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Introduction

CPOnline is an ecommerce and web-hosting service from Synchronics designed
especially for CounterPoint merchants. CPOnline and CounterPoint interact to provide a
streamlined and cost-effective means for you to open an online store on the World Wide
Web. You use your existing CounterPoint inventory and customer information to connect
your point-of-sale system with your online store.

Because you maintain only one set of data, your point-of-sale system and your online
store will always be in sync. All your pricing, quantities, item descriptions, customers,
etc., come directly from CounterPoint.

If you already have a non-ecommerce Web site hosted elsewhere, you don't have to
move it. Simply include a link from your existing Web site to your online store.

Once your online store is established, you can administer and maintain the store using
your Web browser. The ecommerce functions built into CounterPoint software allow you
to publish CounterPoint data to your online store. Orders are imported into your
CounterPoint system for processing and fulfillment.

Shoppers who visit your CPOnline store can be imported into CounterPoint to create
CounterPoint customers. If you prefer, you can keep your CPOnline customers and your
CounterPoint customers separate, and only retain CPOnline customer information in
Ticket (invoice) history.

You can publish some or all of your existing CounterPoint customers to your CPOnline
store and issue them initial passwords. You can then invite your existing customers to
order from you online using their "already set up" online accounts.

For a further look at the features offered by CPOnline, visit www.counterpointonline.com.

This document covers setting up CounterPoint V7 for CPOnline.


http://www.synchronics.com/products/cpol.htm
http://www.counterpointonline.com/

.

L T

( W Find in
current

CPOnline

X %
) COUNTERPOINT

Electronic Documentation

q Search
! Y in all

Setup overview

You should create a thorough plan of your online store's organization before you begin

setting up CounterPoint.

After signing up for CPOnline, additional setup tasks must be performed using the
CPOnline Store Administration functions accessed at http://admin.cpostores.com. You
will be asked for the logon ID and password that Synchronics provided you when you

signed up for CPOnline.

CounterPoint V7 checklist

Use this checklist to set up CounterPoint V7:

Setup steps:

What to do:

Update CounterPoint software.

www.synchronics.com/support

Enable ecommerce in CounterPoint.

Setup / Ecommerce / Control

Create ecommerce categories.

Setup / Ecommerce / Categories

Mark CounterPoint items as ecommerce
items.

Setup / Ecommerce / Set item ecommerce flags
or
Inventory / ltems

Define ecommerce information for each
ecommerce item, including a long
description, and assign each item to up to
14 online categories.

Import the long description from a text file
(optional).

Assign multiple items to online categories
at the same time (optional).

Inventory / ltems

Setup / Ecommerce / Import item long
descriptions

Setup / Ecommerce / Assign ecommerce
categories

Define alternate names for displaying units
in your online store (optional).

Setup / Ecommerce / Unit mapping

Define alternate names for displaying cell
tags and names (e.g., colors, sizes, etc.) in
your online store (optional).

Setup / Ecommerce / Cell tag mapping

Map CounterPoint fields to CPOnline fields.

Setup / Ecommerce / Item mapping

Mark CounterPoint customers as
ecommerce customers.

Setup / Ecommerce / Set customer ecommerce
flags or

Customers / Customers

Define ecommerce information for
ecommerce customers.

Customers / Customers

Create the “CounterPoint Publication file.”

Ecommerce / Publish

Import the “CounterPoint Publication file”
into CPOnline.

CPOnline Store Administration



http://admin.cpostores.com/
http://www.synchronics.com/support
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Once your store is up and running, use the following steps to transfer CPOnline order
information to CounterPoint:

Transfer steps: What to do:

Export CPOnline order information. CPOnline Store Administration
Import CPOnline order information into Ecommerce / Import
CounterPoint.
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Setting Up CounterPoint V7

Updating CounterPoint software

After installing CounterPoint, prepare your CounterPoint system for ecommerce by:

e &S
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1. Installing the latest service pack.
2. Running Optional initialize.

Installing the latest service pack

After you have installed CounterPoint V7 from the CD, visit the Synchronics Web site
(www.synchronics.com/support) to download the latest CounterPoint V7 Service Pack
(CPSP.EXE). Download the file and run CPSP.EXE to begin service pack installation. Follow
the instructions that are provided on the screen to complete the installation.

While visiting the Synchronics Web site, you can subscribe to the automatic email
notification for future software and documentation upgrades. The service is free and
ensures that you are notified of all future releases of software and documentation service
packs.

Running Optional initialize

Run the Optional initialize utility after installing software updates. This utility only needs to
be run one time for each company. This utility creates/updates the data files for your
CounterPoint company to run ecommerce.

Start CounterPoint, and select File Utilities / Automatic. The Automatic file utilities screen
displays:

CounterPoint 7.5

l=)=) ®je) @) @) o) B

Automatic file utilities Camptown Sports

Please enter:
i. Application ID “A1ll"
2. Function Optional initialize

3. Filename "All"

Are you sure 7 |[JI9 .

1. Application ID
Press F1 to select All.


http://www.synchronics.com/support

- CQ R
) COUNTERPOINT ~

Electronic Documentation

CPOnline 8

2. Function
Select Optional initialize and press Enter.

3. Filename
All displays automatically to include all files.

Press Enter at Field Number to change ?, if all entries are correct. Select Yes at Are you sure?,
then press Enter to start the initialization.

A status screen displays for the optional initialization. When the process is complete, the
message Processing complete — press ESC displays.

Setting up ecommerce controls

Entering methods and rules for importing orders

Select Setup / Ecommerce / Control from the CounterPoint menu.

=10l
HEE) ¢ @ee e ) g

b

Order import method Order Entry

3. Location MAIN Central

4. Profit center 188

5. Tax code method Customer tax code
6. Mext publish file # 1

Field numbher to change 7 |

1. Use Ecommerce ?
Specify whether to enable ecommerce features on your CounterPoint system by
selecting Yes or No.

2. Order import method
You can import CPOnline orders into either Order Entry or Point of Sale.

If you select Order Entry, both the Order Entry control record (Setup / Order Entry / Control)
and the Order Entry store number must already be on file in your CounterPoint system.

If you select Point of Sale, specify the Drawer number that you will use to receive the
imported orders.

NOTE: When importing orders using Order Entry, shoppers are able to visit your online
store and view the current status of their online orders. When using Point of Sale,
information about order status is not sent back to CPOnline, so online shoppers
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will not be able to see order status information in your storefront. See the
Appendix for more information on order processing with Order Entry and Point of
Sale.

3. Location
Select the location to be assigned to any imported order (and all associated line items).

Press F1 to select the location specified for the order import method you have already
selected.

4. Profit center
Select the profit center you want assigned to imported orders.

Press F1 to select the profit center for the order import method you have already selected.

5. Tax code method
Select Customer tax code or Customer tax code + state to determine how the tax code is
derived when importing orders and customers from CPOnline.

If you select Customer tax code + state, use Setup / Customers / Tax codes to define all possible
tax codes. Errors are generated if the tax code does not exist when an attempt is made to
import CPOnline orders. CounterPoint’s Customer tax code + state method appends the bill-
to state to the default customer’s tax code. For example, if the default customer’s tax
code is WEB, and the order’s bill-to state is TN, this method would use tax code WEBTN.

6. Next publish file #

CounterPoint creates a new file with a sequentially assigned number every time the
publish function is run. We recommend you initially set the file number to 1 in order to
ensure room for subsequent file numbers.

Entering item defaults

The Items information screen under Setup / Ecommerce / Control allows you to assign fields
to category levels in order to assist in category assignment.

The assignment of default category fields is NOT required. If you do not specify default
categories, you can still use F9 in the Ecommerce popup window of the item record to
lookup and assign categories to items.
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Control Kirby's Gourmet Gifts
—— Items ——
1. Default category 1 Category
2. Default category 2 Sub-category
3. Default category 3 HNone
4. Default category 4 HNone
5. Default category 5 HNone
6. Default category 6 HNone
?. Default category 7 HNone
8. Default category 8 HNone
2. Unit method Multiple alternate units

Field number to change 7

Default category (1-8)

The fields selected for the Default category fields (1 thru 8) are used as values for looking
up categories when assigning ecommerce categories in the Ecommerce popup window of
the item record.

If you do not want to select fields for default categories, select a unit method, then press
Enter at Field number to change ? to move to the Customers information screen.

If you do want to select fields for default categories, enter a field number at Field number
to change? and press F2 to select from the fields available. The selection box displays:
Select
Category
Category description
Sub—categqory

Sub—category description
Uendor number
Uendor name

Highlight a field and press Enter to select it as the default category lookup.

9. Unit method
Select:

Stockingunit  To publish item prices and quantities in terms of the item’s Stocking unit.
Preferred unit  To publish item prices and quantities in terms of the item’s Preferred unit.
Multiple To allow shoppers to select which unit they wish to order.

alternate units

When all desired default category fields are assigned and the unit method has been
selected, press Enter at Field number to change ?.The Customers information screen
displays.
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Entering ecommerce customer information

The information you provide on this screen determines how CounterPoint defines
customer records for customers imported from CPOnline and how passwords for
customers exported from CounterPoint into CPOnline are established.

CounterPoint 7.5 !. -
== @ @66 e 0 H=
Control Kirby's Gourmet Gifte
—— Customers ———
1. Default customer # GPONLINE CPOnline
2. Gustomer # method Auto—assign
Next customer # WEB1AAABARBA
Template method Default customer

3. Record affiliate as Sales rep
4. 1st password method Customer number

5. Customer name method Company

Field number to change ?

1. Default customer #
Select the customer to use as the default customer to provide certain values such as
terms code, parent customer, etc. for imported orders and customers.

2. Customer # method
Indicate how you want to assign customer numbers to new customers imported from
CPOnline.

Select:

Default customer To use one customer number for all online orders. Default customer
does not provide tracking of information by individual customer.

Default customer + To use one customer number per bill-to state for online orders. Default
state customer + state will create those customers on-the-fly as new states
join your clientele.

Auto-assign To create a new customer record in CounterPoint by assigning a
unique customer number to each CPOnline shopper.

Default customer + To use one customer number per affiliate Web site. Default customer +
affiliate affiliate will create those customers on-the-fly as customers link to
CPOnline from new affiliate Web sites.

NOTES:

» Affiliate Web sites are sites that include a link to your online store and can be
compensated for sending you traffic. You must enable the affiliate program in
CPOnline Store Administration if you wish to use affiliate codes in your customer
numbers.
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* If you select either Default customer + state or Default customer + affiliate, the Default
customer # needs to be short enough to include the state or affiliate within the
customer # field.

* If you select either Default customer + state or Default customer + affiliate, you are
prompted for the Not-on-file handling method. The options for entry are: Add customer,
Use default customer, and Log error. If you select Add customer, a new customer will be
added if the customer record is not found. If you select Use default customer, the
default customer will be used when a customer record is not found. If you select Log
error, a customer record will not be created and an error (e.g., Customer record not on
file) will be written to the ecommerce import log.

