

To move this produst to another page, simply select the new page name from the HIGHLIGHTED options in
the diopdown menu below. The highlighted options in the menu are walid product display pages. The gray
options are categany pages — i help illustiate the path of the praduct display pages.

Move To: | Select A New Page

Froduct Type: Individual Item {Shippable)

Product Group: | Retail
vendor: | None/General

Product Hame:

SKU #: o

It no SKU # is entered, the database’s automatic ID will be used instead.

Short Deseription:

B 7 U smc|[-Fortfamiy - [v]-Fontsize - [w] - Gyles - [w]| A +

== | E S | L8 Fem|—Q

SEE] | a ===
Long Description:

Fath

Actual Price: § |0.00

To emphasize the Actual Frice (i.e. as a special, close-out or discounted walue), enter a strike-through price
On the product display pages, the Strike-thiough Frice will be crossed out, and the Actual Price will be given

visual praminence.

Strike-threugh Price: 3 (0,00

Example: $43-35 $14.95

For Fulfillment Center Purposes:
Cest: 50,00

PLH:$ | None (PackagingiLabarHandling Expanses)

Product Photo

Phota:
Thumbnail Phote:

Product Options

I this a taxable produc

Cves @no

Do you want to display this product on the LIVE site’

Cve @ tesT

Select Hidden" if you do notwant | appear as an individual item forsale on yoursite
@ wisiete O HopEn

o

Start Date:

Expiration Date:

Sert Order: 07 (numericwaluz only)

SUEMIT

+EBACK To TOR

The second step in creating a new product
is to define its characteristics. Then click
on the “SUBMIT’ button at the bottom of
the page.

1) MOVE TO: use this option to move
the product to a different Product
Display page

2) PRODUCT GROUP: assign this
product to a specific group or market
segment

3) VENDOR: manage your products by
organizing them by vendor

4) PRODUCT NAME & SKU: give the
product a name and assign it a
unique SKU

5) SHORT DESCRIPTION: a brief
explanation of the product that
shows on the thumbnail page

6) LONG DESCRIPTION: a long
description of the product that
appears on the detail page

7) PRICES: enter actual and “strike-
through” prices for the product—the
actual price is the cost that will be
charged to the customer who
purchases the product

8) FULFILLMENT CENTER INFO:
options available for fulfillment
center purposes

9) PHOTOS: assign specific thumbnail
and detail photos of this product
directly from the Photo Library

10) TAXABLE: indicate whether or not
this product should be taxed upon
purchase

11) LIVE / TEST: toggle this product
from LIVE to TEST mode and back

CONTINUED ON NEXT PAGE
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12) VISIBLE / HIDDEN: decide whether or not you want this specific product to be shown and sold
individually in your store

13) DATES: tell the system when you want this particular product to appear on the site and when you
would like it to come off

14) SORT ORDER: numeric value that controls the order in which the products appear on the page—
sorts in ascending order

Editing A Product

To edit an existing product, go to the Products tool and click through the expandable outline until you find
the product listing you wish to edit. Click on the “EDIT” button for that product. You will be presented with
a screen similar to that which you used to create the product. Make changes on this screen, and click the
“SUBMIT” button at the bottom of the page to commit your updates.

T

I | Iy + Logout
FR: E'E

administrator

E-COMMERCE
CONTROLE

—
fr

E-MANAGEMENT
CONTROLE

eCommerce Contrals » Vlanage Online Products

Tomanage categories/pages foryour products, use the “Web Site Structure/Pages™ tools under Framework

Controls.
= Display Products By Group: |ﬁ-.|| M
= Display Products By Wendorn:
»moe Online Store (store front) LIVE
== pzHow Best Sellers (category page) LIVE
wek bsHOW Sweaters & Jackets (product display) LIVE
= »Hioe Fine Fragrances (product display) LIVE

Displaying Products 1- 3 of 2

| = Click on this"CREATE" button to add a new product to this page. CREATE |

MAME ! SORT ORDER | PRICE: | IMVENTORY | | = = i TooLs

LIBEADTE ¢ §:010504 7| ceLeTE
8 Maple Wfander e | oomsin |

FG195-32 : : ¢ 50010504 ] eoit  [[F] cecete
8 Jasmine's Best an ; §45.00 CE ozMsM0 D |ﬂ

GL78-56 ¢ 51010504 eoiT  [@)] oeELETE
8 Gift Certificate i = il | £ oznano | I (0D @

Displaying Products 1- 3 of 3

=k psHow Dress Shoes (category page) LIVE

9 Individual ltem fwisible) g Individual tem chidden)

ﬂ Fadkage (visible) ﬁ Fackage (hidden)
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Product Quick Search

As an administrator, use this tool to find a product in your online store quickly. You can access this tool by
clicking on the “Product Quick Search” text link located just under the “Products” tool description.

