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Introduction to PrismWeb

System Architecture

There are six different elements involved in the creation and maintenance of your
bookstore’s website: the staging website, the production website, the web database,
PrismCore, PrismWeb Manager, and an HTML editor. This diagram outlines the basic
relationships between each of these components:

Staging web site Production (live) web site
(multiple servers) (multiple virtual load-balanced servers)

:
3
— Qfg/o
N — 3
<3
HTML Editor & Web Database ;.
<
@,
S L)
I'CJ

PrismWeb Manager Site PrismCore
(multiple servers)

%

PrismCore: As the back office system, PrismCore holds all of the data—such as
catalogs, terms, and parameters—that are essential to your website. Information from
PrismCore automatically flows into the web database and the PrismWeb Manager if the
information has the PrismWeb check box checked. Orders flow from the web database
into PrismCore.

PrismWeb Manager: The PrismWeb Manager is an online representation of the
information stored in PrismCore. Users can access the PrismWeb Manager at
https://manager.prismservices.net/ from any computer that has an internet connection.
If a parameter can be set in PrismCore, it must be set in PrismCore. There are a number
of functions that can only be set in the PrismWeb Manager, such as enabling guest
checkout on the website, or setting the email address at which the store receives order
confirmations. Moving web content such as text and images over from the staging
server to the production servers (this is known as a “content deploy”) is also done in the
PrismWeb Manager.

12
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Web Database: The web database stores information pertaining to the store websites
for all PrismWeb users. This information includes catalogs, terms, parameters,
transactions, receipts, etc. Information stored in the web database is available to the
production and staging servers.

HTML Editor: Microsoft Expression Web, Microsoft SharePoint Designer 2007, or
another HTML editor of your choice, is where you will make changes to the pages of
your website. Changes that are saved in the HTML editor immediately show up on the
staging website.

Staging Website: The staging website houses a replica of your live site. The staging
website allows you to preview changes made to your website through your HTML editor,
before they are sent to your production website where the changes will be visible to
shoppers.

Production Website: PrismWeb uses multiple virtual load-balanced servers for
production websites. When shoppers type your bookstore web address in their browser
window, they go through a hub that directs them to the server with the least traffic. This
facilitates the most efficient shopping experience for the shopper. The configuration of
the hosting environment also keeps site uptime high—if problems occur with one of the
servers, the remaining servers can continue to handle shopper traffic.

Data Cycles

Any information sent to the web database from PrismCore, or information sent to
PrismCore from the web database, is delayed by several minutes. PrismCore
automatically sends changes to the web on a regular cycle. A Data Interchange (DI)
server that processes the data for the web picks up that data. Once the DI processes the
data, the information will be visible on both the staging and production websites,
typically within 20-40 minutes. During times where a lot of information is being passed
between PrismCore and PrismWeb, communication can take up to 60 minutes.

alala

33

PrismCore DI server Web Database
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Multiple PrismCore Locations with PrismWeb

Multi-location web functionality in PrismCore allows stores who have multiple back-
office inventory locations to send all items to a single website.

N

PrismCore Main Location

(data) @

PrismCore Satellite Location 1

N

PrismCore Satellite Location 2

(a2

'

lal

Web Database

Please note that all items on each order will still be processed from one location.

Currently, a web order cannot have multiple locations. Instead, an algorithm is used to
determine which location should be used as the order location.

Note: There are several changes that will need to be made to your system'’s

configuration in order to begin using the multi-location web functionality. Please contact
PrismRBS Support if you are interested in setting up multi-location web.

Prismirbs
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About the PrismWeb Manager

Several parameters and options for your PrismWeb site are set in the PrismWeb
Manager. You can access the PrismWeb Manager from any computer with an internet
connection.

Accessing the PrismWeb Manager

1. Open your internet browser and go to https://manager.prismservices.net/.
2. Enter your username and password and click Log On.

Prism|rbs

retail business solutions

PrismWEB Manager

Username

Password

Forgot your passward?

18 » Manager # 800-510-3911 » support@pris

Ky

If you do not have access to the PrismWeb Manager, please contact your manager or
PrismRBS Support.

About the PrismWeb Manager Prism!rbs
PrismWeb for PrismCore '
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Navigating the Prism\Web Manager

Once you are logged into the PrismWeb Manager, you will see your homepage. Your
homepage shows your five most recent web orders and a search box to find a shopper’s
account information.

There are several elements to help you navigate and use the PrismWeb Manager
effectively. These are highlighted, with a description below.

pﬂsmWeba e Bookstore:  training14 - training14 v @ ‘ training14 ~

Manager

Manage - Marketing ~ Orders ~ Products Textbooks -~ Reports + Setup ~ 5

Recent Activity: PrismWEB Manager > Term Settings > Browse Navigation >

PrismWEB Manager

Recent Orders View All Orders | Go To Order # @
Order ID Date Shopper Order Type Status Actions
34364 6/11/2018 3:29 PM Scott Summers Purchase Accepted # Edit
34363 12/11/2017 11:03 AM Test Order Test Purchase Accepted # Edit
34362 9/19/2017 2:34 PM Dawn Brunke Purchase Shipped # Edit
34361 6/28/2017 11:11 AM Judy Williams Purchase Accepted # Edit
34360 6/27/2017 3:57 PM Dawn Brunke Purchase Accepted # Edit

Find Shopper View All Shoppers

Enter the name of the shopper and click 'Search’

PrismWEB® 2018 » Manager # 800-510-3911 # support@prismrbs.com ¢ Documentation

Manage Marketing Orders Products Textbooks Reports Setup
Email Templates Promotions View Orders Brovise Term Settings Invoices / Sales Site Options

Custom Emails Coupons = s Products Manage Courses Backordered Products Shipping Methods
Announcements Barcharts M o Catalogs Buyback Pre-Orders Tenders

Alerts Manage Tags No Ship List Catalog Groups Shipping Time Sales Tax

Store Hours Attributes Texthook Inventory Users

About Us Texthooks Shipped

Contact Info Ttems Orderad

Content Deployer Referring URLs

O PrismWeb Manager logo: Clicking the logo will take you back to the homepage.

® Bookstore menu: If you manage more than one PrismWeb site, you can use this
menu to select the site you want to work with, without having to log off and back on.

© PrismWeb Updates: This bell icon will list the most recent updates to PrismWeb.

® My Account: This link will let you manage your account information and change your
password.

© Main menu: This menu will be your primary method of navigating to different areas
of the PrismWeb Manager.

@ Recent Activity: This will keep track of different areas that you've visited, and you
can click a link to jump back to one of those areas.