* If you select Auto-assign, you are prompted for the Next customer # and the Template
method. Each time a new CPOnline customer is added, the Next customer # will
automatically be increased by 1. Be sure to set the Next customer # to a figure that will
not overlap with the Next customer # in Setup / Customers / Control. For example you
might set the Next customer # to WEB10000000. Choose a template method of Default
customer to assign a default customer type or Default customer + affiliate to assign
multiple customer types along with affiliated web sites.

3. Record affiliate as
(Not applicable) displays if you selected Default customer as the Customer # method.

The affiliate code identifies the Web site from which an ordering customer linked to your
store (if you have enabled the affiliate program in CPOnline Store Administration).

Press F2 to display a list of profile fields from which to select how the affiliate code is
stored in CounterPoint. For example, if you choose to store the affiliate code as a Sales
Rep, you can track the commissions due to the affiliate Web site associated with an
order.

NOTE: The options available for entry in this field are defined in Setup / Customers / Control.

Leave <blank> for None. The imported affiliate for this customer record will not be retained.

4. 1st Password Method
Specify how you want to assign the customer’s initial password for customers that you
publish from CounterPoint.

Select:

Customer number  To set the CPOnline customer’s password to the respective customer
number.

Generate random To generate a random value for the CPOnline customer’s initial
password.

NOTE: If you publish customers from CounterPoint and generate passwords for those
customers, you will need to inform your customers of their initial password.
Customers will be required to change passwords the first time they log in to your
online store.
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5. Customer name method
Indicate how CounterPoint will determine the customer name and contact for new
customers imported from CPOnline.

Select:
Company To store what your customer enters in the CPOnline Company field as the

Customer name in the customer record. The entry in the CPOnline Name field is
stored in the Contact field of the customer record.

Name To store what your customer enters in the CPOnline Name field as the Customer
name in the customer record. The entry in the CPOnline Company field is stored
in the Contact field of the customer record.

NOTE: If no Company is specified in CPOnline, the Name is used as the Customer name in
CounterPoint.

NOTE: If you chose the Separate First/Last name format in CPOnline Store Administration,
you must select Name as the Customer name method.

Press Enter at Field number to change ?. The Orders information screen displays.

Entering ecommerce order information

The information you enter on the Orders screen specifies how online orders are
processed by CounterPoint.

CounterPoint 7.5 [_ O] <]
Control Kirby's Gourmet Gifts
——— Orders ———

1. S8ales rep method Default customer

2. Insufficient gty method Querride

3. Pricing method Import values
4. Tax method Import values
5%. Record customer payment as Final payment
6. Record CPOL order # as PO # 7 ¥

?. Allow item changes after import ? ¥

8. Allow gty changes after import ? ¥

2. Hold orders changed during import ? ¥

1@. Delete import file after update when Mo errors

Field number to change ?

1. Sales rep method
Select:

Customer To use the existing sales rep for the customer on the imported order.

Default customer To use the sales rep from the default customer record. (New
customers are automatically assigned this sales rep.)

Affiliate To use the affiliate code as the sales rep (i.e., to track the
commissions due to a Web site that sent an ordering customer to
your store).
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2. Insufficient gty method
Indicate the method you want to use to handle insufficient quantities for imported orders.

Select:

Override To override the insufficient quantity.
Backorder To backorder the insufficient quantity.
Ship-in-stock To process the available quantity only.
Cancel To cancel the line.

3. Pricing method
Select:

Import values To accept the prices that are imported in the order.
Calculated price  To have CounterPoint calculate prices during import.

NOTE: When customers place orders in your online store, they are provided with a total
amount for the order. If you elect to calculate prices during import, the total order
amount may change. This means that you may end up charging your customers
more or less than they expect to pay for their order.

We strongly recommend that you set this field to Import values in most cases.

4. Tax method
Select:

Import values  To accept the tax that is imported with the order.
Calculatedtax ~ To have CounterPoint calculate tax during import.

NOTE: When customers place orders in your online store, they are provided with a total
amount for the order. If you elect to calculate taxes during import, the total order
amount may change. This means that you may end up charging your customers
more or less than they expect to pay for their order.

We strongly recommend that you set this field to Import values in most cases.

5. Record customer payment as

If you are using the Order Entry import method select:

Deposit To store online order payments as deposits in CounterPoint.

Final payment  To store online order payments as final payments in CounterPoint.

If you are using the Point of Sale import method, Final payment is automatically selected.

6. Record CPOL order# as PO # ?
Select:
Yes To store the CPOnline order number in the P.O.# field.

This selection enables you to look up orders by the CPOnline order #, which is a
number that is given to your online customers with the confirmation of their
orders.

No The CPOnline order number must be looked up through Order Entry.

NOTE: If you enter No, there will be no way to look up the order by CPOnline
order number once the order has been fully invoiced.
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7. Allow item changes after import ?
Select:

Yes  To allow you to change item numbers for individual order line items after they are
imported into CounterPoint.

No To disallow changes to item numbers after import.
In Order Entry, you are allowed to make changes to orders imported from CPOnline if:

a. You select Yes to Allow item changes after import? , and
b. The order has not been invoiced. Once an invoice has been created for an order
(even a partial invoice), changes to the order are not allowed.

8. Allow qty changes after import ?
Select:

Yes  To allow you to make changes to item quantities after orders are imported into
CounterPoint.

No To disallow quantity changes after imports.

9. Hold orders changed during import ?
Select:

Yes  To automatically place orders on hold that are changed during import.
No If orders changed during import should not be placed on hold.

10. Delete import file after update ?
Select:

Always To delete the import file after the import is complete.
Never To retain the import file after the import is complete.
Noerrors To delete the file only if no errors occurred during import.

See Importing CPOnline information into CounterPoint on page 61 for more information
on importing orders.

NOTE: Previously imported files can be downloaded again from CPOnline Store
Administration for viewing at a later date.

Press Enter at Field number to change ?. The Shipping Methods screen displays.
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Entering shipping methods for ecommerce

The Shipping Methods screen allows you to map ship-via codes from CounterPoint to
CPOnline shipping methods. The CPOnline shipping methods are the numbered items
listed on the left side of the screen.

NOTE: Ship-via codes must first be defined under Setup / Customers / Ship-via codes.

=101
HEE ¢ @ee e U g

—— Shipping Methods ——

Ship—wvia codes
. Domestic DET. D2D,. DOU

1 o

2. International [IST, I2D. IOQU

3. FedEx FPO, FS0, F2D, FES, FXG
4. UPS UiD, U2D,. U3D, UGR

5. USPS PSP, PSE

6. Other CUP

Field numbher to change 7 |

Enter the ship-via code that corresponds to each shipping method that you want to use
for online orders.

NOTE: You don't need to enter a ship-via code for shipping methods that you will not use
in your CPOnline store. Be sure that you are consistent in specifying shipping
methods in CPOnline Store Administration. If an online order is created with a
shipping method online that is not supported in CounterPoint, the order is flagged
and not imported.

Press Enter at Field number to change ?. The Payment Methods screen displays.
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Entering payment methods for ecommerce

The Payment Methods screen allows you to map pay-codes from CounterPoint to CPOnline
payment methods. The CPOnline payment methods are the numbered items listed on the
left side of the screen.

1)) #le) @jeje) €] -] =)

——— Payment Methods ——

Pay—code Description Type
{Reserved)

1.

2. Caszh on delivery 1 Cazh Cazh

3. AR charge 8 Diners Clh Credit cawd
4. Uisa 3 Uisa Credit card
5. MasterCard 4 Mastercard Credit card
6. American Express 5 Am Express Credit card
7. Carte Blanche 7 Carte Blan Credit card
8. Diners Club 8 Diners Clb Credit card
2. Discover b Discover Credit card
1@. JCB ? JCB Credit card
11. PayPal 11 PayPal Cash

Field number to change 7

Enter a pay-code for each payment method you want to use in your online store. Do not
enter a pay-code for payment methods that you will not use for CPOnline orders.

The pay-codes available are those that you have already defined in CounterPoint. Enter
the pay-code that corresponds to each payment method supported in your online store.

A/R pay-codes should only be mapped to the AR charge payment method in CPOnline.
Only A/R charge customers published from CounterPoint will be able to successfully
submit online orders with this payment type.

NOTE: To accept PayPal as a payment method in your CPOnline store, you must first
establish a PayPal merchant account at www.paypal.com. The pay-code type for
PayPal should be mapped as Cash.

Press Enter at Field number to change ?. The Registry screen displays.

Gift registries will be supported in a future release. Leave the fields on this screen blank
and press Enter to complete ecommerce control setup.

Entering ecommerce categories

A CounterPoint item’s ecommerce category determines where a shopper will see that
item in your online store. You can assign each individual item to any ecommerce
category, so you can control placement of items in your online store; and you can assign
an item to up to 14 different ecommerce categories.

You can use Setup / Ecommerce / Control to establish a default rule to simplify category
assignment when setting up a new item. You can also use Setup / Ecommerce / Assign
ecommerce categories to assign categories to groups of items.


http://www.paypal.com/
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You will use Setup / Ecommerce / Categories to assign, change, and/or unassign:
e CPOnline category levels.

* Category level image filenames.

* Category level long descriptions.

* ltems assigned to category levels (after items have been flagged for ecommerce).
Select Setup / Ecommerce / Categories to display the Categories window.

There are eight category levels available, with each successive category being a sub-
category of the former (i.e., Category 2 is a sub-category of Category 1, Category 3 is a sub-
category of Category 2, etc.). For your shoppers’ browsing convenience, we recommend
using no more than three to four levels in your online store. Many merchants find that two
levels are sufficient.

Adding new ecommerce categories

Select Setup / Ecommerce / Categories to enter new ecommerce categories and related
information.

CounterPoint 7.5 !. .

BEE @ 9 e @ 8=

Categories Kirby' sz Gourmet Gifts

Category
Category
Category
Category
Category
Category
Category
Category

L - - Ry VR L)
- [ BT, UYL Y

Image filename

oy
=

Long description

Fl=Mext entry | F4=Select categony

1. Category 1

Enter a category description and press Enter. The cursor moves to Field number to change?.
Press Enter. The Category 1 field is cleared and the new entry appears as an F2 button on
the bottom of the screen.

If you do not want to add any sub-categories or items to the category at this time, enter a
new category description in the Category 1 field or press Esc to exit category setup.

To add a sub-category or items to the category, press F2. The new entry displays in the
Category 1 field. Press Enter and the cursor moves to the Category 2 field.

2, Category 2

Enter a sub-category description and press Enter. The cursor moves to Field number to
change ? Press Enter. The Category 1 field is cleared and the F2 button on the bottom of the
screen defaults to that value. Press F2. The F2 button on the bottom of the screen
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defaults to the sub-category value. Press Enter. The cursor moves to the next category
level.

Press Enter to leave a category level blank and indicate that no further sub-categories will
be entered. The cursor moves to Field number to change ?

Press:

F1 To display the next category or sub-category.

F3  To delete the entry.

F5 To edit items (assign or unassign items to the category).