Featured & Related Products

Use this special tool to assign existing products as Featured Items on store front pages or as Related
Products on product detail pages. You can access this tool by clicking on the “Featured & Related
Products” text link located just under the “Products” tool description. Instructions for how to use this tool
are not currently offered in this manual. Please contact your MySite representative for more information.

Member Management System

Please refer to the “Groups/Market Segments Tool” and “Members/Customers” chapters of this manual to
learn more about this feature. These tools are what comprise the complete Member Management System
for the E-commerce Suite.
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Online Order Management System

Track all orders placed through your online store. Download comprehensive order reports. View
specific orders and manage payment options—all within this easy-to-use order management system.
Go to “E-COMMERCE CONTROLS” and click on the “Online Orders” link to access this tool.

First, find a specific order or generate a list of orders using the special search feature (see
illustration below).

mysiie

administrator

E-COMMERCE
CONTROLE

E-MANAGEMENT
CONTROLE

eCommerce Controls » QFers Search

Search By Date:

FRIIIM:| | E
TD:| | ﬁ

Search By Order ID:

Search By Customer Last Hame:

Search By Promotional Claim Code:

Search By Gift Centificate Code:

Search By Portal {referrer):

|N|:|ne M

D Show Only Orders That Hawe Mot Eeen Processed

+ERACK TO TOF
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Any results in the database that match your search criteria will appear in a quick list as seen in the
following illustration. Click on the “DETAILS” button for each order on the list to view its details.

mysiie

administrator

—
E-COMMERCE #
COMTROLE

E-MANAGEMENT
COMTROLE

eCommerce Contrals » Qrcders Search Results

<< SEARCH AGAIN o Download Lata File

“fou searched for: DATE FROM: 10012007

FROCESSED | | ORDERID | CUSTOMERID | MAME | ToTAL ToOLS
% Ho HoesnioT i 18 165 {David Sutter $55_ DELETE

® Mo MoiEonTi o 1T 164 i David Sutter {5551 MeigggetETrILS [F] DELETE

DELETE

® Ho foiEonTi 11E 163 i David Sutter ¢ g55.10) [ ceAws

Grand Total {hot including amy woided transactions): $165.30

|— Thiz caler indicates orders with WOIDED Transactions.

The PROCESSED column in the grid on this screen indicates whether the payment for each order has
been processed or not. If your system is integrated with your merchant processor’s gateway payment
processing system, the PROCESSED indicator will automatically be set to YES for payments that go
through successfully. If your system is not integrated with an automated processing system, orders can
still be received. However, payments will have to be processed manually behind the scenes. If this is the
case for you, please note that you can manually toggle the PROCESSED indicator on this screen from
NO to YES (or vice-versa) by clicking on the icon (“X”) in the PROCESSED column as a way of keeping
track of which orders you've processed and which ones you haven't.

<< SEARCH AGAIMN o Download Data File

“fou searched for: DATE FROM: 10012007

DATE | ORDERID | MERID MAME

% Na Mosmonrl d1e 165 ‘David Sutter ¢ 35510 [ oAz [F] cecete
MogEoanTi o 1T 164 i David Sutter i ga5.10 ! |Gl ceTAs |E] peceTe
fomonri o A1E 163 {David Sutter ¢ 35510 [ cetews[E] cecere

Grand Total {hot including amy woided transactions): $165.30
D Thizs colar indicates orders with WOIDED Tran=sactions.

+EBACKE TO TOF
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The order detail page breaks out specifics of the order including: the list of products ordered, prices and
order totals, billing and shipping addresses and payment information.

mysiie

administrator

E-COMMERCE
CONTROLE
eCommerce Cortrals » QFder Detail
<< SEARCH AGAIMN
< BACK TO LISTINGS
Ordar Murmber: 118
Order Date: Oct 30, 2007 10:14 PM
SUB-ORDER #: 118-1
SHIF TO: David Suiter Standard Delive
iGroup Studios, Inc.; 305 Roland Drive; Papillion, HE 63046 Yy
402.555.5555
Fa195-32 {Jasmine's Best ga4s,000 1 $45,00
hipping & Handling | 46,95
Sales Taxé $3.15§
SubTotal | $55.10 |
TOTAL $55.10
GRAND TOTAL | $55.10
Billing Info Paymenrt Info
David Sutter credit Card: Wisa - ¥*¥¥*¥1111 - 1107

iGroup Studios, Inc.
905 Roland Drive
Papillion, HE 62046 TRAMSACTION TERMIMAL
402.555.53555
dsutter@igs2.com

CCTRANSACTION STATUS:

i This order has not been processed.

{ Click on the "PROCESS" hutton &t the left to
| perfarm the credit card transaction now.

TRANSACTION ID:

Curent Fayment Type: Credit Card

FLEASE NOTE: This option will not be available on any
Credit Card orders that hawve a3 TRANSACTION ID assigned
to them.