@ Footer: The links in the footer are an exact replica of the main menu, here for
convenience and to make navigation easier on longer pages.
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Managing Your Account

Clicking the My Account link in the PrismWeb Manager will let you change the password
or email address for your account.

User Name: training14

Password: Change password

Email: training14@thecampushub.com

L=\ or Cancel

If you need to change your password, enter your current password and your new
password twice.

Change Password

Use the form below to change your password.

Current password:
New password:

Confirm new password:

Change Password Jelger-Tals=)|

Note: Passwords for the PrismWeb Manager must be at least 8 characters long (spaces
are allowed, contain at least 1 upper case character, 1 lower case character, 1 numeric,
and 1 symbol.

Setting up FTP Access

Access to the PrismWeb site files requires 2FA (two factor authentication) and an STFP
program (either BitVise or Cyberduck). Your 2FA access is tied to your PrismWeb
Manager access.

In PrismWeb Manager go to Manager > FTP Access.

If your screen shows the following message contact support to set up your FTP access.

About the PrismWeb Manager Prism|rbs 17
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prlSmweb“ Bookstore: ]

Manager

Manage - Marketing ~ Orders ~ Products ~ Textbooks -~ Reports ~ Setup ~

Recent Activity: PrismWEE Manager =

Y¥ou are not current configured for FTP access. Please contact support at support@prismrbs.com to get set up.

When your account is set up for FTP access, you will see the information needed to set
up your STFP program and your 2FA access.

pr‘SmWeb " Bookstore:  training10 - Training Admin Account 10 v @ ‘ training10 -

Manager

Manage ~ Marketing ~ Orders ~ Products ~  Textbooks ~ Reports ~ Setup ~

Recent Activity: PrismWEB Manager >

Login
FTP Host: upload.prismservices.net
FTP Port: 22 (SFTP)
FTP Username: training10
FTP Password: Sent to you via email. If you've lost your password, please contact support@prismrbs.com

2-Factor Authentication

Our FTP server requires 2-factor authentication. This means that after logging in with your username/password, you will be required to enter a 6-digit numeric
code from an authentication application on your device. You may use any TOTP (time-based one-time password) app, including the following:

= Microsoft Authenticator
= Google Authenticator
= Lastpass Authenticator
= Authy

= Duo Mobile

If you already use one of these apps on your device, feel free to use the same one for simplicity. **If you are unable to use a mobile device, click here**

Once you have your app installed, open it and select the option to add a new account. When prompted, use the camera to scan the following QR Code:

This page includes your FTP Username, and the QR code to set up your mobile devise for
2FA using a TOTP (Time-based One Time Password) app. You can use any TOTP app
that provides a 6 digit code on a timed basis. The page provides some authentication
app options if you do not currently have a TOTP authentication app installed. You must
use the QR code as they are unique for each login.

The bottom of the FTP Access page has the links to download BitVise and Cyberduck, as
well as the PDF instructions and a video walk through for each program. BitVise is only
available for Windows users. Cyberduck has both Windows and Mac options.

After installing either BitVise or Cyberduck, you will use that program to log in and
access your PrismWeb site files. You will continue to use an HTML editor to make the
changes to you your website and site files.

Prism|rbs
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User Setup

Each person in the bookstore that needs access to the PrismWeb Manager can have
their own user account. If desired, users can be limited to access only certain areas of

the PrismWeb Manager.

Accessing User Setup

1. Log into the PrismWeb Manager at htips://manager.prismservices.net/.

2. Goto Setup > Users.

Note: By default, only active users display in the user list. To also see inactivated users,
click Include Inactive Users.

User List Include Inactive Users | Create New
User Name Email Actions
14test 14test@msu.edu # Edit
Newuserl newuserl@nomail.com ,I' Edit
Testuserld Testuserl4@msubookstore.com ,I' Edit

Creating a New User
1. From the User List page, click Create New.
2. Enter the following information for the user:
e Username: the user’s desired username
e Email: the user's email address
o Password: the user's desired password
e Confirm Password: repeat the user’s password

e ]

Passwords are required to be a minimum of 6 characters in length.

Account Information

Username:
Email:
Password:

Confirm password:

(€1 or Cancel

User Setup Prism|rbs
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3. Click the Create button.
4. On the Edit User page, enter optional information for the user:

e Comment: enter any comments about the user, if needed.

e Employee ID: enter an employee ID number for the user, if needed.

e FTP Username: displays the associated SFTP username for access to the
PrismWeb site files. This must be added by PrismRBS Support. If the
user will need access to the PrismWeb site files please submit a ticket
requesting access with: their first and last name, PrismWeb Manager
login, their email, and your store.

e Roles: each check box corresponds with a menu option in the PrismWeb
Manager. Checking a box allows the user to access that menu option and
any features on that page.

User Bookstores

........

5. If your bookstore has multiple PrismWeb sites, you may select additional ones
from the Add Bookstore drop-down menu and by clicking the Add button. This
allows the user to manage those sites with a single username and password for
the PrismWeb Manager.

6. Click the Save button.

20
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Editing or Inactivating an Existing User

1. From the User List page, click Edit next to the user you wish to edit or inactivate.

2. From the Edit User page, you may change several options for that user:

Reset their password

Edit their email address

Add a Comment or Employee ID

Inactivate the user by unchecking the Active check box

Edit the areas of the PrismWeb Manager the user has access to, by
checking or unchecking the boxes under Roles

Add or remove bookstore websites the user has access to

3. Click the Save button.
Note: Inactivated user accounts will not be able to access the PrismWeb Manager, but
you can still edit their account from the User List page by clicking Include Inactive Users.

User Setup
PrismWeb for PrismCore

Prismirbs

21



System Setup

The System Setup page of the PrismWeb Manager contains general parameters related
to your website and the Manager itself.

Accessing System Setup

In the PrismWeb Manager, go to Setup > Site Options.

Click System Setup.

Enter or set any of the parameters (as described in System Setup Parameters).
Click the Update button.

Pon~

System Setup Parameters

Credit Card Display | Controls how credit card tokens are displayed in the PrismWeb
Manager. (PrismWeb Manager no longer contains credit card
numbers.) The options are:

e Credit Card Displayed as XXXX-XXXX-XXXX-XXXX:
The credit card will be masked out. This option is
recommended.

e Credit Card Displayed Normally: The credit card will
be visible in the Manager.

Display Ship. Instr. Controls if a Shipping Instructions text box displays on the
shipping page during the checkout process. Information the
customer enters in this field will appear in the Order
Comments field on the order. The options are:

e Show: shows the text box on the shipping page

e Don't show: hides the text box on the shipping page

Allow Gift Orders* Controls if the option appears to “Send as a Gift” appears
below the shipping method section on the checkout shipping
page. The options are:

e Allow: The Send as a Gift option displays. When
selected by the shopper a gift message box will
appear.

e Don't Allow: The Send as a Gift option does not
display.