3.-8. Category
Enter Category 3 — Category 8 levels by following the same steps used for entering
Category 2.

9. Image filename
Enter 9 at Field number to change ?. In the Image filename field enter a complete file name
(per your category image file naming convention), including the .jpg or the .gif extension.

NOTE: Image file names can be entered for categories and sub-categories, and when
entered apply to the lowest category level displayed.

10. Long description
Enter 10 at Field number to change ? The Long Description text box displays. Type the desired
text and press Esc when finished.

Long Description

Press F5 to copy a long description from another category. (This function key is only
available from the first line of the text box when the box is empty.) The Lookup CPOL
categories window displays.

Select one of the displayed categories to display its long description. You are prompted
to confirm or cancel at Ok to copy long description ?. If you respond with Yes, the long
description is copied into the current long description text box. Press Enter when
prompted. The cursor moves to the first position in the text box. You may edit the
description. When you have completed any modifications, press Esc to save the long
description and to return to the Categories window.

Adding a new ecommerce sub-category

Select Setup / Ecommerce / Categories.

1. Category 1
Press F4 to look up a category. Select a category and press Enter. The cursor moves to
Category 2.
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Image filename
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Long description

F4=Sebctcamgow|

2. Category 2

Enter a sub-category description and press Enter. The cursor moves to Field number to
change ? Press Enter. The Category 1 field is cleared and the F2 button on the bottom of the
screen defaults to that value. Press F2. The F2 button on the bottom of the screen
defaults to the sub-category value. Press Enter. The cursor moves to the next category
level.

3. Category 3.-8.
Enter Category 3 — Category 8 levels by following the same steps used for entering
Category 2.

Press Enter to leave a category level blank and indicate that no further sub-categories will
be entered. The cursor moves to Field number to change ?

When you have finished entering category information, press:
F1  To display the next category or sub-category.

F3  To delete the entry.

F5 To edit items (assign or unassign items to the category).

9. Image filename
Enter 9 at Field number to change ?. In the Image filename field enter a complete file name
(per your category image file naming convention), including the .jpg or the .gif extension.

NOTE: Image file names can be entered for categories and sub-categories, and when
entered apply to the lowest category level displayed.

10. Long description
Enter 10 at Field number to change ? The Long Description text box displays. Type the desired
text and press Esc when finished.
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Long Description

Press F5 to copy a long description from another category. (This function key is only
available from the first line of the text box when the box is empty.) The Lookup CPOL
categories window displays.

Select one of the displayed categories to display its long description. You are prompted
to confirm or cancel at Ok to copy long description ?. If you respond with Yes, the long
description is copied into the current long description text box. Press Enter when
prompted. The cursor moves to the first position in the text box. You may edit the
description. When you have completed any modifications, press Esc to save the long
description and to return to the Categories window.

Assigning items to ecommerce categories

Select Setup / Ecommerce / Categories.

1. Category 1
Press:

F1  To display the next entry.
F4 To look up a Category.

Select a category and press Enter. The cursor moves to Category 2.

NOTE: You cannot enter items for a category that contains sub-categories. Items can only
be entered into the lowest category level.

2./8. Category 2 -8
Press:

F1  To display the next entry.
F4 Tolook up a Category.

Select a category and press Enter.

If you select a category that does not contain items, the cursor moves into the next
category field, giving you the opportunity to add additional sub-categories. If you press F4,
the message No categories on file at this level displays. To assign items, press Enter. The
cursor moves to Field number to change.

If you select a category that does contain items, or that does not have any sub-
categories, the cursor moves to Field number to change.
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Kitchen Accessories
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Category
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Category
Category
Category
Category
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Long description

Field number to change 7 |

F1=N9Htemull FR=Edit items

Press F5 to open the ltems Assigned to Category...popup window.

i
HEE ¢ @d)d) e o) 8=

Items Assigned to Category Appliances

>MISC-—BR2 Professional Blender
MISC—B83 Professional Toaster
MISC-B6%2 Precision Scale

ESC=Dore | F1=tigzign new item | F3=Idnazsign item | F4=Unasﬂgn!hdda"ﬂems|

Items can be assigned singly or in batches. Press F1 to assign an item to the category.
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Items Assigned to CGategor
Azsign Item to Category

Item number g

Item type

Uendor #
Categ ~ Sub—cat

F2=EnMIﬂemrange|

Use F2 to toggle between the Enter item range and Enter single item buttons.
In single item mode, select an ecommerce item by item number. The remaining fields
display the values on file for the item. Press Enter.

In item range mode, select the criteria for the range of ecommerce items to be added to
the category. Press Enter. After the items have been processed, a message displays
informing you how many items were added to the category. If items could not be added to
the category, one of the following messages displays:

Item already assigned to this category
Item already assigned to the maximum number of categories

When item assignments are complete, press Esc to exit the ltems Assigned to Category...
window.

NOTE: Items can also be assigned to categories from the Ecommerce popup window of the
item record.
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Unassigning items from ecommerce categories

Select Setup / Ecommerce / Categories.

1./8. Category 1 - 8

Use F4 to select the category or sub-category that contains the items to be unassigned.
Press Enter. The cursor moves to Field number to change.

Bl

H=E ¢ @@e) e ) B=)

Categories Kirby's Gourmet Gifts

Kitchen Accessories
fippliances

Category
Category
Category
Category
Category
Category
Category
Category
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Image filename appli.gif
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=

Long description

Field number to change 7 |

F1=N9Htemull FR=Edit items

Press F5 to open the ltems Assigned to Category...popup window.

5-8 ¢)¢) ¢ ) ) e | &=

Items Assigned to Category Appliances

>MISC-—BA2 3 ional Blender
MISC—AA3 rofessional Toaster
MISC-B6%2 Precision Scale

ESC=Donre | F1=tizzign new item | F3=lnazsign item | Fd=lInassign/hold all items |

In the ltems Assigned to Category... window, press F3 to unassign an item from the
category. The item will be permanently removed from the category. If you try to unassign
an item that is not assigned to any other categories, the following message displays:
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This item is not assigned to any other category
Are you sure you want to remove this last assignment ?

Select Yes or No.

For instructions on unassigning and holding items, see Moving items from category to
category, below.

When item changes are complete, press Esc to exit the Items Assigned to Category...
window.

Moving items from one ecommerce category to another

The unassign/hold feature allows you to remove items from one category and move them
to another category.

1./8. Category 1 - 8

Use F4 to select the category or sub-category that contains the items to be moved. Press
Enter. The cursor moves to Field number to change.

il
B--] ¢ Pee e ) g=)

Kitchen Accessories
Appliances

Category
Category
Category
Category
Category
Category
Category
Category
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Image filename appli.gif
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=

Long description

Field number to change 7 |

F1=N9Htemull FR=Edit items

Press F5 to open the ltems Assigned to Category...popup window.
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Categories Kirby's Gourmet Gifts

Items Assigned to Category Appliances

MISC-AA2 Professional Blender
MISC-AA3 Professional Toaster
HISC-A69 Precizion Scale

ESC=Done | F1=fszign new item | F3=dnazsign item | Fd=lInazsignshold all items |

In the Items Assigned to Category... window, press F4 to unassign/hold items. All items will
be removed from the category.

NOTE: If you decide not to move the items, prior to exiting the window press F2 to re-
assign them to the category.

Press Esc to exit the window. Press Enter at Field number to change. Use F4 to select the
destination category for the items and press F5 to open the Items assigned to Category...
window. Press F2 to assign the held items.

NOTE: Only one group of items can be held at a time. If you unassign/hold items from
another category, the list of previously held items will be overwritten. If you exit the
program before assigning any held items, they will be permanently discarded. If
you attempt to unassign/hold a group of items while items from another category
are being held, the following message displays:

Unassigned items being held will be lost if you continue.
Do you wish to continue ?

NOTE: Held items can only be assigned once.

When item changes are complete, press Esc to exit the Iltems Assigned to Category...
window.
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Making changes to ecommerce categories

You can change any category at any level and CounterPoint will update all related
category records accordingly.

For example, suppose you have the following categories on file.
Accessories

Accessories / Womens

Accessories /| Womens / Jewelry

If you decide to put an apostrophe in the word Womens, you can access any record
containing Accessories /| Womens and make the change. CounterPoint will make the
change for all category records and will re-link items and long descriptions to the new
category.

Select Setup / Ecommerce / Categories and select a record containing the category you wish
to make a change to. At Field number to change ? enter the line number of the category to
be changed.

=1l
EE @@ @92 @ U] g

Accessories
Yomens
Jewelry

Category
Category
Category
Category
Category
Category
Category
Category

L-E- - Rl V-SR]
BO =IO AR e Ll B

Image filename Accss . gif

oy
=

Long description

Sub—categories andsor items are alrea igned to this category-slevel
Are you sure you want to change it 7 [ -~

The following warning message displays:

Sub-categories and/or items are already assigned to this category/level
Are you sure you want to change it ?

Select Yes.

Enter the new category name and press Enter. The message Please wait ... Updating
categories displays. When the Category updated popup window displays, press OK. All
category records are updated.



- CQ R
) COUNTERPOINT

Electronic Documentation

CPOnline 28

Converting ecommerce categories

If your ecommerce categories will exactly match the inventory categories you have set up
in CounterPoint, you can use Setup /| Ecommerce / Assign ecommerce categories to convert
your inventory items to ecommerce.

Select Setup / Ecommerce / Assign ecommerce categories.

BEECCOEEEEED

Assign ecommerce categories Kirby's Gourmet Gifts

Please enter:

1. Item range "Fiprst" to "Last"
2. Uendor # "A1lv

3. Categ / Sub-cat "A1l" ~ “"All1v
4. (Reserved)

5. (Reserved)

6. Default category 1 Category

7. Default category 2 Sub-—category
8. Default category 3 Category

9. Default category 4 HNone

18. Default category 5 MNone

11. Default category 6 MNone

12. Default category 7 HNone

13. Default category 8 MNone

14. Update method

q o o
Add only if no categories for item
Replace existing categories for item

1. ltem range
Enter the range of item numbers affected by ecommerce categories.

Press F1 to enter First to Last as the range.

2. Vendor
Enter the vendor number for the items with category assignments.

Press F1 for All vendors.

This field refers to the item’s primary vendor for selecting records.

3. Categ / Sub-cat
Enter the CounterPoint category and sub-category you want to publish.

Press F1 for All.

4./5. (Reserved)
If you use item attributes in your CounterPoint system, they may be used to select items
to make category assignments, or you may use F1 in both fields to select All.

If your existing CPOnline categories were mapped to any of the default category fields
prior to converting your CPOnline category file (Category description, Sub-category, Sub-
category description, Vendor number, Vendor name), those fields automatically display in fields
6-13 as applicable to your updated category structure. The category conversion program
adds the defaults. For this initial assignment, keep the default categories at the default
settings, and select Add to existing categories for item in the Update method field.
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If you have run the conversion and no default categories display for default categories in
this window, then there is no need to run this assignment utility. Use Setup / Ecommerce /
Categories to set up the category structure. See Adding new ecommerce categories on
page 18 for details on entering ecommerce categories.