+EACE TO TOF
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Manage Payment Information

The order detail page is integrated with PayPal's PayFlow Pro gateway credit card processing service. If
an order has been processed and paid for via credit card, you can use this feature to VOID the order if it
was processed within the restricted amount as noted by PayPal’'s PayFlow Pro guidelines. If the order
has NOT been processed, you can use this feature to enter the credit card number and submit it to
PayFlow Pro for immediate processing. This feature can also be used to keep track of orders paid for by
other methods including check or invoice. NOTE: this system will not automatically process checks or
invoice orders, it simply provides you the opportunity to track check and invoice numbers if you decide to
collect on orders in that manner outside the reach of the web site.

Paymert Info

Credit Card: Wisa - ¥%¥%¥1111 - 1107

TREANSACTION TERMINAL

CCTRANSACTION STATUS:
i This order has not been processed.
{ Click on the "PROCESS" button st the left to
| perfarm the credit card transaction now.

TRANSACTION ID:

Currant Fayment Type: Credit Card

FLEASE NOTE: This option will not be available on any
Credit Card orders that hawve a3 TRANSACTION ID assigned
to them.
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Download A Report

To download a data file of the results, click on the “Download Data File” link. This will compile the
information into a CSV file and prompt you to SAVE it to your computer. The system will automatically title
the file for you, but you will have to option to title it whatever you'd like before you download it. Once the
file is saved to your computer, open it up in a spreadsheet program to view and manipulate the data.

T

mysiie

- | File Download —
admir — 5-r-1.-'a.r4.-'a.-:~Er-1guT 1

CONTROLE

Do you want to open or save this file?

gCommerce Contro % Mame: DataFile_092407.csy

Type: Microsoft Excel Comma Separated Yalues File, 202 ...
= SEARCH AGAIMN . » Drovnload Drata File
From: v, igstest.com

“ou searched for: DATE

Open ] l Save l [ Cancel
# Ho Sngsnan nz-rnu_s DELETE
X Ha 102000 DETAILE |5 DELETE
: While files from the Intermet can be useful, some files can potentially
b4 H . DETAILE [ DELETE
He 11000 @ harm your computer. |F pou do nat trust the source, do not open or
zawve this file. Whal s the nsk?

|— Thiz caler indicates orders with WOIDED Transactions.

+ERACK TO TOF
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E-business Controls

The tools available under the E-business Controls tab are generally back-end, administrator tools that
empower you to manage web site data and monitor web site performance in many different manners. The
tools in this area are only available to Marketing Administrators.

The following pages will go into more detail about each one of the special E-business features that are
available to you.

mysiie

ad m i n i St rator R 3 E-COMMERCE E-BUZINEZE E-MANAGEMENT

CONTROLE COMTROLE CONTROLE

eBusiness Controls

Members/Customers =+ Select this tool now
Yiew and manage your membersioustomers” profile information including their member status, usermames and
passwards. Organize vour customers into specific target market groups

Groups/Market Segments + Select this tool nows
Define market segments that you can assign to your customers — essentially arganizing them into specific target
groups. MOTE: The E-card Module plugs into this module making it extremely easy to create Direct E-mail
Campaigns that can be focused on padicular target audiences.

Online Surveys Module * Select this tool nows
This is awvery powerful toal that enahles you to create your very ovwn online surveys. Questions can be Yesito,
Multiple Choice ar Open Text. The paricipants' data is compiled, summarized, measured and graded for easy
assessment of the results.

Web Site Traffic Reports ~ Select this tool nows
Generate vaur own web site traffic reports. Calculations are hased upan the number af"unigue” visits to each
pade onyour site, therefare determining which pages are the most (and least) popular is easy and accurate. Also
track the shopping hakits of your custormers, both members and non-members —what they are buying and which
pages they are huying from.

+EACKE TO TOF
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Groups/Market Segments Tool

The first tool that you should be aware of in this section is the “Groups/Market Segments Tool” because
this administrative feature sets the foundation for nearly all the other marketing tools under this tab and
beyond (but that information will come later). For now, we’ll focus on how this feature works with the
other tools available to you in this section.

Go to the E-business Controls tab, and click on the “Groups/Market Segments” tool. Below is a screen
capture of the main “Groups” landing page in your MySite administrator. This is a tool for creating and
managing groups that can be assigned to members and pages. These groups (or categories) enable you,
as an administrator, to organize and manage your member database (see Members/Customers Tool on
the following pages for more information)—and the MySite system can feed off these groups in other
areas to help you more effectively communicate back-and-forth with your web site visitors.

By default there is a “group” entitled “Message Board Member”. This is a group designation automatically
tagged to every person that creates a membership/login to participate in the “Open Forum” section of
your site. Then, within the Members/Customers Tool, you will be able to find, monitor and manage those
“memberships” whenever necessary.

Also, this tool becomes very powerful in the way that it relates to the Online Survey Module. Every time
you create a new online survey with the Online Survey Module, the system automatically creates a hew
“Group” specifically tied to that survey. Then as people participate in the survey, their information can be
collected—it will be stored in the database and automatically tagged with the corresponding survey
identifier so that you, as the administrator, can generate a list of all the participants for each survey
through the Members/Customers Tool.