Prism|rbs 22
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Site Name

Enter the name of your bookstore here. The name you enter
will display at the top of the browser window, on several pages
of the website, and in emails sent to the customer.

School Affiliation
(College or
University)*

Enter the name of your school affiliation here. The name
entered will display anywhere the placeholder has been place
on your site where you want the University or College name to
appear.

Store Phone
Number *

Enter the phone number for the bookstore that will display in
the current template Footer under Find Us.

Store Address *

Enter the store address for the bookstore that will display in
the current template in the Footer under Find Us.

Store City

Enter the city where your bookstore resides here. This is used
as part of the address in the current template in the Footer
under Find Us. It is also used for taxes if a customer places an
order using a pick-up in store shipping code or textbook
reservations, they will be charged the tax rate for your city.

Store State
Abbreviation

Enter the two-letter abbreviation of your store’s home state or
province here. This is used as part of the address in the
current template in the Footer under Find Us. It is also used for
taxes if a customer places an order using a pick-up in store
shipping code or textbook reservations, they will be charged
the tax rate for your home state.

Store Zip

Enter the zip or postal code where your bookstore resides
here. This is used as part of the address in the current
template in the Footer under Find Us. It is also used for taxes if
a customer places an order using a pick-up in store shipping
code or textbook reservations, they will be charged the tax rate
for your zip code.

Store Country Code

Use the drop down to select United States or Canada.

If a customer places an order using a pick-up in store shipping
code or textbook reservations, they will be charged the tax rate
for your home country.

Store Email Address

The email address used for the email icon. When shoppers
select the email icon in the footer, this email will be the To:
email that automatically populates.

System Setup
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Store Time Zone

From the drop down select the time zone for your store. This
is used by coupons, promotions, and sales events. It also
controls the time stamp for orders and reports on your
website.

International
Shipping

Controls the shipping countries available for shipping during
check out.

Off — Only the country in the Store Country Code is available.
On - All countries are listed in the country drop down.

US & Canada Only — Only the US and Canada are available in
the country drop down.

Multi-tender

Controls whether shoppers will be limited to one payment
method or be able to use more than one payment method on a
single order. The options are:
e Accept Multiple Tenders: shoppers can use more than
one payment method at checkout
e Accept Single Tenders: shoppers are limited to one
payment method at checkout

Membership Field

If you are using the PrismCore Membership module, this
setting controls if the customer can add their membership
number. The options are:
e Active: Store or Shopper Can Enter Membership:
customers can enter their own membership number
e Store Only: Only Store Can Enter Membership: only
the store can enter membership numbers
e Do Not Show Membership Field: used if you are not
using the membership module in PrismCore

Membership Prompt

If you are using the PrismCore Membership module, this
setting controls where the membership number can be added.
The options are:
e Prompt for Membership #: customer can enter their
membership number during checkout
¢ Use Membership # from Shopper Profile: customer
will not be prompted for their membership number—the
number entered in their shopper profile will be used
e Do Not Prompt or Save Membership #: used if you are
not using the membership module in PrismCore

Prism|rbs
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Guest Checkout

Controls whether or not shoppers are required to create an
account before checking out.
e Enabled: Shoppers can check out without creating an
account.

e Disabled: Shoppers must create an account before
they can check out.

Shopping Cart
Modal Window

Controls whether or not to display a modal window when a
customer is adding a merchandise or general book item to
their cart.

e Enabled: Modal window will display.

Cart Summary (scroll down to view options)

O 1 item has been added to your cart.

Just Added:

Adidas Coaches Visor QTY: 1 $18.00
Gar/Gld

more item(s) in your cart View All

My Cart

Total Items: 1
SubTotal: $18.00

« Continue Shopping

e Disabled: Shoppers will be taken directly to their cart.

Collect Student ID

Controls whether to require a shopper to enter a student ID
while they are checking out. The options are:
¢ Do Not Require Student ID
e Require Student ID for Textbook Rental Transactions
and All Eligible Products
¢ Require student ID for All Textbook Transactions and
All Eligible Products
¢ Require student ID for Only Eligible Products
e Require student ID for All Transactions
This same setting is also located under Setup > Site Options >
Rental Options. This option can be set in either location.

Suspend Sales

Allows you to disable sales on your website. The options are:
e Yes: this will disable the checkout button on the cart
page and the Suspend Sales Message will display.
¢ No: Sales are allowed.

Suspend Sales
Message

When Suspend Sales is set to Yes, this message will display
below the disabled checkout button on your cart page.

System Setup
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General Merchandise and Trade Book

Settings

The General Merchandise and Trade Book Settings page of the PrismWeb Manager has
several settings which affect how GM and tradebook items are displayed on the website.

Accessing GM and Trade Book Settings

1. Inthe PrismWeb Manager, go to Setup > Site Options.

2. Click General Merchandise and Trade Book Settings.

3. Enter or set any of the parameters (as described in General Merchandise and
Trade Book Settings Parameters).

4. Click the Update button.

General Merchandise and Trade Book Settings

Parameters

Display ISBN

Controls whether or not ISBNs display with book information
on all pages except the textbook selection page.

Display Price

Controls whether prices display for items on all pages except
the textbook selection page. If this option is not checked, a
shopper must add an item to their shopping cart before
seeing the price of an item.

Enable Style Attribute

Checking this box makes the style attribute visible on the GM
Product detail page if a Style is listed for the SKU. The
PrismWeb Style field is tied to the PrismCore field of Type.

NonTextbook

Controls how GM and tradebook items display if they are out
of stock. The options are:

e If out of stock, display but do not allow purchase

e If out of stock, display and allow purchase

e If out of stock, do not display

ISBN Display Format

Controls whether ISBNs display in 10 or 13 digit format for all
pages on the website. The options are:

o Display 10 digit ISBN when possible

e Always display 13 digit ISBN

Prism|rbs

26

General Merchandise and Trade Book Settings

PrismWeb for PrismCore



Availability Messages

Availability messages are a way to communicate to shoppers how long it may take for
their items to be shipped.

Availability Messages

Textbooks

Textbook in steck (in store)

Textbook out of stock (In
Store)

Display Low Inventory Message

Low Inventory Target Number

General Books

General book in stock (in store)

General book out of stock (in
store)

Display Low Inventory Message

Low Inventory Target Number

General Merchandise

General merchandise in stock
(in store)

General merchandise out of
stock (in store)

Display Low Inventory Message

Low Inventory Target Number

Will be processed in 2 business days
Contact stere for availability and options

@ Show Don't Show

5

Within 7 business days
Please contact store for Availability

© Show Don't Show

5

Processed within 6 days

Please Call for availability

@ Show Don't Show

5

or Cancel

Accessing Availability Messages

1. Inthe PrismWeb Manager, go to Setup > Site Options.

2. Click Availability Messages.

3. Edit your Availability Messages (as described in Availability Messages

Parameters).
4. Click the Save button.