6. Default category 1
7. Default category 2
8. Default category 3
9. Default category 4
10. Default category 5
11. Default category 6
12. Default category 7

13. Default category 8
Enter a default category.

Press F2 to select from a list.

Leave <blank> for None.

14. Update method
For the initial running of this program, select Add to existing categories for item.

The options available are:

Add to existing categories for item To assign the existing category to the item.

Add only if no categories for item To assign a specified category only if no categories
are already assigned to the item.

Replace existing categories foritem  To replace all existing categories assigned to an item
with the specified categories.

Selecting items and defining ecommerce information

In Inventory / Items, you identify the items that can be published to your online store by
setting the Ecommerce ? field to Yes. You can also enter specific ecommerce information.

To mark items for ecommerce, you can use the following CounterPoint menu selections:
* Inventory/ ltems - to set the ecommerce flags for individual items. This method also
allows you to enter all ecommerce information about the item, including assignment

of up to 14 ecommerce categories. See Marking individual items as ecommerce
items below for a more detailed description of this menu selection.

»  Setup / Ecommerce / Set item ecommerce flags - to set the ecommerce flag for multiple
items simultaneously. This method simply sets the ecommerce flags for items. It does
not provide a means for entering any additional ecommerce information for each
item. See Marking multiple items as ecommerce items on page 33 for a more
detailed description of this menu selection.

Marking individual items as ecommerce items

Use this menu option to flag and update individual item records for ecommerce. The
following instructions guide you through entry of all ecommerce-related fields in the item
record.

Select Inventory / Items from the CounterPoint menu.
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Items — DEMQ Kirby's Gourmet Gifts

1. Item number POT-221 On Hand: 28
2. Description 12—inch Iron Skillet Available: 28
3. Item type Inventory 17. Status Active
4. Track method MNormal 18. Barcode 188828380688
5. Cats/Sub-cat KICHN ~ UTENL
6. (Reserved> 19. Taxahle 7 ¥
?. (Reserved> 28. Discnthle 7 ¥
8. Weight 3.888 21. Ecommerce 7 Y
9. (Reserved)
18. (Reserved) 22. Acct code 188 Retail inventory
11. Subst item 23. Misc opts
12. Uendor # JOY Joyful Hitchen Gifts
13. Stock unit EACH 24. Price—1 17.99
14. Average cost 12._.056080 25. Reg price 23.99
15. 8td cost -BaBEAA 26. Price code PP 8tandard Pricing
16. Last cost -BBEAA 27. Other codes Tax:LX Lbl:Mone Com:81
Field number to change ?
Fi-Net | CulFi-Prev | F2-Tags |  Fa-Del | Fa-Units | F5-Motes | Fr-lnven Fa=Hist
F9=Image

Select the item you want to include in your online store.

To include the item in your online store inventory, change the value for Ecommerce ? to
Yes, and press Enter. To remove the item from your online store inventory, enter No for
Ecommerce ?.

After you enter Yes for Ecommerce ? and press Enter, the Ecommerce window displays.

Entering item ecommerce information

Use the Ecommerce window to enter item ecommerce information, set flags, assign
categories, and/or to enter or maintain item long descriptions.

Ecommerce

Image filename glsmugs _gif
External URL

Mew 7 ¥

On special ? N

Enter reference ¥ N

Category Stemware and Glass-Everyday Glasses

Long description %et of four tempered glass coffee mugs. Add gou ...

Any change 7 [V -

Image filename
Enter the filename for the image of this item. The file extension on the image file should
either be .jpg or .gif.

In order to save a significant amount of time, we recommend that you use the item
number as the name of the corresponding image file so that you can easily identify your
images later. See 4. Image filename on page 38 for more information on the
recommended method of naming files.

NOTE: Image filenames should not contain special characters such as asterisks (*), or
spaces, and item numbers should not contain spaces, as they are not supported
by Web browsers. You can use underscores instead of spaces in filenames.
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External URL
If you want to include a link in your online store to a manufacturer’s or other Web site for
this item, enter the complete URL in this field (e.g., http://www.synchronics.com).

New?
To include this item on your online store’s New Items page, enter Yes in this field.

On special?
To include this item on your online store’s Specials page, enter Yes in this field.

NOTE: If you currently use sales prices in your CounterPoint inventory and plan to list the
same sale items in your online store, then you can choose the Special price flag
instead of the On special flag when mapping your ecommerce item info in Setup /
Ecommerce / Item mapping. If you use the Special price flag, sales prices will
automatically be posted to your online store and the On special? setting in the
Ecommerce window will be ignored. If you prefer to set sales prices manually,
choose the On special flag. See Entering status, user-defined fields, and related
items on page 40 for more information.

Enter reference?

When your customer orders this item, do they need to provide you with any product
specifications, such as monogramming? If so, enter Yes in this field. After you enter Yes in
this field, a Tag field appears. Enter up to fifteen characters for the tag. This tag will
display beside the reference field on the merchandise page. The tag should indicate to
your customers what you want them to enter in the field (e.g., Monogram). If you do not
enter a tag, the CPOnline default tag Comment will appear for this item.

In CounterPoint, the information entered by the customer will appear in the Reference field
of the line item window in Order Entry.

Category

Press F2 to assign the item to up to 14 category levels. Press F9 to view a list of all
possible category levels. From the F9 list, you can press F2 to show or hide the category
structure for the highlighted category.

Sk
HEE @ @66 @ o) 8=
Items — DEMO Kirby'z Gourmet Gifts
1. Item number GLA—A5%2 On Hand:= 99
2. Description Glass Goffee Mugs Availahle: 9%

Lookup CPOL categories

Kitchen AccessoriessUtensils
Music/sheet musi ]
Stemware Stemware and Glass
Stemuare oL 1 Stemware and Barware
Stemware and Glass-Everyday Glasses

>Stemware and Glass-Stemware and Barware

F2=Hide full description |
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Use the arrow keys to move to the desired category level, and press Enter to select that
category level.

Long description

Press F4 to enter the long description for the item. The description of the item displays on
the merchandise page in your online store. You may enter up to 80 lines (with a width of
78 characters per line) of description. The text will wrap as you type, and you may use
HTML tags (if you are familiar with HTML) to format the text.

NOTE: If you plan to enter HTML in your Long description, do not use quotation marks in
the HTML code as this will have an undesired effect online. Do not paste in HTML
generated from WYSIWYG editors such as FrontPage, Dreamweaver, or
Microsoft Word. HTML generated in this way contains extraneous code that may
cause your online store to appear improperly.

See Importing item long descriptions on page 47 for a simpler method of importing long
descriptions.

After you have completed all of the entries in the Ecommerce window, select No at Any
change ? and press Enter to return to the item record.

Updating other item fields, as needed

Depending on your plans for your online store, you may need to add or update other
information in the CounterPoint item record.

Identifying related items

If you plan to show related items in your online store, you can map two of the substitute
items defined in Inventory / ltems to the Related item # 1 and Related item # 2 fields in
CPOnline.

NOTE: If the substitute item fields in CounterPoint contain information that doesn’t work
well for CPOnline, you can use Store Administration to record up to ten item
numbers as Related Items.

For example, from the page for cooking sherry, a customer might see links to a related
item such as Marsala cooking wine. Using this example, in the cooking sherry item
record, you would enter the item number for the Marsala cooking wine in the Subst item
field.

Some merchants also enter reciprocal links in the other item records. Using the same
example, on Marsala cooking wine page, a customer would see the related item cooking
sherry.

Verify online item name
CounterPoint uses the item description defined in Inventory / ltems as the item name in
your online store.

Verify that the Item name field (Description1) contains the item name as you want it to
appear in your online store.
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If the content of the Description1 field is not what you want for the item name in your online
store, you have several options.

* You may change the field to contain what you want it to display.
* You may use another field to enter the item name as you want it displayed in your

online store. Item notes are often the best place to record item names that are longer
than 25 characters.

Item notes—————————————————————————————————————HNote ID: CPO-NAME
MAME-Fine Wine for Beginnerz: An Introduction to the Wines of California

NOTE: You must record the CPOnline item name in the same field for every item that
you intend to sell online. If you choose to use a field such as Item notes to
record item names, make sure that the Item name field in Setup / Ecommerce /
Item mapping is correctly mapped to the Notes source 1.

For more information and examples of using item notes, see Using item notes for

miscellaneous ecommerce info on page 49 of this document.

Marking multiple items as ecommerce items

Use the Set item ecommerce flags utility to flag items for ecommerce. This utility allows you
to set ecommerce flags for multiple items simultaneously (i.e., mark which items are
eligible for ecommerce). This utility only sets the ecommerce flags for items — it does not
provide a means for entering other item ecommerce information. This utility can also be
used to mark items that are no longer eligible for ecommerce. Fields 1 through 7 on this
screen may be used independently or together to select the items.

Select Setup / Ecommerce / Set item ecommerce flags from the CounterPoint menu. The Set
item ecommerce flags screen displays.

TE— sl B
5= e @ele) e ) B

Please enter:

1. Item range "Firat"™ to "Last"

2. Item type Inventory

3. Uendor # 888 Hanson Kitchen Company
4. Categ ~ Sub—cat "All" ~ “A11l"

7. Mark items as Ecommerce items

Field number to change ?
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1. Iltem range
Enter the range of items you want to flag for ecommerce.

Press F1 for the First to Last items on file.

2. Item type

Specify which types of items should be flagged for ecommerce.
Select:

Inventory To mark only inventory items for ecommerce.

Non-inventory  To mark only non-inventory items for ecommerce.
Service To mark only service items for ecommerce.
Consignment To mark only consignment items for ecommerce.
Press F1 for All items.

3. Vendor #
Specify the Vendor # for the primary vendor of the items you want to include in the
selection.

Press F1 for All vendors.

4. Categ / Sub-cat
Specify the category and/or sub-category that indicates which items to flag for
ecommerce.

Press F1 for All categories and sub-categories.

5./6. (Item attribute)
(Reserved) displays if you do not have any item attributes defined in Setup / Inventory /
Control.

Specify which the Item attribute values to select and flag for ecommerce.
Press F1 for All attributes.

7. Mark items as

For the items you have selected in fields 1-6 above, select:
Ecommerce items To flag the items for ecommerce.
Non-ecommerce items  To remove the items from online inventory.

Press Enter at Field name to change ? when all fields are complete. After the ecommerce
flags are set, a completion screen displays reporting the number of records that were
read and the number of records that were updated.
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Entering item mapping information

Item mapping allows you to specify what information from CounterPoint is used in
CPOnline and where it is used online. The four screens in the item mapping utility cover:

* Calculated pricing parameters and notes.

* |tem, pricing, and quantity information.
* |tem status, user-defined fields, and related items.
*  Shipping and tax information.

General Entry Tips

Two function keys are available at most fields to assist you on each of the item mapping
screens:

F1  When available, supplies a default source field that may be appropriate for many
merchants.