™

I I Iy = Logout

administrator

E-COMMERCE -Eill i E-MANAGEMENT
CONTROLE 0 & CONTROLE

eCommerce Cartrals » Vl@anage Groups

The sales categaries below ARE the Product and Customer Categories {appearing in the Products and
Customers toalsh that will enable you to arganize your products and segment vour customers.

MAME TooLs

=Click on the "CREATE” button to add a new sales categony. CREATE |

General Member{assign to all) EDIT
General Group 2 et &) ceLeTe
hieszage Board Member EDIT
Sample Sunrey Paricipant eoiT | DELETE

T EACK TO TOF
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Members/Customers Tool

The previous page notes many of the practical applications for this tool as it's associated to other
e-business tools and features within the MySite system. It can have many practical applications for your
business on its own as well. Here’s how it works:

Creating & Managing Member Records

Go to the E-business Controls tab, and click on “Member/Customers” tool. The landing page for this tool
is a powerful search feature that enables you to build specific lists/reports of members in your database.
You can search by all sorts of criteria including membership date, e-mail address, name, group and more.

mysiie

ad mi nist rator FRAMEY |'IF!_H E-COMMERCE -BUZINESE E-MANAGEMENT

COMTROLE CONTROLE 0 & CONTROLE

eCommerce Controls » oealCh For Customers

*Clidk on the "CREATE" button to add a new custemer. | [[J] ererTe

Search By Membership Date:

FRDM:| | E
TI:I:| | @

Search By E-mail Address:

Search By Customer Last Hame:

Search By Member Username:

| |
Search By State:

|N|:|ne I:l

Search By Customer Categorny:

|N|:|ne M

Search By Approval Status:

|Apprwed and Unapprowved Customers tl

+EACKE TO TOF
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The group or category names that appear in the “Groups/Market Segments Tool” show up in the “Search
By Customer Category” dropdown menu on this search screen. Use this criteria to restrict the results of
your list to only members who belong to one of these groups. For example, if you are looking to see how
many total participants you currently have signed up for your “Open Forum”, you can select “Message
Board Member” in this dropdown and the results page will only list members who are currently assigned
as an “Open Forum” participant.

Search By State:

Maone M

Search By Customer Category:

Mone M

................ Mone
General Group 2

General Member (assign to ally 1
Messace Board Member

................ Samﬁle Survey Paricipant
T EACKE TO TOF

Please note: the more search fields you fill in, the more refined your search results will be.
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The results page for this tool will provide you a quick list of all the member records that match your search
criteria. From this page, you have many options. You can create a new member; you can edit or delete an
existing member; and you can download a detailed report of the results.

mysiie

administrator FRAMEWORY ECOMMERCE

CONTRO CONTROLE

E-MANA

E-El MENT
CONTRO COMTROLE

eCommerce Cantrals » Vl@anage Customers

<< BACK #» Print These Results | » Download Data File

You searched far:
Custormer Category: Message Board Member |

Displaying Results 1- 1 of 1

* Click on the "CREATE" button to add a new sustamer. | SREATE

MAME OMERID £ A i USERMAME |

DELETE

David Sutter 106 {00507 0110 PM | dsutter
Displaying Results 1 -1 af 1

|_ This color indicates customer accounts that hawe been deletedfde activated.

|_ Thiz color indicates customer accounts that are Unapproved.

+EBACKE TO TOF
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Managing each members profile record is simple. Click on the “CREATE" button and fill out the online
form to add a new member to the database. If you wish to edit an existing record, click on the “Edit”
button for that record. Update any fields of information that need to be changed and click “SUBMIT".

NOTE: to organize and/or group your members, you can assign each member record to one or more

of the groups/categories that are shown in the “Customer Categories” scroll box near the bottom of the
edit screen.

mysiie

administrator

E-COMMERCE B E-MANAGEMENT
CONTROLE 0 CONTROLE

eCommerce Controls » Edit Customer Record

<< BACK (Bolded dezcriptions denote required fields.)

User Hame: | dsutter |

Password: ||||||| ‘

Confirm Password: ||||||| ‘

First Hame: |Da\-'id

Last Hame: |Sutter

Addrass: |

City:
State:| Select One M
Zip Code: |

Campany Name:| |

Phone:| |

E-Mai|:|dsuuer@ig52.cum |

Opt Out Status: (O port Send E-cards (8 Send E-cards

Approval Status: {E} Approved (:) Unapproved

MOME

Customer Categories: |General Group 2

Hold down the Chil key to | General Member (assign to all)
zelect multiple options. MESSEI.QB Board tMember

Sample Survey Farticipant

CANCEL SUEHMIT

T EACK TO TOF
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Deleting Member Records
To remove a member record from the database, click on the “Delete” button next to that record on the
landing page. You will receive a “warning” screen like the one shown below. On this page, you have two
options for deleting a record:
1) click “OK” which is a “soft” delete
OR
2) click “Clear From Database” which is a “hard delete”.