Example of Low Inventory message

Fundamental Acctg Prin
Author(s): wild

ISBN 9780072996531
Publisher: Mcg

Binding: None

Required

List Price 516570
Q@ used $124.30
© New $165.70

Ships within 2 business days
Buy Now! Only 4 left.

Availability Messages
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Availability Messages Parameters

Textbook in stock

If a textbook is in stock, this message will display.

This is usually used to indicate how long it will take for
the item to ship (e.g., “Ships in 24 hours” or “Ships in 2-
3 business days”).

Textbook out of stock

If a textbook is out of stock, this message will display.
A popular choice for this message is “Call for
availability”.

Textbook Display Low
Inventory Message

Turn on or off the low stock warning message for
textbooks on your website.

Textbook Low Inventory
Target Number

If the low inventory message is turned on, set the
inventory number that will trigger this message to
display.

General Book in stock

If a general book is in stock, this message will display.
This is usually used to indicate how long it will take for
the item to ship.

General Book out of stock

If a general book is out of stock, this message will
display.

General Book Display Low
Inventory Message

Turn on or off the low stock warning message for
general books on your website.

General Book Low Inventory
Target Number

If the low inventory message is turned on, set the
inventory number that will trigger this message to
display.

General Merchandise in
stock

If a merchandise item is in stock, this message will
display. This is usually used to indicate how long it will
take for the item to ship.

General Merchandise out of
stock

If a merchandise item is out of stock, this message will
display.

General Merchandise
Display Low Inventory
Message

Turn on or off the low stock warning message for
general merchandise on your website.

General Merchandise Low
Inventory Target Number

If the low inventory message is turned on, set the
inventory number that will trigger this message to
display.

Prism|rbs
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Inventory Sales Tolerance

Inventory numbers of items on PrismWeb are updated throughout the day, when new
data is received from PrismCore ICS (depending on your settings). Inventory Sales
Tolerance is a feature in the PrismWeb Manager that lets you apply a “buffer” for
inventory numbers on the website. For example, if you set Inventory Sales Tolerance for
merchandise to 2, any merchandise items with inventory of 2 or less would be treated as
out-of-stock on the website. This can prevent unwanted sales on the website when
product quantities become low.

Inventory Sales Tolerance

Sales Tolerance maintains a minimum web inventory for your bookstore by item type.

Enable E‘

Textbooks 2
General Books 0

Merchandise 0

or Cancel

You can set up Inventory Sales Tolerance at different levels:
e Globally: affects inventory numbers for all textbooks, all merchandise, or all
general book items
e Catalog: affects inventory numbers for all items in a catalog
e Product Family: affects inventory numbers for all rentals/SKUs in a product
family
¢ Rental/SKU: affects individual SKUs or rental records

Inventory Sales Tolerance levels that are more specific (lower in the list above) will
override levels that are less specific (higher in the list above). For example, if you had
Inventory Sales Tolerance set for a T-Shirts catalog as well as a global tolerance setting
on all merchandise, items in the T-Shirts catalog would use the tolerance setting for the
catalog, not all merchandise.

Note: You can also enter a negative number for inventory sales tolerance, such as -999.
This can be useful if you want to allow certain catalogs or products to continue to sell
items, even if out-of-stock (e.g., gift cards, diploma frames, preorder items, or any items
you don't normally carry stock of).

Inventory Sales Tolerance Prismlrbs 29
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Setting Up Inventory Sales Tolerance Globally
1. Inthe PrismWeb Manager, go to Setup > Site Options.
2. Click the Enable check box. (If the Enable option is not checked, PrismWeb will
ignore all quantities entered in every level of inventory tolerance.)
3. Enterinventory sales tolerance numbers for textbooks, general books, or
merchandise.
4. Click the Update button.

Setting Up Inventory Sales Tolerance for Catalogs
1. Inthe PrismWeb Manager, go to Products > Catalogs.
2. Click the Edit link next to the catalog you wish to modify.
3. Enter your tolerance number into the Inventory Tolerance field.
4. Click the Update Catalog button.

Setting Up Inventory Sales Tolerance for Product

Families

In the PrismWeb Manager, go to Products > Products.

Search or browse to the product you wish to modify

Click the Edit link next to it.

Enter your tolerance number into the Inventory Tolerance field.
Click the Update Product Family button.

abrwn =

Setting Up Inventory Sales Tolerance for Rentals/SKUs

1. Inthe PrismWeb Manager, go to Products > Products.

2. Search or browse to the product you wish to modify.

3. Click the Edit link next to it.

4. Under the Product Matrix section, click the Edit link next to the SKU or rental that
you wish to modify.

5. Inthe window that opens, enter your tolerance number into the Inventory
Tolerance field.

6. Click the Save button.
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Shipping Overrides

Occasionally, you may want to assign a unique shipping charge to a particular item. For
example, you might want to offer free shipping for gift cards, decreased shipping
charges for light items like decals, or increased shipping charges for heavy or awkward
items. Shipping overrides provide a way to assign a preset shipping amount to an item
on your website.

When a customer adds an item with a shipping override assigned to their shopping cart,
the override amount will replace the standard shipping charge for the item. If the order
additional items without shipping overrides, the standard shipping charges for those
items will be added on.

Although shipping codes are created in PrismCore Admin, shipping overrides are created
in the PrismWeb Manager. An item must have first been sent over to the web from
PrismCore before you can create a shipping override for that item.

Adding a Shipping Override
1. Inthe PrismWeb Manager, go to Products > Products.
2. Find the item you want to create a shipping override for using one of the
following methods:
e Search for the item
e Browse using the numbered page links
e Narrow the list of products by using the List By Category links

Product .

S List Textbooks »

earc List Merchandise »
List General Books »

12 2..50 next» Results per page: 20 50 100 List Digital Books »
New Product

Product Name PF ID Actions
New Product

2005 MATL FIVE-DIGIT ZIF CODE AND POST OFFICE DIRECTORY 895 " Edit @ Delete

215T CENTURY GRAMMAR HANDBOOK 889 ’ Edit ° Delete

30 DAYS TO THE GRE CAT 932 # Edit @ Delete

3M SUPER SPRAY ADHESIVE 335 f' Edit @ Delete

501 GERMAN VERBS 596 # Edit & Delete

) . . oa It .
3. Once you've found the correct item, click the Edit link next to it.