F5 Provides a selection list of available fields that may be mapped to the current field.

For any field where a CounterPoint value is not used or needed online, you may leave
that field blank by pressing Enter. The value None will display.

If you select a CounterPoint field using F5, the field is enclosed in brackets [e.g.,
[Category]). If you want to remove any extra trailing spaces from a field, you can change
the square brackets to braces (e.g., {Category}). If you fail to include brackets or braces,
your entry is treated as a literal value.

Numeric CounterPoint fields can be combined with arithmetic operations to obtain the
value for a CPOnline field. For example, if you give 5% discount on every item purchased
through your online store, you could enter [Price(Calculated)]*.95 as the Selling Price. The
following operators may be used to perform calculations:

+ to add * to multiply - to subtract / to divide

You can also combine literal text with a CounterPoint source field. For example, if your
item numbers don’t contain any spaces or special characters, and they all use the same
format (either .gif or .jpg), you can save a significant amount of time by naming your item
image files the same as the item number (e.g., the image file for item ABC might be
ABC.jpg). Then, instead of entering the image filename into each item record, you can
simply enter {ltem number}.jpg as the data to publish for the CPOnline Image filename. (The
braces around Item number mean that when you publish your item catalog, CounterPoint
will trim any trailing spaces from the item number before appending it with .jpg.)

Use this method only if all of the following are true:

1. You will not be renumbering your CounterPoint items.

2. All of your image files have the same extension (.gif or .jpg).

3. There are no spaces or special characters in your item numbers.

NOTE: Image filenames should not contain special characters such as asterisks (*), or

spaces, and item numbers should not contain spaces, as they are not supported
by Web browsers. You can use underscores instead of spaces in filenames.
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Enter calculated pricing parameters and notes

Select Setup / Ecommerce / Item mapping. The first item mapping window displays.

The first item mapping window allows you to enter calculated pricing parameters and to
identify any CounterPoint notes fields that will be used to map information to CPOnline.

CounterPoint 7.5 HE E
Item mapping Kirby’=s Gourmet Gifts
1. Location MAIN Central
2. Customer H# CPONLINE CPOnline
Note-ID Line#t Token

CPO-NAME i NAME-
Hone
None
Hone
Hone
Hone

3. Notes source
Hotes source
Notes source
NHotes source
Hotes source
Hotes source

O U L D

Field number to change 7

1. Location
This field serves the following purposes:

* Supplies the default location for price calculations (if you choose calculated prices
later in your item mapping and only if you are using the Price Pack Option).

* Provides quantities, if you choose Qty Available (Location) or Qty on Hand (Location) later
in your item mapping.

Enter the location that is appropriate for your online store.

2. Customer #
Enter the customer number to use for calculating prices for your online merchandise.

If you choose to publish calculated prices (which take into account price codes, sale, and
contract pricing), all item prices for CPOnline will be calculated based on the customer
number you enter here. You will specify whether to publish calculated prices to CPOnline
on the third screen in item mapping.

3. Notes source(s) 1-6

If you have created notes in CounterPoint to use in your online store (e.g., for item
names), they must be identified in these fields. Only one line of a note can be used as a
notes source. Later in the item mapping, you may use Notes source 1 (for example) to map
to a CPOnline field.

For each note you intend to map to your online store, enter the Note-ID and Line#. We
recommend that you use a descriptive Note-ID, such as CPO-(purpose) for a note you intend
to use for CPOnline.



”‘-ﬁ @ Find in

g & \Y current

;G:)UI Jl ER.R:)“ Jl Search
- -| Y in all

Electronic Documentation

CPOnline 37

If you do not intend to use the entire 25 character length of the item note for CPOnline,
you may enter a Token. The token should be a word or character at the start of the text
line. Only the part of the line following the specified token will be used.

NOTE: If you enter None as the token, CounterPoint will look for a token called None. If you
leave the Token field <blank>, the entire specified note line will be treated as the
note source.

For more information and tips on using item notes, see Using item notes for
miscellaneous ecommerce info on page 49 of this document.

Press Enter at Field number to change ? to move to the second item mapping window.

Enter item, pricing, and quantity information

The second item mapping window, ltems Screen 1, is where you map item, pricing, and
quantity information to CPOnline.

CounterPoint 7.5 !. -
Item mapping Kirby's Gourmet Gifts
—— Items Screen 1 ——

Field Enter value or [Field-IDI]

1. Item number [Item number]

2. Item name [Description 11

3. Long description [Description C(Long>]

4. Image filename {Item numbher?.jpg

5. External URL [External URL]

6. (Reserved)

7. Vendor [Vendor name ]

8. Selling price [Price <Calculated>]

9. List price [Price <List — Price—-1>1
1@8. Member price Hone
11. Qty available [Qty available {(Item>]

Field number to change 7

1. ltem number
The CPOnline item number must correspond to the item number in CounterPoint. This
field cannot be changed.

2. Item name
This field displays in your online store as the CPOnline item name. The default mapping
is to Description 1 in the item record.

If the content of the Description1 field is not what you want for the item name in your online
store, you can map the field to a different source, such as a note source, where the item
name is entered as an item note for display in your online store. ltem notes are often the
best place to record item names that are longer than 25 characters.
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Item notes————————————————————————————Hote ID: CPO-HAME
MAME-Fine Wine for Beginners: An Introduction to the Wines of California

NOTE: You must record the CPOnline item name in the same field for every item that you
intend to sell online. If you choose to use a field such as Item notes to record item
names, make sure that the ltem name field in Setup / Ecommerce / ltem mapping is
correctly mapped to the Notes source 1.

For more information and tips on using item notes, see Using item notes for
miscellaneous ecommerce info on page 49 of this document.

3. Long description

This field is the text that displays with each item to describe that item. The default
mapping is to Description (Long) and corresponds to the Long description field in the
Ecommerce popup window of the item record.

4. Image filename

This field contains the name of the image file that displays with each online merchandise
item. Default mapping is to Image filename (ltem) and corresponds to the Image filename in
the Ecommerce popup window of the item record.

If your item numbers don’t contain any spaces, or special characters, and all use the
same format (either .gif or .jpg), you can save time by using item numbers as your image
filenames. Then instead of entering the image filename into each item record, you can
simply enter {ltem number}.jpg as the data to publish for the CPOnline Image filename. (The
braces around Item number mean that when you publish your item catalog, CounterPoint
will trim any trailing spaces from the item number before appending it with .jpg.)

NOTE: Image filenames should not contain special characters such as asterisks (*), or
spaces, and item numbers should not contain spaces, as they are not supported
by Web browsers. You can use underscores instead of spaces in filenames.

NOTE: If you use item numbers as the means of naming files, any image filename
entered in the Ecommerce popup window of the item record will be disregarded by
CounterPoint.

5. External URL

This field contains any external Internet addresses that you want to point to from
merchandise pages in your online store. The default mapping is to External URL specified
in the Ecommerce popup window of the item record.

7. Vendor
This field displays the item’s vendor name. Default mapping is to the vendor name listed
in the item record.
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8. Selling price

The values in this field display as Your Price on the merchandise pages in your online

store. The default mapping is to Price (Calculated).

NOTE: If you want to use oversize pricing or alternate units in you online store, Selling
Price must be mapped to Price (Calculated), Price (List - Price-1 - 6), or Price (List -
Regular).

9. List price
The values in this field display as List Price on the merchandise pages in your online
store. The default mapping is to Price (List — Price-1).

NOTE: If you want to use oversize pricing or alternate units in you online store, List Price
must be mapped to Price (Calculated), Price (List — Price-1 — 6), or Price (List — Regular).

10. Member price

The values in this field display as Your price on the merchandise pages in your online
store. It displays only for customers whose categories qualify them for member status.
The default mapping is to Price (Regular).

NOTE: If you want to use oversize pricing or alternate units in you online store, Member
Price must be mapped to Price (Calculated), Price (List - Price-1 - 6), or Price (List -
Regular).

See CPOnline Store Administration for more information on setting up member pricing.

11. Qty available

The value in this field indicates the quantity available for the items in your online store.
The field corresponds to Qty available(ltem), which totals the quantity available for each
item across all locations.

Each time an online order is placed, the quantity sold is subtracted from the Qty available
field for the item. This is how Out-of-stock status is determined in CPOnline. Customers do
not see Qty available unless it has been enabled by the merchant in the online store
administration.

Press Enter at Field number to change ? to move to the third item mapping window.
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Entering status, user-defined fields, and related items

The third item mapping window, Items Screen 2, allows you to map item status fields, user-
defined alpha and numeric fields, and related items.

CounterPoint 7.5 [_ O] <]
Item mapping Kirby's Gourmet Gifts
——— Items Screen 2 ——

Field Enter value or [Field-IDI]

1. Active 7 [Status]

2. New 7 [Mew flagl

3. On special 7 [Special price flagl
4. Enter reference 7 [Enter reference flagl
%. Reference tag [Reference tagl

6. User def alpha 1 Mone

?. User def alpha 2 Mone

8. User def alpha 3 Mone

2. User def numeric 1 None
18. User def numeric 2 None
11. User def numeric 3 None
12. Related item # 1 [Subst item 1]
13. Related item # 2 [Bubst item 21

Field number to change 7

1. Active ?
This setting determines whether an item displays in your online store. This field
corresponds to Status in the item record.

2. New ?
This setting determines whether an item appears on the New ltems page in your online
store. This field corresponds to New ? in the Ecommerce popup window of the item record.

3. On special ?
This setting determines whether an item displays on the Specials page in your online
store.

Select:

Special price flag ~ To post items with sale prices in CounterPoint to the CPOnline Specials
page.

On special flag To post items that contain Yes in the On special ? field of the Ecommerce
popup window of the item record to the CPOnline Specials page.

4. Enter reference ?

This setting determines whether a text entry field is available on the merchandise page
for an item. This field corresponds to Enter reference ? in the Ecommerce popup window of
the item record.

5. Reference tag

The value in this field displays as a label for any reference field on the merchandise
page. The field corresponds to Tag (which displays when you answer Yes to Enter
reference?) in the Ecommerce popup window of the item record.
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6.-8. User defined alpha 1-3

9.-11. User defined numeric 1-3
These user-defined fields are not used online and should be left <blank> for None.

12. Related item # 1

The value in this field identifies a related item that is suggested to your online customers
on the item’s merchandise page. The default mapping is to Subst item-1 field of the item
record.

13. Related item # 2

The value in this field identifies a related item that is suggested to your online customers
on the item’s merchandise page. The default mapping is to Subst item-2 field of the item
record.

Press Enter at Field number to change ? to move to the fourth item mapping window.

Entering shipping and tax information

The fourth item mapping window, Items Screen 3, is where you map shipping and tax
fields.