A soft delete will DISABLE or DEACTIVATE a member record. The information remains in the database
so that other processes can still reference the information as needed.

A “hard delete” permanently and completely removes the record from the database. Only use this method
if you are sure that this record has no ties back to any other MySite system modules.

mysiie

administrator

E-COMMERCE -E:ll E-MANAGEMENT
CONTROLE 0 CONTROLE

eCommerce Controlz » Delete Customer

You'we selected to delete the account for d d (Customer ID: 1200, This action will permanently remove this
person's information from the database.

(a] 3 CAMNCEL CLEAR FROM DATAEASE

T EACK TO TOF
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Downloading Member Data File

To download a data file of the results, click on the “Download Data File” link. This will compile the
information into a CSV file and prompt you to SAVE it to your computer. The system will automatically title
the file for you, but you will have to option to title it whatever you'd like before you download it. Once the
file is saved to your computer, open it up in a spreadsheet program to view and manipulate the data.

The data file contains the following member information: customer ID, first name, last name, address, city,
state, zip, phone number and e-mail address.

™

I I Iy = Logout
FRAM

administrator

E-COMMERCE EEUSINESS E-MANAGEMENT
CONTROLE CONTROLE CONTROLE

noa £ A

-,

File Download =

<< BACK o Covunload Crata File
Do you want to open or zave this file?

eComrmerce Contral

You searched for:
Custorner Category: If Ea Mame: MembersDataFile_092407, csy

Type: Microsoft Excel Comma Separated Yalues File, 202 ...
Displaying Results 1

|
_ Open ][ Save ][ Cance ]

Crawid Sutter

Fram:  www,igskest, com

Displaying Results 1 Wwhile filez fram the Intermet can be useful, some files can potentially
harm your computer. [F you do not brust the source, do not open or
D Thiz color indicates

zave thig file. whal's the nzk?
D This colar indicates

+EBACKE TO TOF
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Online Surveys Module

To use this feature, go to the E-business Controls tab, and click on the “Online Surveys Module” tool.

The landing page for this tool will display a list of all the surveys you've created—if there are any. There
are two primary steps to creating surveys: 1) set up the shell for the survey by defining its general
properties and 2) create the questions for the survey.

Start by clicking on the “CREATE” button at the top of the page next to the text that says, “Click on this
‘Create’ button to add a survey.”

mysiie

ad mi nist I'atOI' FRAMEWORK E-COMMERCE EBUZINEESE E-MANAGEMENT

CONTROLE CONTROLE CONTROLE CONTROLE

eBusiness Contrals » Ml@anage Online Surveys

| *Click on this "CREATE" button to add a survey. | ([ oremTe

SURWEY MAME TOOLE

? “resfMo Queastion Type

? TruelFalse Question Type

? Open Text Question Type

? Multiple Choice Question Type
= Question Required

o Question HMOT Required

+EBACKE TO TOF
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Setup The Survey

The next three pages in this manual show the setup screen. The first part of this screen enables you to:

A) Quickly and easily add customer information fields that can collect participant name, address, etc.
You can choose to include any of the basic information fields in the list and even require them to
be filled out if you wish. The MySite system will automatically store this information in the
Members/Customers database and tag the record as having been a person who participated in
this particular survey.

mysiie

ad mi nist I'atOI' RAM i E-COMMERCE E-EUZINESE E-MANAGEMENT

CONTROLE CONTROLE CONTROLE

eBusiness Cantrols » Create Online Survey

<< BACK TO LISTINGS (Bolded descriptions denote required fields,)

IMPORTANT: The canfiguration of this page will change based upon your selection for the first aption below, so
please he sure to make that selection BEFORE entering any other information on this page. Chandging the YESMO
value afteryou've entered other information on this page may resultin the loss of that infarmation.

Doyouwantto collect and save each padicipant's profile infarmation for this survey inta the
membertustomer database?:

DA NG

Include As Include As Cro Mot Fiald Hame
Reaquirad HOT Raquirad Include
® [ &) & First Mame
& ® & Last Marne
O O ® | Company
& ] & Address
O O ® ity
e & ) State
O O ® Zp
e & ) Fhane
O] iy i Email
e &) ) Birth Date
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B) Enable the system to only permit one participant to take the survey per computer—per day.

C) Tell the system whether or not to automatically display the results of the survey on the
confirmation screen after each participant takes the survey.

@] O ® i Company
e ] ) Address
© @] ®  City

e ] ) State

@) O ® i Zp

e ] ) Fhane
® [ ! iy Email

O 0 @ | Birth Date

Do you weant to allow 3 single individual to padicipate in this survey more than once?:

O vES ® MO

IMPORTANT NOTE: [T“NO™ iz selected, this security feature will allow paricipation in the

survey fram each computer QMDY once per day.