4. Scroll down to the bottom of the page, where you can find the Product Matrix
section.
5. Click the Edit link next to the SKU where you want to assign a shipping override.
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Product Matrix

SKU

1020143571

1020144271

1020145971

1020146671

1020147371

Attributes

BLACK, S

BLACK, M

BLACK, L

BLACK, XL

BLACK, XXL

List Price

$37.95

$37.95

$37.95

$37.95

$39.95

Add Mew Product | Edit Product Matrix

Catalog Price
£37.95
£37.95
£37.95
£37.95

$39.95

Actions

# adit @ delste
# edit @ delete
# adit @ delste
# edit @ delete

# adit @ delste

6. Inthe Create/Edit Product window, scroll down to find the Override Shipping field
and set it to the Override option (Error! Reference source not found.).

(o ]

-

Sale End Date 1M1/1970
Weight 0
Override Shipping? Override v
Override Amount £10.00
Taxable Taxable v
(==
Prism|rbs
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7. Enter your desired shipping charge for the item in the Override Amount field.
8. Click the Save button.
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Product Specific Student ID Required

Occasionally, you may want to require a customer to enter a student ID for a transaction
involving specific items which are beyond your System Setup > Collect Student ID
selection.

Each product page has the option in the Product Family Details where you can set the
Student ID Required setting.

Edit Product Edit View: List Mode | Preview Mode

Product Family Details

Name CREW ALUMNI IMPERIAL

Description CREW ALUMNI IMPERIAL

Student ID
Required ?

Product Family ID 85

Product Image

@

Product Image:

When checked, this setting will require the shopper to add their student ID when
checking out with this product. If the Collect Student ID global setting is set to "Do Not
Require Student ID", the shopper will not be required to add their student ID when
checking out with this product.

If you have the System setting for collect student ID set to Do Not Require Student ID, an
info box will appear when this setting is selected notifying you of that setting.

Prism|rbs
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PrismWeb Email

The PrismWeb Email page contains parameters that allow you to set bookstore email
contacts for customers, and if you would like to receive an automatic email when an
order is placed on the website.

WARNING: If you do not set these PrismWeb Email parameters, some functions of
PrismWeb may not work, such as: password retrieval for customers, order confirmation
emails sent to customers, and order notifications sent to the bookstore.

Setting Up PrismWeb Email Parameters
1. Inthe PrismWeb Manager, go to Setup > Site Options.
2. Click PrismWeb Email.
3. Enter or set the parameters (as described in PrismWeb Email Parameters).
4. Click the Update button.

PrismWeb Email Parameters

Contact

Designates a general contact email address for the
bookstore. Common examples are a generic bookstore
email or the store manager. This email address is
automatically used in several areas of the website, as well as
some of the PrismWeb email templates.

Order Return

The email address that used as the reply to email for all order
confirmation emails.

Confirmation CC

The email address where you would like to receive a
notification email whenever an order is placed on the
website.

Note: If you would like multiple people to be notified when an
order is placed, you may enter multiple email addresses in
this field. The email addresses must be separated by a
comma, followed by a space:

email1@yourbookstore.com, email2@yourbookstore.com

PrismWeb Email
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Check to Send Email
Order Confirmations
to Your Store

If this box is checked and an email address is entered in the
Confirmation CC field, a notification email will be sent
whenever an order is placed on the website.

Newsletter Sighup Form
The purpose of this form is to give guests on your website the option to submit their
email address to receive any future electronic newsletters.

This form is typically found in the footer of all current template PrismWeb sites. If you
would like to add this form to your site, please contact support@prismrbs.com for

assistance.

Display Newsletter
Signup

When checked, the newsletter signup form will display on
your website.

Email To

The email address that all newsletter signup form
submissions will go to.

Email From Display
Name

This is the name that will display in the 'from' section of all
newsletter emails you receive.

Subject Line

The subject line that will appear on all newsletter signup form
submission emails.

Body Text

The text that will display in the body of all newsletter signup
form submission emails. The email address collected from
the form will appear after the body text in the email. Body
text cannot exceed 500 characters.

Note: The From address of all PrismWeb generated notifications is
notification@mail.prismrbs.io. This is to ensure all email communication is sent from a

fully authorized domain, to minimize spam filtering and potentially blocked email from
customers who have implemented more restrictive SPF, DKIM, or DMARC policies to
protect their domain. The Reply To email address and Display Name included on emails
use your preferred email address defined in PrismWeb Manager.
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Email Templates

PrismWeb can automatically send an email to a customer when they place on order on
the website. There is a default email template for these emails, but you can customize
the template with your own information or formatting, using a WYSIWYG (What You See
Is What You Get) editor. The email templates are formatted with HTML. If the
recipient’s email client cannot display HTML emails, they will see a plain text version.

Email Templates

Message Type Actions
Confirmation - Purchase ,fE_it
Confirmation - Purchase (Guest Checkout) # Edit
Confirmation - Reserve # Edit
Order Status ,f@
Buyback Alerts ,fm
Tell-A-Friend - Shop # Edit
Tell-A-Friend - Buy # Edit
Tell-A-Friend - Sell # Edit

There are several types of email templates that you can customize:

Confirmation - Purchase: the email a customer with an account receives when
they place an order

Confirmation - Purchase (Guest Checkout): the email a customer without an
account receives when they place an order

Confirmation — Reserve: the email a customer receives when placing a
reservation order

Order Status: this email template is not used — PrismCore ICS can send order
status emails to the customer when processing orders

Buyback Alerts: an email notification that can be sent to customers concerning
buyback prices and dates for books that the customer is listing/watching

Note: Tell-A Friend — Shop, Tell-a-Friend — Buy and Tell-a-Friend — Sell email
templates have been replaced by the Social Network Sharing Tool.

Email Templates
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Editing Email Templates
1. Inthe PrismWeb Manager, go to Manage > Email Templates.
2. Click the Edit link next to the template you wish to modify.
3. There are two areas you can edit in a template:
e Email Subject Line: the subject line of the email template
e Email HTML Body: the body of the email template, which can be edited
using several formatting buttons and options
4. Click the Update Template button.

Email Template Placeholders

There are several placeholders that can be used in the email template subject and body.

When the customer receives the email, the placeholders will be replaced by relevant
information designated by the placeholders.

[1++ SITENAME ++]

The name of the bookstore, as entered in the Site
Name field (see also System Setup).

['++ ORDERID ++]

The order number.

['++ SHOPPERID ++]

The ID number of the shopper account. This
placeholder is not normally needed.