[&] CounterPoint 7.5 N = B
=F @ @ee @ ) H=
Item mapping Kirby's Gourmet Gifts
——— Items Screen 3 ——
Field Enter value or [Field-ID]
1. Charge shipping ? [Charge shipping flagl
2. Shipping amount HNone
3. Height [Weight]
4. Taxable flag 1 [Taxahle flag <(Item>]
5. Taxahle flag 2 None
6. Taxabhle flag 3 None

Field number to change 7

1. Charge shipping?
This field determines whether an item is subject to shipping charges in your online store.

Default mapping is to Charge shipping flag and corresponds to the Charge shipping ? field in
the Ecommerce popup window of the item record.

NOTE: If you leave this field blank, it will default to None and shipping will not be charged
for any items.
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2. Shipping amount
The value in this field is used to determine the shipping cost for the item, if you select By
Item as the shipping rate method in Shopping / Shipping in CPOnline Store Administration.

Enter the amount you want to charge per item in this field, or select the field in the item
record from which the shipping amount should be pulled.

If you choose a shipping method other than By Item in CPOnline Store Administration,
CPOnline ignores this field.
3. Weight

The value in this field is used to calculate shipping charges, if the calculation method
selected in Shopping / Shipping in CPOnline Store Administration is By Total Order Weight or
Use 3rd Party Rates.

NOTE: If you leave this field blank, it will default to None and no weights will be uploaded
to the online store.

4. Taxable flag 1
The value in this field determines whether the item may be taxed in your online store.
This field corresponds to Taxable ? in the item record.

5./6. Taxable flags 2 and 3
The values in these fields determine whether any other taxes defined in CPOnline apply
to the item. These fields correspond to an available field of your choosing.

Press Enter at Field number to change ? to save your entries.

Mapping unit, cell tag, or color/size name changes

Unit mapping

Unit mappings allow you to change (i.e., re-map) the units CounterPoint exports to your
online store. For example, you may prefer to display the CounterPoint unit DOZ as dozen
(all lower case) in your online store. In this case, you would define a unit mapping for the
unit DOZ.

Complete unit mapping for every unit that you want to change for your online store.
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Select Setup / Ecommerce / Unit mapping to map units for your online store or to delete any
unit mappings. The Unit mapping window displays.

B Counterpoint 7.5 = B
k- @) eee) e ) H=)

2. Item number “A11l"

3. Maps to dozen

Field number to change 7

1. Unit
Enter the unit value as it is stored in CounterPoint (e.g., DOZ). If you have already
mapped units, use F1 to move through and select those mappings.

NOTE: Entries of these unit values are case-sensitive.
2. ltem number

You may leave this field blank to cover all occurrences of the specified option in
CounterPoint.

To apply the mapping to a specific item number only, enter the item number.
3. Maps to

Enter the unit value as you want it to display in your online store (e.g., dozen).
Press Enter at Field number to change ? to save your mapping.

You may print the units that are mapped for your CPOnline store by selecting Setup /
Reports / Ecommerce / Unit mapping. See Printing the Unit Mapping List on page 52 for more
information.

Cell tag mapping

Cell tag mappings allow you to change (i.e., re-map) the cell tags and color/size names
that CounterPoint exports to your online store.

For example, you may want to change grid labels of COLR and SIZE to display as Color
and Size. To do so, you would map the COLR tag to Color, and you would map the SIZE tag
to Size. As another example, you might want a color choice to display as Hunter Green in
your online store rather than Green. You would map the color Green to Hunter Green using
the Cell tag mapping utility.
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Select Setup / Ecommerce / Cell tag mapping. The Cell tag mapping window displays.

CounterPoint 7.5 -

UHE ¢ PeE e ) 8o

Cell tag mapping Kirby's Gourmet Gifts

1. Tag type Size

2. Tag SIZE
SIZE Med

3. Item number "A11"

4. Med maps to Medium

Field numbher to change 7

Fl=Mext Fa=Delete

1. Tag type
Select:

Colortag To map a color tag (e.g., COLR).

Color To map a color name (e.g., Green).
Size tag To map a size tag (e.g., SIZE).

Size To map a size name (e.g., Med).
2. Tag

Enter the specific color or size tag that corresponds to the tag you want to re-map.

NOTE: If you are defining a color or size name mapping (as opposed to a color tag or size
tag mapping), you must also enter the actual color or size name that you want to
map (e.g., Green).

3. Iltem number
You may leave this field blank to cover all occurrences of the specified option in
CounterPoint.

To apply the mapping to a specific item number only, enter the item number.

4. Maps to

Enter the value that you want to appear in your online store for this tag or name. With the
COLR example, you would enter Color. With the Green example, you would enter Hunter
Green.

Press Enter at Field number to change ? to save your mapping.

You may print the cell tag mappings for your CPOnline store by selecting Setup / Reports /
Ecommerce / Cell tag mapping. See Printing the Cell Tag Mapping List on page 53 for more
information.
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Marking multiple customers as ecommerce customers

Setup / Ecommerce / Set customer ecommerce flags

Use this utility to flag multiple customer records simultaneously for Ecommerce or Non-
ecommerce. In order to publish customer records and import them into CPOnline, the
ecommerce flag in the customer record must be set to Yes.

Select Setup / Ecommerce / Set customer ecommerce flags from the CounterPoint menu. The
Set customer ecommerce flags window displays.

CounterPoint 7.5 !. -
=F @@ @66 @ @) 8=
Set customer ecommerce flags Kirby' sz Gourmet Gifts

Please enter:
1. Customer range "First" to “"Last"
2. Customer tupe "all"
3. Customer category “All"
4

. Mark customers as Ecommerce customers

Field numbher to change 7

1. Customer range
Enter the range of customer numbers for which you want to set the ecommerce flag.

Press F1 for the First to Last customers on file.

2. Customer type

Select:
AR charge To select A/R charge customers only.
Cash To select cash customers only.

Miscellaneous cash To select miscellaneous cash customers only.
Press F1 for All customer types.
3. Customer category

Enter the customer category or press F9 to select the customer category to use for
ecommerce.

Press F1 for All customer categories.
4. Mark customers as
For the customer records you have selected in fields 1-3 above, select:

Ecommerce customers To flag the customers as ecommerce customers.
Non-ecommerce customers  To flag the customers as non-ecommerce customers.
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Press Enter at Field name to change ?. After the ecommerce flags are set, a completion
screen displays reporting the number of records that were read and the number of
records that were updated.

Marking individual customers as ecommerce customers

Select Customers / Customers to:

* Flag individual customer records as Ecommerce or Non-ecommerce. In order to publish
customer records and import them into CPOnline, the ecommerce flag in the
customer record has to be set to Yes.

* Add email addresses to customer records. Email addresses that are a part of the
customer record in those marked for ecommerce will be sent to CPOnline when the
customers are published. If you send an email address from CounterPoint to
CPOnline, this address will become the ID for the customer’s online account.

The first time customers imported from CounterPoint visit the online store and log in, they
are required to change their password. If no email address is provided in CounterPoint,
CPOnline will use the CounterPoint customer number as the email address and the
shopper will be required to provide a valid email address after they log in for the first time.

Select Customers / Customers from the CounterPoint menu. The Customers screen displays.

CounterPoint 7.5 [_ O] <]
== @@ @6 e ° B

Customers — DEMO Kirby's Gourmet Gifts

1. Customer H CPONLINE

2. MName CPOnline

3. Address-1 Address—2

4. City State ZipsCtry

5. Contact-1 Phone—1

6. Contact-2 Phone—2

?. Email |

8. Sales rep % Mary Anne Ymith

2. Parent cust

18. Cust tupe Cazh 28. Ecommerce 7 ¥

11. Category RET Retail 21. Unposted bal .8a

12. Tax code 0ST Out of state sales 22. Credit limit 5 .888

13. Tax exempt # 23. Credit rating

14. Ship-via F&G FedEx Ground 24. Credit hold Mone

15. Ship zone 25. Allow checks ? ¥

16. Commisz pct (Mot applicahle> 26. First zale on HNone

17. Discount pct .B88 27. Last sale on Mone

18. GCard-H#-Exp 28. Last sale amt .88

17. Comment 2%9. Loyalty pts a

Field number to change ? 7

There are two ways that an email address may be entered into the customer record in
CounterPoint. You can either enter the address in the Email field, or change the
Ecommerce ? field to Yes and enter the address in the ecommerce popup window.

NOTE: There is no need to do both. A change to Email automatically changes the contents
of the email field associated with Ecommerce ?, and vice versa.

Ecommerce ?
Enter Yes and press Enter. The customer ecommerce window displays.
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Ecommerce

Email address lcponline@synchronics.com
Affiliate

Ecommerce active 7 Initial password CPONLINE

Email address
Enter the email address for the customer, and press Enter.

If the customer record sent to CPOnline does not have an email address, the Customer #
will be used for the initial ID, and the customer will be forced to enter a valid email
address the first time they log in to your online store.

NOTE: If you change a customer’s email address in CounterPoint after the customer
record has been exported to CPOnline, the change to the email address will not
be imported into CPOnline.

Affiliate
Leave <blank> for None.

The Affiliate field will be populated by CPOnline (if you have enabled the affiliate program
in CPOnline Store Administration).

Ecommerce active ?

Initial password

Ecommerce will be activated the first time an order for the customer is imported into
CounterPoint. The initial password defaults to either the customer number or a randomly
generated password depending on your selection in Setup / Ecommerce / Control. Once the
customer has placed an order (and changed his or her password), the initial password
will be removed from this window.

At Any change ? select No. Press Enter. You are returned to the Customers window. Press
Enter at Field number to change ? to save any changes.

Importing item long descriptions

Long descriptions of items display on merchandise pages in your online store. You may
enter up to 80 lines (with a width of 78 characters per line) of description. The text will
wrap as you type, and you may use HTML tags (if you are familiar with HTML) to format
the text.

NOTE: Do not use quotes as part of your HTML as this will have undesired results online.

You can use an application such as Microsoft Word or Microsoft Excel to enter all of the
long descriptions for your ecommerce items into one file, save the file as a comma
separated value (CSV) format file, then import the file into CounterPoint using Setup /
Ecommerce / Import item long descriptions.

The file must be created in a specific format. There should be two records per row: a
single item number (not a barcode) followed by a comma and then the entire long
description. For example:

APP-1927, The long description for item #APP-1927.
APP-1928, The long description for item #App-1928.
Enter your information in the format shown above and save as a CSV file.
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To use Microsoft Word
A possible method of using Microsoft Word to create a file to import long descriptions is:

1.
2,

Open a new document and create a table with two columns.

Enter a row for each item with the item number in the first column and the description in
second column. Do not enter a TAB character anywhere, and ensure that your item
numbers do not have spaces after them.

Save the file as a Word document.

Choose Table / Convert / Table to text from the Word menu. When asked, select Commas
as the character to separate text, and click OK.

Choose File | Save As from the Word menu and save the file in Text only (*.txt) format.
This file is now formatted properly for CounterPoint.

To use Microsoft Excel
A possible method of using Microsoft Excel to create a file to import long descriptions is:

1.
2,

Open a new document and create a table with two columns.

Enter your items and descriptions by typing the item number in the first column and the
long description in the second column. Be sure not to leave any blank lines in between
your items.