Do wou want to reveal the results of this survey to paricipants after they take the surey?:

O vES ® MO

SurveyForm Name: ‘ Sample Survey

Intro message cah go here.,

Intro Message:
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On the bottom portion of the setup screen, you will title the survey and enter your own introductory
message to welcome the participant. You can also enter your own success message—the message that
appears after a person successfully completes the survey. A start and expiration date, the dates this
survey will be available, are required.

Do you weant to reveal the results ofthis survey to paricipants after they take the surey?:

SurveyForm Name: ‘ Sample Sursey

Intro message cah go here.

Intro Message:

Thank wyou for taking our survey. Your participation
iz appreciated.

Success Message:

File: | | ==
File Link Text: | |
File Message:
Start Date: | 09/24/2007 |
Expiration Date: ‘DE’I,-'EEL."EEI[I? |E

CAMNCGEL SUEHMIT

+EBACK TO TOF
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Create The Questions

Once the survey has been successfully set up, it will appear on the landing page. Now for the next step:

adding the questions. Click on the “SHOW” button next to the Survey Name.

mysiic

= Logout

administrator

EBUZINEESE
CONTROLE

eBusiness Contrals » Ml@anage Online Surveys

E-MANAGEMENT

| =Click on this "CREATE" button to add a sunwey.
SURMEY MAME f

. S:09ME07

> kEHOW Sample Survey " E:narzamy

? “fesfMo Question Type

? TruelFalse Question Type

? Open Text Question Type

? Multiple Choiee Question Type
= Question Requirad

o Question HOT Required

+EBACKE TO TOF

CREATE

TooL:s

ecit [

DELETE
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The area beneath the Survey Name will expand to reveal the questions (if any) and controls to create and
manage them. To add a new question to the survey, click on the “CREATE” button following: “Click on
this ‘Create’ button to add a new survey question.”

mysiie

administrator

EBUZINEEZS E-MANAGEMENT
CONTROLE CONTROLE

eBusiness Contrals » Ml@anage Online Surveys

w-- view all surveys

=Click on this"CREATE" button to add a sunvey.

‘E% HAME

¢ 5:0eMEMaT
- i ‘ EDIT || DELETE
HIDE  Samiple Survey ©E: 092207
popup link: |Ja\raScript:Description(‘hﬂp:.l’fmm.m.igstes WIEN )
RESULTS
diract link: |ht'lp:."."w.ru.ru.igstest.cnm."n:-rnnium_intrane| |_ WIEW
CUESTION | SORT ORDER TooLs

| *Click on this "CREATE" button to add a new survey question. CREATE |

? m 1. Do you like blueT™ 10 EDIT |-_:| CELETE
? o 2. by favarite colaris blue. 20 EDIT |-_:| DELETE
? o 3. Indicate what your favorite color is. 20 EDIT |-_:| DELETE
? m & Wrhat is wour favarite color? <0 EDIT |-_:| DELETE

? “resfMo Queastion Type

? TruelFalse Question Type

? Open Text Question Type

? Multiple Choice Question Type
= Question Required

o Question HMOT Required

+EACKE TO TOF
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To create a question, first you have to select the Question Type. You can choose from “Yes/No”,
“True/False”, “Open Text” or “Multiple Choice”.

mysiie

ad ml nlst ratl:ll' iy i E-COMMERCE EEUZINEESS E-MANAGEMENT
0 3 CONTROLE CONTROLE

CONTROLE

eBusiness Contralz » Create Survey Question

< BACK TOLISTIMNGS [Bolded dezcriptions denote required fieldzs.)

Cuestion Type: | Select One M

Select One
“esi{MNo
+EBACH T TOF Tru E;"FEHSE

Open Text
kultiple Choice
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Each selection will present you with an online form to fill out the appropriate bits of information for each
question. NOTE: Multiple Choice question types allow you to include up to 12 different choice options.

mysiie

administrator ECOMMERCE EBUSINESS E-MANAGEMENT

CON L= CONTROLE CONTROLE

eBusiness Contrals » Create Survey Question

<< BACK TOLISTINGS [Bolded dezcriptions denote required fieldz)

Ouestion Type: | “esiMNo M

| el L] Bot [v] v OOEOCBOO
BEES §E|.|.....

Cuestion:

Survey: | Sample Survey M

Sort Order, I:l(numeric walue anlhy

Field Required? (3 vEE @& MO

CAMCEL SUEMIT

+EBACKE TO TOF
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Participate In The Survey
On your web site, the surveys will automatically show up in a list on the “Surveys” page.

news links/application locations open forum career center

QO PANY

DIVISIONAL SUPPORT

Analytics Intelligence Group S u rveys

Corp. Infarmation Technology
Finance/Accounting

HR/Training

Sample Survey

Caviar lLsury symphony blissfull pearl society genuing lifestyle, rare de-jour purebred. Champaone private member presidentizl
Infarmation Systems status educated wishlist pedigree, world topiary member property sterling ornamental. Briliant, impresario club toswnhome

. caviar cuisine. Member, doctoral aristocratic echelon crafted member. Purebred architectural dynasty noble elegant,
Marketing champagne hutler architectural, doctaral wishlist wealth educated. Houzekeeping, champagne pleazure architectural, butler
Legal acumen university, gifted le cigar symphony, aristocratic saphire, briliant.