['++ SHOPPERNAME ++]

The shopper’'s name, entered in their account.

['++ BILLINGNAME ++]

The name associated with the billing address on the
order.

[1++ EMAILGENERAL ++] The email address entered in the Contact field (see
also PrismWeb Email).

[++ ROOTURL ++] The URL of the bookstore website.

['++ SECUREROOTURL ++] A secure URL (HTTPS) of the bookstore website.

['++ ORDERDETAILS ++]

The details of the order, including the product name,
SKU, and quantity of each item, as well as the total
price.

Prism|rbs
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Google Analytics

Google Analytics is powerful and free web analytics software that can help you
determine how your website is performing. To start tracking your website, you will need
to create a Google Analytics account and then configure the PrismWeb Manager with
your account details.

You can find out more about Google Analytics at http://www.google.com/analytics.

Setting Up Your Google Analytics Account

Important: The steps below are not guaranteed to be accurate, as Google makes
changes to their software over time. If you are having trouble with setting up your
Google Analytics account, please contact our Support team for assistance.

Create a New Account and Property

1.

S0V Nog A~ WD

Go to http://www.google.com/analytics in your web browser.

Create a new account or sign in with an existing Google account.

In the Admin area of Google Analytics, create a new account.

Enter an Account Name (the name of your bookstore, or broader organization).
Enter a Website Name (the name of your bookstore).

Enter your Website URL (the address of your website).

Fill out any remaining fields, as appropriate for your bookstore and location.
Click the Get Tracking ID button.

Agree to any terms of service.

. Make a note of your Tracking ID. It will be in the format of UA-XXXXXXXX-X.

Note: You do not need the tracking code provided by Google Analytics. By
configuring the Google Analytics Settings in the PrismWeb Manager, the tracking
code will be automatically added to your website.

Edit View Settings

1.

oA wN

Google Analytics

In the Admin area, go to View Settings.

Enter default.asp in the Default page field.

Check the box labeled Exclude all hits from known bots and spiders.
Turn Site Search Tracking to On.

Enter search_text in the Query Parameter field.

Click Save.
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Setting Up Google Analytics Settings

Once you have created and configured your Google Analytics account and property, you
can configure the settings in the PrismWeb Manager and start tracking information
about your site.

1. Inthe PrismWeb Manager, go to Setup > Site Options.
2. Click Google Analytics Settings.

‘Google Analytics Settings

Active Yes @ No
Google Analytics Account
{UA-XOGKXXXXX X found inside Coogle

Analytics)

Google Analytics Store Name

Google Analytics Path
(Path to fi king ta)

or Cancel

3. Change the Active setting to Yes.

4. Enter your account number in the Google Analytics Account field.
Note: Your account number is in the format of UA-XXXXXXXX-X.

5. Enter the name of your store in the Google Analytics Store Name field, as you
specified in your Google Analytics account.

6. Enter the domain (URL) of your website in the Google Analytics Domain field, as
you specified in your Google Analytics account.

7. The Google Analytics Path field allows you to track only a portion of your
website. For most stores, leave this field blank.

8. Click the Update button.
Note: It may take several hours before you begin seeing data tracked within
Google Analytics.

40
Google Analytics
PrismWeb for PrismCore

Prismirbs



Payment Processors

The Payment Processors settings are located under Setup > Site Options.

Payment Processors

Processor Shift4 Iframe

Access Token oooosaoe40CF

Generate 3 new Shiftd access tokan

Serial Number
Merchant 1D

Card Verification Verity With AVS Check v

Info! Card veri F\cat\ n will =I the _a'd number, secu |t)' code, ar axpiration

support name verification.
nst the house number in the Streetl field.

AVS Sensitivity High - Fail any confirmation of name, street, or zip mismatch.
(@ Medium (Recommended) - Fail any confirmation of street or zip mismatch, Forgive name mismatch,
Low - Fail any confirmation of zip mismatch. Forgive name or street mismatch.
Custom - Choose all scenarios that should be allowed,
Accepted Payments ° (@) Only Accept Cards for Active Credit Card Tenders Sent to the Web
Manually Choose Which Credit Cards I Want to Accept
Info! The Iframe only supports Visa, Mastercard, Discover, American Exprass,
and Diners Club. R T T e S, P S i el e
M Di

over, American Expre s Club in the tendar name.
the card that was used in the

Iframe Error Message I'm sorry. We are currently experiencing issuas with cradit cards at this

time. If possible, please choose a different form of payment.

Please Note! All Iframe processors will require a CC tender to be created in PrismCORE and sent to the web. Otherwiss, the credit card tender option will not display on the
websita. Card type will only be communicated 3 c tender (=x. Visa) ated for t rd type type spacific ten es not exist, the card type will be communicated as
Credit Card. if a cc tender is created with the name or description of Credit Card. Otherwise the system will assign the first cc tender it can find and list that as the card type. If this

is 3 standalone store, tenders can be created in PrismWEBE Manager.
[USRE o Cance

The Processor field is set by PrismWeb Support.

Shift4 users, will see the account’s Access Token masked. If your store has a change to
your Shift4 configuration, select the link Generate a new Shift4 access token. Then in
the field provided, enter the Shift4 Auth Token from the configuration sheet provided by
Shift4.

The Serial Number and Merchant ID fields will be populated with your Shift4 set up and
are for information only.
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The Card Verification option controls if credit cards and/or the associated address will
be validated when the order is placed.

The Card Verification options are:

e Off — No card verification will be done at the time the order is placed

o Verify Without AVS Check — The credit card will be checked to verify it is an
active card. It will also verify the card number, expiration date, and security code
are accurate.

o Verify with AVS Check — The credit card will be checked to verify it is an active
card. It will also verify the card number, expiration date, and security code are
accurate. The name and address are also verified based on the AVS Sensitivity
level selected.

If the Card Verification is set to Verify with AVS Check, the AVS Sensitivity options
display. The default sensitivity level is Medium. To adjust this option select the radial
button next to the option you would like to use for your website. The options are:

¢ High - Fail any confirmation of name, street, or zip mismatch.

e Maedium - Fail any confirmation of street or zip mismatch. Forgive name
mismatch.

¢ Low - Fail any confirmation of zip mismatch. Forgive name or street mismatch.

e Custom - Choose all scenarios that should be allowed.

Selecting Custom for the AVS Sensitivity will display a list of all AVS options. Select the
check box by any option that should be allowed to pass the AVS check.

Please see the article Shift4 Iframe Card Verification and AVS on the Customer Support
Portal for additional information error messages customers may receive if there is an
issue with their credit card.

The Accepted Payments section allows you to select to accept the payment methods
sent from PrismCore or manually choose the credit cards you want to accept.