When you have finished entering your item information, copy and paste the table into
Microsoft Word.

NOTE: We recommend using Word for import due to the fact that when using Excel, if
there are any commas in the long description, the entire long description will
be enclosed in quotation marks.

4. Follow steps 3 through 5 of the Word instructions above to complete the import

process.

From the CounterPoint menu, select Setup / Ecommerce / Import item long descriptions. The
Import item long descriptions window displays.

CounterPoint 7.5 !. .

Import item long descriptions Kirby' sz Gourmet Gifts

Field numbher to change 7

== @ @ee e ) B=

Pleaze enter:
1. Import filename G:xSynslongdesc . txt

2. 8kip or replace existing
item long descriptions 7 Replace

3. Report tuype Detail report
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1. Import filename
Enter the full path and file name of the text file (e.g., CASYN\LONGDESC.TXT).

2. Skip or replace existing item long descriptions?
Select Skip to skip items that already contain long descriptions, or select Replace to
replace any existing long descriptions.

3. Report type

Select:

Detail report  To print the details of every long description.
Errorsonly  To only print any errors that occurred during import.
None To skip printing altogether.

Press Enter at Field number to change ?. If any errors are encountered in this import they are
listed on the report.

Using data interchange to import item data

If you have the CounterPoint Data Interchange Option, you can use this option to import
ecommerce information for items. The following item fields can be imported:

Ecommerce ?, Image filename, External URL, New ?, On special ?, Enter ref ?, and Reference tag.

Using item notes for miscellaneous ecommerce info

If there is specific item information that you want to publish to your online store, but that
information doesn't fit anywhere in the current CounterPoint item fields, you can enter
that information in an item note. You can then map the item note to a specific field in
CPOnline.

For example, your existing CounterPoint items may have descriptions that aren'’t suitable
as CPOnline item names (e.g., you have an item with a description of Aluminum Scoop, but
you want your online store to list the name of this item as Aluminum Ice Cream Scoop). In
this case, you could enter the desired item name in an item note.

You should change the Note ID to something that describes the content of the note (e.g.,
CPO-NAME for a note that contains the CPOnline item name). You would then enter a
similar note for each of your ecommerce items, ensuring that the Note ID is the same for
each item.

If you use item notes to enter custom item information, you must ensure that the
information entered doesn’t exceed the maximum length of the intended destination field
in CPOnline. For example, item names in CPOnline can contain up to 25 characters. If
you intend to map a Note source to one of the CPOnline categories, you must ensure that
the category information in the note line doesn’t exceed 25 characters.

Only one line from an item note can be mapped to a Note source for CPOnline. When you
perform item mapping, you will enter a Line# to identify which line of the note is mapped.

Using tokens in item notes
If you only want to map a part of a line, you may use a token in your notes. You can
specify a token for each item note you map.

A token is an optional character string that appears at the beginning of the note line that
you want to publish to your online store. The token is used in Setup / Ecommerce / Item
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mapping to identify what text should be published. All text on the specified line after (but
not including) the token will be used as the Note source.

CounterPoint 7.5

== ®j¢ @ee e ) B=

Item mapping Kirby's Gourmet Gifts
1. Location MAIN Central
2. Customer H# CPONLINE GCPOnline
Note-ID Line#t Token
3. Motes source CPO—NAME 1 NAME—

Notes source
Motes source
Motes source
Notes source
Notes source

Al L)

Field number to change 7

For example, if you enter NAME- as the token, and the item note reads NAME-Aluminum Ice
Cream Scoop, the Note source for this item will be Aluminum Ice Cream Scoop.

Item notes—————  Hote 1D: CPO-MNAME
NAME—Aluminum Ice Cream Scoop
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Printing ecommerce reports

Printing the Ecommerce Category List

The Ecommerce Category List allows you to see how your CPOnline categories are
organized, and even list which items are in which categories. You can also report those
items that have not been assigned to ecommerce categories.

Select Setup / Reports /| Ecommerce / Categories. The Category list window displays.

]2 @) @elE) €) ) E=

Please enter:

1. Starting category "First"
2. Print long descriptions ? Y
3. Print item numbers 7 ¥
4. Print unassigned items 7 ¥

Field numbher to change 7

1. Starting category ?
Enter the category to start the category list.

Press F9 to look up a category. Press F1 for the First category.

2. Print long descriptions ?
Specify whether to print long descriptions by selecting Yes or No

3. Print item numbers ?
Specify whether to print item numbers by selecting Yes or No.

4. Print unassigned items ?
Specify whether to print items that have not been assigned to any ecommerce category
by selecting Yes or No.

Press Enter at Field number to change ?. From the Select printer popup window, select where
to print the Ecommerce Category List.

A sample Ecommerce Category List is illustrated below.
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Ecommerce Category List = [=] 5]
ﬁmml ﬂmt| 2 Print ﬂml [~ Do not use full screen viewer
Date 03/17/04 Time 11:46.42 Kirby's Gourmet Gifts -
ECOMMERCE CATEGORY LIST
Starting category: "First”
Level Categoriss Long-description - Inage—filenams ~ Items
1 China. Dishes. and Silver Inage: dish.gif
2 Everyday Dishes Inage: every.gif
Items: ART-896 Fountain de Florenzia Prt
BEYV-032 Cocking Sherry
CHN-843 Miss Ananda China
DSH-006 Santa Fe Coffes Set
DSH-008 Greek Scroll Dishes
DSH-010 Limoges Plate o
DSH-070 Stainless Steel Coffee
DSH-090 Hand-Painted Iris Dishes
DSH-992 Porcelain Coffes Set
DSH-396 Italian Majolica Plates  SHAP
2 Fine China and Porcelain Inage: china.gif
Items: CHN-073 Pink Lily Fine China
CHN-723 Fink Peony Dishes
CHN-B43 Miss Ananda China
DSH-010 Limoges Plate
2 Silver & Silverware Inags: silver.gif
2 Silver and Silvervare Inage: slver.gif
Ttems: MISC-008 Crsan and Sugar Set
SLY-003 Silver Gravy Boat
SLY-004 Silver Oval Platter -
KT oy

Printing the Unit Mapping List

Select Setup / Reports / Ecommerce / Unit mapping. The Unit mapping list window displays.

o)) 6 dele) e ) B

Please enter:

1. Unit range "First" to "Last"

Field number to change 7 |

1. Unit range
Enter a starting and ending unit range.

Press F1 for the First to Last units on file.

Press Enter at Field number to change ?. From the Select printer popup window, select where
to print the Unit mapping list.

A sample Unit Mapping List is illustrated below.
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[B Unit Mapping List =] 3]
E?: Search | AR Font | _% Fiint | [l Exit | [~ Do not use ull sereen viewsr

|Dste 03/17/04 Time 12:35:13 Eirby's Gourmet Gifts 5|

TNIT HALAPPING LI=T

Unit range: "First™ to "Last"
Unit Mapped-to Item—number Description—-1 Description—2
Doz dozen &11
EACH each ALL
3ET set of & ALL

3 unit mappings on file

-

KT Hs

Printing the Cell Tag Mapping List

Select Setup / Reports /| Ecommerce / Cell tag mapping. The Cell tag mapping list window

displays.
CounterPoint 7.5 [_[C]]
T 6 O @) ) S

Please entep:

1. Tag type [Color tao:
olor

Size tag
Size

a1l

HEhW|

1. Tag type
Select a tag type of Color tag, Color, Size tag, or Size.

Press F1 for All tag types.
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Press Enter at Field number to change ?. From the Select printer popup window, select where
to print the Cell Tag Mapping List.

A sample Cell Tag Mapping List is illustrated below.

[ cell Tag Mapping List —[a] x|
2 Brint
Time 12:
Cell tag type: "ALL™
Tag-type Tag Mapped-to Item—nurmber Description—1
Color-tag COLR Color A1l
Color-tagy SHLP Shape All
Color-tag SIZE Size i1l
Color-tag TYPE Type A1l _I
Color COLE  Purpl Purple Haze A1l
Color SHAP Souar Scuare Al1l
Color SIZE Hed Hedium ill
Color TYPE Octad Octagon A1l
Size-tag COLR Color i1l
Size-tagy SHAP Shape A1l
Size-tag ZIZE Size All
Size-tagy TYPE Type A1l
Hize COLRE  Purpl Purple Haze ill
Size SHAP Octadg Octagon A1l
Zize SHAP Sguar Sguare All =
KN H
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Using CounterPoint and CPOnline

Publishing information to CPOnline

Select Ecommerce / Publish to publish items, orders, customers, and/or ticket history in any
combination.

Defining a Publication ID

You can save up to 12 publication ID’s, so you don't have to enter parameters every time
you publish.

For example, you might save a publication called DLY that you run on a daily basis to
publish updated item prices and quantities as well as order status updates. You might
define a second publication called CUS that you run less frequently to publish only your
customers.

Select Ecommerce / Publish. The Publish window displays.

BEECEIERIEEER

Please enter:

1. Publication ID ALL

Description Publish everything
2. Publish items 7

Item range "Fipat" to “"Last'"
3. Publish orders 7 ¥

Order range “"First" to “Last"

4. Publish customers 7
Customer range “"First" to “Last"™

5. Publish ticket history ?
Customer range {Not applicable>

6. {Reserved)

Field number to change ?

F3=Delete

1. Publication ID
Press F2 to select from a list of existing publication ID’s or enter a name for a new set of
publication parameters.

Description
Enter a description for the new publication ID.

Set parameters for the remaining 5 fields. These will be saved under the name of the new
publication ID.

Leave <blank> for None. If you do not enter a name, the parameters you choose for this
publication will not be saved for later use.
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Publishing items

When you publish your item catalog, CounterPoint ecommerce information is written to
an ASCII text file named CPTOCPOL-nnnn.TXT. In this file, nnnn refers to the publish file
number currently in use based on the initial setting in Setup / Ecommerce / Control. The
CPTOCPOL-nnnn.TXT file is created from CounterPoint data based on the entries in item
mapping and stored in the CPONLINE sub-directory below your CounterPoint company
directory. CPTOCPOL-nnnn.TXT is the vehicle for getting information from your
CounterPoint system to your online store.

You will routinely publish your item catalog to:

* Assign, move, or unassign items in your online store.

* Add, change, or delete category levels in your online store.
* Change the items listed on your Specials page.

* Change the items listed on your New ltems page.

* Update prices and quantities.

You should also publish an item catalog when you need to re-map any CounterPoint
information to your online store.

You have many options for selecting which items to publish in your item catalog. To
publish your CounterPoint data, select Ecommerce / Publish. Select Yes at Publish items ?.
The Publish Items window displays.

2. Publish items

Publish Items

Item range "First" to “Last"
Location MAIN Central
Item type A1l

Uendor # "Al11"

Categ ~ Sub-cat "All" ~ “A1l1l"
(Rezerved’

CRezervedd

Activity Add~replace items
Any change 7 |[VHE -

Item range
Enter the range of item numbers to publish.

Press F1 for the First to Last item number.
Location
The default value for this field is the location specified in item mapping.