--ntake this survey
Operations Support

Perfarmance Enhancement Group

MKT SERVICE ORGANIZATIONS

Business Markets
Communications
Financial Services
Government

Healthcare

To view or take the survey, click on the “take this survey” link.

© 2009 iGroup Studios, Inc. All rights reserved. | page 57



MySite Instruction Manual for Administrators

Fill out the fields and click “SUBMIT” to participate in the survey.

news links/application locations open forum career center

QO PANY

in The Neighborhood

Analytics Intelligence Group S u rveys

Corp. Infarmation Technology w-- view survey list

Finance/Accounting Sample SUNGV

HR/Training Caviar luxury symphony blissfull pearl society genuine lifestyle, rare de-jour purebred. Champagne private member presidential

Infarmation Systems atatuz educated wishlist pedigree, world topiary member property sterling ornamental. Brilliant, impresario club townhome
caviar cuisine. Member, doctoral aristocratic echelon crafted member. Purebred architectural dynasty noble elegant,

Marketing champagne butler architectural, doctoral wishlist weslth educated. Housekeeping, champaone pleasure architectural, butler
egal acumen university, gifted le cigar symphony, aristocratic saphire, briliant.
Operations Support Fielts marked with an asterisk (%) are reguired.
Perfarmance Enhancement Group
*Firat hame:
MKT SERVICE ORGANIZATIONS Last Mame:
Business Markets Zipr
Communications *Email:

Financial Services

Government m Indicates Questions That Require Answers

Healthcare
= 1] Do you like blue ?

O Yes
) Mo

Insurance Services

Partfalio Purchasing

21 My favorite color is blue.

O True
(O False

3) Indicate what your favorite color is.

= 41 What is your favorite color?

) Blue
() Red
) Green

O ellow

MEYYS link=fapplications SUFYEYS locations open forum career center

@ 2007 Wiest Azzet Management, Inc.
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A confirmation screen, similar to the following, appears to a participant once they've successfully
completed the survey. You, as the administrator, have the option to create your own “success” message
and have the option to display the results or not.
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Infarmation Systems

Marketi
areling Sample Survey

Legal Survey results through September 24, 2007 11:43 A
Operations Support

- q =
Perfarmance Enhancement Group ) CoE L Ck

es TE% 14
MKT SERVICE ORGANIZATIONS Ma s 0, Kl
Business Markets total participant records: 18
Communications
Financial Services 21 My favorite color is blue.
Government T T2, 13
Healthcare Falze Do 5% 5

© 2009 iGroup Studios, Inc. All rights reserved. | page 59



MySite Instruction Manual for Administrators

Read The Survey Results

To review and/or download the results of the survey, go to the Online Survey Module in the MySite
Administrator. Click on the “SHOW?” button next to the Survey Name you wish to review results for. Then
click on the “RESULTS” button.

mysiie

administrator

EBUZINEEZS E-MANAGEMENT
CONTROLE CONTROLE

eBusiness Contrals » Ml@anage Online Surveys

w-- view all surveys

=Click on this"CREATE" button to add a sunvey.

¢ 5:0eMEMaT
- i ‘ EDIT DELETE
HIDE  Samiple Survey ©E: 092207
popup link: |Ja\raScript:Description(‘hﬂp:.l’fmm.m.igstes WIEN )
RESULTS
diract link: |ht'lp:."."w.ru.ru.igstest.cnm."n:-rnnium_intrane| |_ WIEW
CUESTION | SORT ORDER TooLs

| *Click on this "CREATE" button to add a new survey question. CREATE |

? m 1. Do you like blueT™ 10 EciT @) DELETE
? o 2. by favarite colaris blue. 20 EDIT |-_:| DELETE
? o 3. Indicate what your favorite color is. 20 EDIT |-_:| DELETE
? m & Wrhat is wour favarite color? <0 EDIT |-_:| DELETE

? “resfMo Queastion Type

? TruelFalse Question Type

? Open Text Question Type

? Multiple Choice Question Type
= Question Required
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The general participation information will appear in the form of gantt charts. You have the option to delete
the results—which will clear the data so that you can start over—or you can generate a data file
containing detailed participation information.