You can also update your Iframe Error Message that will display when there is an issue
communicating with Shift4 to tokenize the credit card information.\

If you have questions about your settings, please contact PrismWeb Support for
assistance.
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Shipping Methods

The shipping methods are created and maintained in PrismCore Admin. You can see the
shipping options that have been set up for use on your website in the Shipping Methods
screen. Do not make changes in PrismWeb Manager to your shipping methods, make all
changes in PrismCore Admin.

For stores with multiple locations with Pick Up in Store shipping options, additional
setting up on PrismWeb will be needed for those locations to charge different tax
amounts.

PrismWeb will calculate tax based on the shipping destination, for pick up in store
PrismWeb will look at the State, City, and Zip Code set in your PrismWeb Manager
System Setup. For websites that are fed by multiple PrismCore Locations (multi-web)
you can set each Pick Up in Store shipping method to calculate tax based on that
specific location.

Go to Setup > Shipping Methods, then select the shipping method set as pick up in
store.

In the In-Store Pickup Location you will enter that location’s State Abbreviation, City, and
Zip Code.

In-Store Pickup Location
The following State, City, and Zip Code fields allow you to assign a specific location for this pickup shipping method.
« If a location is set below, this is the location the site will reference when determining what sales tax to apply to the order.

« If no location is set, when choosing a pickup shipping method, sales tax will be determined by the location in the site global settings.
To view your global settings, go to SETUP > SITE OPTIONS and dlick on the SYSTEM SETUP link.

Do These Settings Apply to Me?
The following State, City, and Zip Code fields are helpful if your site supports multiple pickup locations. This will ensure that the correct sales tax is being charged
for the selected pickup location. If your site only supports one pickup location, you may ignore these fields and rely on the location settings in your global settings.

State Abbreviation

This will only need to be set if you have multiple shipping methods for In Store Pickup
AND the tax is different for the various locations.
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Sales Tax

Note: Sales Tax is the only parameter which is in both PrismCore and PrismWeb which
needs to be set up in both.

Setting Up State-Based Sales Tax
1. Inthe PrismWeb Manager, go to Setup > Sales Tax.
2. If you are using state-based sales tax, make sure the sales tax mode is set to
State-based in the right column (). To change the tax mode, select the mode you
want to use and click the Change Sales Tax Structure button.

Change Tax Mode

Use Tiers

@ State-based

Change Sales Tax Structure

3. To create sales tax for a state, click the Make Sales Tax link.
4. Select your state from the State menu.

New Sales Tax Back to Sales Tax List

State Nebraska v

Description Nebraska Sales Tax

%
Tax Rate (n )
Apply to shipping E‘

Add Sales Tax for this state

5. Inthe Description field, enter a description of the tax rate, e.g. “Nebraska State
Sales Tax".

6. Inthe Tax Rate field, enter the state sales tax rate. For example, if your state tax
rate is 7.5%, enter 7.5.

7. If you need to collect tax on shipping, check the Apply to shipping check box.

8. Click the Add Sales Tax for this State button.

Note: You can edit or delete a state sales tax code later, however it is not recommended

that you delete a tax code if it has been used previously on a web order, as you may see
an error message when viewing the order.

Prismirbs
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Setting up Simple Tiers Sales Tax

Simple Tiers tax mode lets you apply specific tax rates to zip codes and cities within
states, and apply different rates to textbooks, merchandise, trade books, shipping
charges, and textbook rentals. The following steps go over how to manually create
sales tax codes using Simple Tiers.

Tax rate tiers are not cumulative. For example, if you enter 7.25% rate for zip code
68510, the customer will be charged 7.25% tax if that is their zip code. It will not charge
them state tax + zip code tax.

Note: The simplest and recommended way to set up Simple Tiers tax codes is to work
with PrismRBS Support to import a file of tax rates for your state. This will help ensure
that your sales tax rates are added correctly in the PrismWeb Manager, and match with
the sales tax codes set up in PCAdmin.

Changing Sales Tax Modes
1. Inthe PrismWeb Manager, go to Setup > Sales Tax.
2. To change tax modes, select the Use Tiers radio button in the right column and
click the Change Sales Tax Structure button.

Change Tax Mode

@ Use Tiers

State-based

Change Sales Tax Structure

Adding a Country Sales Tax Tier
1. Inthe PrismWeb Manager, go to Setup > Sales Tax.
2. Click the New Tax Rate link.
3. Under the Apply to Categories heading, check the boxes next to the categories of
products you can apply to this tax tier (and all child tiers).
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New Tax Tier Back to Tax Rates

GM

MName

Rate

State

Text

Trade

Ship

Text Rental

Description

Applies To

Country

Next Level

Apply to Categories

(m]

(m]

(m)

(m]

(m]
USA
UsA
0

Country
(o= )
®

Note: Depending on your tax laws, you will need to create tax tiers for all or some of the
available categories. For example, if your tax laws charged different sales tax for GM
and Textbooks, you would need to create separate tiers for each. Check the box next to
the categories you wish to apply to this tax tier. You may create additional tiers for the
other categories later.

4.
5.
6.

In the Name field, enter a name for this tier, e.g., USA.

Enter a description for this tier in the Description field.

In the Rate field, enter a tax rate (if any) for the country. If you do not need to
charge a country-level sales tax rate, enter 0 (zero).

From the Country menu, select your country.

Click the Create Tier button.

Note: The next (child) level of this tier must be at the state/province level, so you do not
have an option to select anything different here.
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Adding a State/Province Level to a Sales Tax Tier
1. Click the Edit link next to the country level tier.

Simple Tiers Sales Tax New Tax Rate

Viewing Root Level Tiers

© Tier "USA" successfully created.

Name Actions

USA
# Edit @ Delete

(GM) (Text) (Trade) (Ship) (Text Rental}

2. Click the Create New Tier Under [country tier name] link.

Simple Tiers Sales Tax
Actions
Apply to Categories I Create a new Tier under USA I
GM [m] Delete USA
Text [m]
Trade Ii‘
ship [m]
Text Rental |i|
Description USA
Tax Rate 0 Ty
Change this tier
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3. Inthe Name field, enter a name for this tier, e.g., the name of your state or

province.
New Tax Tier USA Back to Tax Rates
Mame Nebraska
Description Nebraska
Rate 7
Applies To State
state Nebraska v
Next Level
City O]
Zip
Mone

4. Enter a description for this tax tier in the Description field.

5. Inthe Rate field, enter the tax rate for this state/province. For example, if your
state tax rate is 7%, enter 7.

6. From the State menu, select the state/province.

7. Depending on your tax laws, you may need to create a child tier at the City or Zip
Code level. Select the appropriate radio button, or select None, if you do not
need to create a child tier.