NOTE: Location will be used for quantity tracking if you mapped Qty available (Location) or
Qty on hand (Location) to CPOnline’s quantity field, and/or if you mapped
Price(Calculated) to any CPOnline pricing field.

Item type
Enter the type of item(s) to publish (e.g., Inventory, Non-inventory, etc.).

Press F1 for All.
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Vendor #
Enter the vendor number of the items you want to publish.

Press F1 for All.
NOTE: This field refers to the item’s primary vendor for selecting records.

Categ / Sub-cat
Enter the category and sub-category you want to publish.

Press use F1 for All.

(Reserved)

(Reserved)

If you use item attributes in your CounterPoint system, they may be used to select items
to publish, or press F1 in both fields for All.

Activity
Indicate what type of item catalog you want to publish.

Select:

Add/replace items  To add or replace item and category information without removing
any existing items from your online store.

Update To update existing item prices and quantities only.
prices/quantities

Full replacement To completely replace all items and categories in your online store
with the information being published.

Any existing CPOnline items or categories that aren’t included in the export are marked
as Inactive in your CPOnline store when you import a Full Replacement catalog. Though
not displayed to your online customers, these inactive items and categories aren’t
actually deleted from your online store, because the information for these
items/categories might be needed to fulfill outstanding orders or to display past order
history for your customers.

Press Enter at Field number to change ? to begin publication. A status screen displays as
your items publish. When the publication is completed, the message Process complete —
press ESC displays at the bottom of the screen.

Publishing orders

You can publish CPOnline order status information—including invoice history—from
CounterPoint to CPOnline. This allows customers to view the history of their online
purchases that were processed through Order Entry.

Select Ecommerce / Publish. Select Yes at Publish orders ?. The Publish Orders window
displays.
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3. Publish orders

Publish Orders

Order range "First" to "Last"

Order date range "Earliest" to "Latest"

Customer range "First" to "Last"

Order range
Enter the range of orders you wish to publish.

Press F1 for the First to Last order number.

Order date range

Enter a beginning and ending date for the orders you wish to publish.
Press F1 for the Earliest to Latest order date.

Customer range

Enter the range of customers you wish to publish.

Press F1 for the First to Last customer number.

Publishing customers

As mentioned in the previous section, when you publish your item catalog, CounterPoint
ecommerce information is written to an ASCI| text file named CPTOCPOL-nnnn. TXT.
When you publish your customers, the new customer records are written to the
CPTOCPOL-nnnn.TXT file.

Publishing customers publishes current information about CounterPoint customers to
CPOnline. Only customers flagged for ecommerce are published. You will publish
customers to send CounterPoint customer records to CPOnline for the first time, and also
to update existing CPOnline customer records.

When a new customer submits an order in CPOnline, a customer record is created in
CounterPoint. A customer number is generated based on the specification you entered
Setup / Ecommerce / Control.

You will routinely publish customers to CPOnline to add and update customer information
from CounterPoint to CPOnline.

If you are using On Account as a payment method in CPOnline, AR charge customers can
charge to their accounts in your online store. Credit limits and available credit are sent
from CounterPoint. If your store allows the On Account payment method, you will want to
publish customers regularly to ensure accurate credit limit checks for online purchases.

Select Ecommerce / Publish. Select Yes at Publish customers ?. The Publish Customers window
displays.
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4. Publish customers
Publizh Customers

Customer range "First" to "Last"

Customer category 'A11Y

Activity Update changed customers

finy change 7 [[YhW -
Customer range
Enter the range of customers you wish to publish.
Press F1 for the First to Last customer number.
Customer category
Enter the customer category you wish to publish.
Press F1 for All.
Activity
Select:
Add/replace customers  To add or replace customer information by republishing all

customers. (This creates the largest file.)

Update balances To update existing A/R customer balances.
Update changed To update only those customers whose information has changed
customers since the last publication and to add new customers.

Press Enter at Field number to change ? to begin publication. A status screen displays as
your customer records publish. When the publication is completed, the message Process
complete — press ESC displays at the bottom of the screen.

Publishing ticket history

You can publish CounterPoint ticket history—for purchases that did not originate online—
to CPOnline. This allows online shoppers to view the entire history of their purchases,
including those made in your CPOnline store and your brick-and-mortar store.

NOTE: You must sign up for the CounterPoint Ticket History Premium Feature from your
CPOnline Store Administration web site to allow online shoppers to view
CounterPoint ticket history in CPOnline.

Select Ecommerce / Publish. Select Yes at Publish ticket history ?. The Publish Ticket History
window displays.
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5. Publish ticket history ?
Pubhlizsh Ticket History

Customer range "First" to "Last"
Cuztomer category A1l
Ticket date range "Earliest" to "Latest"

Store number "All"

Customer range
Enter the range of customers for which you want to publish ticket histories.

Press F1 for the First to Last customer number.

Customer category

Enter the customer category for which you want to publish ticket histories.
Press F1 for All.

Ticket date range

Press F2 to enter a specific date range.

Press F1 for the Earliest to Latest ticket date.

Store number

Enter a store number.

Press F1 for All.
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Importing CPOnline information into CounterPoint

Use CPOnline Store Administration to download and save your order information as a
batch file called CPOLTOCP.TXT in your company's CPOnline directory (e.g.,
C:\SYN\COMPANYNAME\CPONLINE).

NOTE: For further instructions on downloading orders from your online store for export to
CounterPoint, see Operations / Export / Instructions in CPOnline Store Administration.

In CounterPoint, select Ecommerce / Import.

I;w] ) ®)@) @] ) €] ) &=

0K to import from CPOnline 7 [{'{&¥ -

OK to import from CPOnline ?
Specify whether to import a batch of orders by selecting Yes or No.

From the Select printer popup window, select where to print the import logs.

When the reports have completed printing the message Import complete - press ESC
displays.

If errors occurred during import, the message Errors have occurred — check import log for
details displays. Select System / Spooled reports / Ecommerce Import Log to view a summary of
orders and customers imported into CounterPoint along with any accompanying error
messages.

A sample of an Order Import Log containing errors is illustrated below.
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Ecommerce Import Log - E||5|
I Search | KA Font | & Frint |
Date 03/159/04 Time 10:47:14

E Exit | [¥ Do not use full screen viewer

Kirby's Gourmet Gifts Report# 0165 User MASA

CUSTOHMNER IMNPORT L oG

Import file name: DEMOGIFT/CPONLINE/CPOLTOCF.TET
Location: MAIN Central

Profit center: 100

Non-wisc item desc wethod:

Insufficient gty method: Owverride

Pricing method: Import values used

Ap "*" by price indicates a price override.

CPOL-cust—-# CP-cust-# Eill-to-name Address city St Zip-code Affiliate

501350 WEB100000003 Joe EBlack
495562 WEB100000004 Mary Harris

145 Main Street Mewphis TN 358138
957 South Street Winlet VT 05401 _I

Date 03/19/04 Time 10:47:14 Kirby's Gourmet Gifts Report# 0165 User MAS

ORDER IMNPORT LOG

Ordr-# Ord-date CPOL-doc-# CP-cust—§ Bill-to-name P.O.# Batch-# Cncl-date

WEE100000003 Joe Black 30020 o None

shuto®  3/19/04 30020
# Ship-via record not on file

*#%% Error in rece

Item-# Description Loc Qty-ordered Unit Qty-to-ship Unit-price Unit
BOOE-558 Fine Wine for Beginners MATN 1 EACH 1 17.50 EACH
STH-035 Crystal Wine Glasses HAIN 1 EACH 1 37.50 EACH
(Black) UTL-502 Rubberized Corkscrew MAIN 1 EACH 1 g9.99 EACH
Order totals: 3 lines 3 3 -
i} oz

Make any necessary changes in CounterPoint to correct the error. For example, in the
report above, an error occurred because the correct ship-via code was not on file in
CounterPoint. Adding the code in CounterPoint corrects the error.

Once the error or errors have been corrected, open your company's CPOnline directory
(e.g., C:\SYN\COMPANYNAME\CPONLINE). Locate the error file CPOLTOCP.ERR. This file
contains the erroneous data. Rename this file CPOLTOCP.TXT.

NOTE: If a file called CPOLTOCP.TXT already exists in your CPOnline directory, it must
be deleted prior to renaming the CPOLTOCP.ERR file.

Re-run Ecommerce / Import. The file CPOLTOCP.TXT, which contains the newly corrected
data, is imported into CounterPoint, creating an error-free import log.

Signhing up for CPOnline

We recommend that you sign up for the CPOnline service during CounterPoint setup in
order to see what'’s available online while you set up your online store. To sign up,
contact us at www.counterpointonline.com.
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Appendix

Order Entry vs. Point of Sale

Feature

If you process CPOnline orders using

Order Entry...

If you process CPOnline orders using
Point of Sale...

Order status
information in
CPOnline

You can publish order status information
to CPOnline so that shoppers can see
specific status information about each of
their online orders, including whether
anything on the order has changed and
whether any part of the order has
shipped.

No order status information may be
published to CPOnline. When shoppers
view order history online, all orders will
always show a status of New.

Invoice history
information in
CPOnline order
history

You can publish complete invoice history
for your ecommerce orders so that
shoppers can see the CounterPoint
invoice detail for each of their online
orders.

No invoice history information may be
published to CPOnline.

Email
notification to
shoppers of
order status

You can send automatic email messages
whenever the status changes for a
particular order, so shoppers are notified
when their order ships, if something on
the order changes, if the order is placed
on hold or backorder, etc.

Email notifications of order status are
not available.

Tracking
number support

You can publish tracking numbers to
CPOnline so that shoppers can track their
packages right from the Account area of
your online store.

No tracking number support is provided
for CPOnline.

Promotional
code reporting

You can use CounterPoint reporting (via
the SQL Connection Option) to design
whatever reports you need to track
promotional code usage to aid in your
marketing efforts. (This customizable
reporting is available in addition to the
pre-defined Promo Codes report in
CPOnline Store Administration.)

No reporting is available in
CounterPoint for CPOnline promotional
code usage. The only promotional code
reporting available is the pre-defined
report in CPOnline Store
Administration.

Possibility of
importing
duplicate orders

Order Entry will not allow you to import an
order if that order already exists in
CounterPoint, preventing accidental
duplication of orders if the same batch is
imported more than once.

No order duplication checking is
provided. If you import the same batch
more than once, you will create
duplicate orders.

Order change
restrictions

You can control what changes can be
made to ecommerce orders, such as
preventing item substitutions or quantity
changes.

No order change restrictions are
provided. Ecommerce orders can be
changed at will.
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Feature

If you process CPOnline orders using

If you process CPOnline orders using

Point of Sale...

CPGateway

Order Entry...

Order Entry fully supports online credit
card authorization through CPGateway,
and allows you to import authorization
codes for CPOnline orders that were
authorized using CPGateway.

Point-of-Sale does not import
authorization codes obtained from
CPGateway for CPOnline orders.
Online real-time credit card
authorization is not available for Point of
Sale users.
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