™

I I Iy = Logout

ad mi niSt I'atOI' FRAME! 3 E-COMMERCE EBUZINEEZS E-MANLA

MENT
CONTRO! CONTROLE CONTROLE CONTROLE

eBusiness Contrals » SUNVEY Results

BACK TO LISTINGS - Benerate Detailed Data File

Sample Survey DELETE THES
Survey results through September 24, 2007 10:41 &AM

11 Do you like blue?

Yes TE% 13
[i{[x] [ A% 4

total participant records: 47T

21 My faworite color is blue.

True 1% 12
Falze D 29%, 5

total participant records: 17

3] Indicate what your favorite color is.

total participant records: 17 Click on the DETAILS button to wiew responses to this question. DETAILE

4 What is your favorite color?

1. D 35 L3
Blue

2, s 35 L3
Red

3 18% 3
Green

4, 12% 2
ellowwy

total participant records: 17

Grade: 206
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Downloading Survey Data File

The survey data file includes a comprehensive breakdown of all the answers to every question for each
participant. To download this data file, click on the “Download Detailed Data File” link. This will compile
the information into a CSV file and prompt you to SAVE it to your computer. The system will automatically
title the file for you, but you will have to option to title it whatever you'd like before you download it. Once
the file is saved to your computer, open it up in a spreadsheet program to view and manipulate the data.

™

I I Iy = Logout
M
L

administrator EBUSINESS E-MANAGEMENT
COMTROLE COMTROLE
Business Controls (g — N
eBusiness Controls
File Download

BACK TO LISTINGS L Detailed Data File
Do you want to open or save this file? -

Sample Survey

Ly .
Survey results through 3 Ea Mame: Sarmple Survey 092407 csy
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]
st Open ] [

Save ] [ Cancel
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E-management Controls

The E-management Controls tab contains special “Smart Edit” tools that make managing content on your
site even easier.

The Photo Library and File Library tools are features available to all administrators that enable them to
upload, store and organize all types of digital media (photos, graphics, audio, video, word processing
documents, spreadsheets, PDFs, etc.) on the server. The Smart Edit modules interface with these
libraries so that the administrators can embed photos on the pages and/or provide digital files for
download from the site.

mysiic

administrator R ORE E-COMMERCE "EUEINESE E-MaMNAGEMENT ]

CONTROLE CONTRO CONTROLE

eManagement Controls

Highlights Module + Select this tool now
Feep yourweh site visitors up-to-date with the most current events and impotant nesws by managing message in
wourweh site's "Highlights" panel.

In The News Module = Select this tool now
Fresent special news aricle, press release andfor "What's Mew?" infarmation about your company to your weh
site wisitors through the use ofthis tool. Enlighten potential customers about the value thatyour business hrings to
them by presenting them with detailed success stories (or case studies) of how your business has provided
unigue and powerful solutions for others.

Photo Li|}|-a|-3.' = Select this tool now
Use this powerful tool to upload and organize graphic images foryourweh site. The Photo Library is a repositony
far all photas, lagas and illustrations that you may want to use as cantent imagery throughout your site. All
modules that permit photo usage {.e. the Products toal that enables you to assign a photo for each product will
acguire the image fram the Photo Library.

This toal has an optional feature that automatically optimizes your photos for the web environment as you upload
them to the library. At the same time, and inthe case ofthe Online Store, this tool can he setto create a thumhbnail
wersion of each photo as well.

File Library + Select this tool now
Similar to the Photo Library, the File Library is a repository for digital files like PDF, compressed zip or sit), audia,
video, spreadsheet, text documents, PowerPoint presentations, ete. that vou maywant to include as downloadable
links throughout your site.

+EACKE TO TOF
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Photo Library

The “Photo Library” is the tool that enables administrators to upload, store and organize graphics and
photos.

Go to E-management Controls , and click on “Photo Library.” The landing page for this tool displays the
categories/folders in which all the images are stored. Click on the “CREATE” button at the top of the page
to create a new category/folder. Create as many folders as you want.

mysiie

administrator RAMEWORK ECoMERGE EUSESS E.Mmmm]

CONTROLE CONTRO CONTROLE

ehianagement Contrals » PhOtO Libl'al'y

=Click on this"CREATE” button to add a new photo categony. CREATE

v zHOW Default D D
v zHow Main Banner Photos &rchive Folder D D
v sHowW Wain Banner Photos Folder D D
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To view the images stored in any folder, click on the “SHOW” button next to the folder name. From this
view, you can delete existing images, but BE CAREFUL. Do not remove an image from this library if it is
currently being displayed on any web page on your site. If you remove it from the library, any place that it
appears on your site will be replaced by an empty box.

Click on the “UPLOAD” button to add a new photo to the Photo Library.
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On the “upload” screen, select the “Upload Image (Don’t Optimize)” option under STEP 1. Under STEP 2,
select the folder in which you wish to store the image you are about to upload. STEP 3: browse for the
image you wish to upload from your computer. Then click “UPLOAD”.
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File Library

The “File Library” is very similar to the Photo Library except that this is the storage facility for all types of
digital files other than images and photos.

Go to E-management Controls , and click on “File Library.” The categories and folders in this tool work
the same way as they do in the Photo Library. Click on the “SHOW?” button next to a folder name to reveal

its contents and upload button.
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Click on the “UPLOAD” button to upload new files to the File Library.
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