8. Click the Create Tier button.
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Adding a City or Zip Code Level to a Sales Tax Tier

1. If you need to create a city or zip code level child tier under the state level, click
the Edit link next to the name of your state tier.

Simple Tiers Sales Tax | Home

© Tier "Nebraska" successfully created.

Apply to Categories

GM [m]
Text [m]
Trade |E|
Ship [m]
Text Rental |E|
Description USA
Tax Rate 0 %

Change this tier

Children of this Tier

© Tier "Mebraska" successfully created.

Name Actions

Mebraska # Edit @ Delete

2. Click the Create a New Tier Under [state tier name] link.

Simple Tiers Sales Tax Parent Tier: USA | Home

Change this fier

Actions
o inti
escription Nebraska I Create a new Tier under Nebraska
Delete Nebraska
Tax Rate 7 %o
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3. Depending on if you selected city or zip for the next level tier, you will see several
fields for the appropriate type.

New Tax Tier Nebraska Back to Tax Rates

Mame Lincoln

Description Lincoln

Rate 2
Applies To City
City Name Lincoln
Next Level

Zip @

Mone

New Tax Tier Lincoln Back to Tax Rates

Name 63510
Description 58510
Rate 7
Applies To Zip

Zip Code 58510
Next Level

None None @

Create Tier

4. Enter the tax information in the following fields for the city or zip code level:
e Name: Enter the name of the tier, e.g., the city name or zip code.
¢ Description: Enter a description for the tier.
e Rate: Enter the tax rate for this city/zip code. For example, if your zip
code tax rate is 7.5%, enter 7.5.
e City Name or Zip Code: Enter the name of the city or zip code.

Note: If you are creating a city level tier, you can create another child tier at the zip code
level, if needed. You cannot create a tier beyond the zip code level.

5. Click the Create Tier button.
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Other Parameters

Notification Email

The Notification Email option found under Setup > Site Options is not used by stores
with PrismCore back office. Shipping, backorder, and cancelation emails will all be sent
through PrismCore when the order is processed.

Shipping API Settings

The Shipping API Settings option found under Setup > Site Options is not used by stores
with PrismCore back office. The shipping API, if used, is set up on the PrismCore server
to communicate with your shipping software to create and track the tracking numbers.

Tenders

The tenders used for PrismWeb are set up and maintained in PrismCore Admin. You can
see the tenders that have been set up for use on your website, but do not edit those
tenders in PrismWeb Manager. All changes to tenders must be made in PrismCore
Admin.

Note: If you are set in PrismCore Admin to use tender validation for Gift Cards or AR
Tenders, contact PrismWeb support to enable that option on the web side for the tender.
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Textbooks Introduction

Types of Textbook Orders

There are several methods and options for purchasing textbooks on PrismWeb:

Textbook purchases or rentals: The standard option—textbook orders can be
shipped to the customer or picked up in the store.

Textbook reservations: Reservations differ from purchases in that you have the
option of not requiring payment for the reservation until the customer picks up
their books. Reservation orders flow to PrismCore with the type of request.
Requests are processed a little differently in PrismCore than standard orders.
Textbook pre-orders: Pre-orders are designed to be used before book
information for courses is available from faculty. Students can submit a pre-
order by building their course list, and then submitting that to the bookstore.
Submitted pre-orders are held in the PrismWeb Manager until book information is
available for them. Once the book information is available, the bookstore will
generate the pre-orders into standard orders or reservations, which are then
processed normally.

Prismirbs

52

Textbooks Introduction

PrismWeb for PrismCore



Textbook Express

Textbook Express is a specially formatted link that is created by your campus IT staff on
your school’s registrar website. When a student looks up their course schedule on the
registrar site, a link or button can be presented them to get all of their books. When that
link is clicked, they will be taken to the bookstore website where they will be presented
with a list of all of the books for all of their courses. From this page, they can make their
selections and add the items to their cart from one page.

Textbook

Express 7/’77 557';(7'@ Zﬂn/m/mf/'r?

Example

Name: John Doe

Student ID: 1234

Summer 2015 Course Enrollment

[ Dept Name [Course Name [Section Name |

ARH 2051 1
CHM 1020 1
ENC 1210 WEB
FRE 1121 1

Click here for all of your textbooks

There is no charge for Textbook Express - it is built directly into PrismWeb. There is
some setup required before being able to utilize it. For additional information about
setting up Textbook Express and all the available options, please refer to the Appendix of
this manual.

About Textbook Terms on PrismWeb
Terms are set up in Prism Core and then sent to the website from Term Maintenance.

To learn more about sending terms to web please see Help in PrismCore for Term
Maintenance.
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Textbook Reservations

About Textbook Reservations

A textbook reservation on the website is different from a purchase. With a reservation,
the order is a type called a request. There are several settings for textbook orders, which
let you set whether you want to enable textbook reservations, and if you want to require
payment for reservations at the time the order is placed.

Traditionally, textbook reservations do not require payment information at the time the
order is placed. Rather, the customer pays for the reservation at a register when they
pick up their books.

Tip: If you will require payment up front for reservations, consider doing standard
textbook purchases with a pick-up in store shipping code. Reservations (order type
request) have an additional step in PrismCore for processing. They also cannot be
refunded through the PrismCore Refund Exchange module.

About Processing Textbook Reservations

Textbook reservation orders are a type of request order. When you pull titles from the
shelf for a request order, the books should be set aside for the customer and the status
of the request order should be changed to Reserved in the Ship Mail Orders module.

When a student comes to the store to pick up their books, they will pay for them at the
cash register (unless you have required payment up front), and then receive their books.
The status of the reservation must also be changed from Reserved to Picked in the
Pickup Reservations module.

Note: Depending on your settings in PrismCore Admin, Stock-on-hand is not affected by
picking a request order. When the student pays at the register, a sale will be created and
stock-on-hand will be decreased.

Setting Up a Term for Textbook Reservations

If you decide that textbook reservations (using the request order type) is best for your
store, you will need to enable textbook reservations on your site.

You will also need to set a Reservation End date in PrismCore on each term you wish to
make available for reservations. After the Reservation End date is reached, reservations
will no longer be accepted for that term on the website.
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Textbook Options

There are several options available in the PrismWeb Manager to configure how shoppers
can purchase textbooks on the website, default and display settings for textbooks, sales
options, and shopper preferences.

Setting Up Textbook Options
1. Inthe PrismWeb Manager, go to Setup > Site Options.
2. Click Textbook Options.
3. Configure the parameters on the page (as described in Textbook Options Parameters).
4. Click the Save button.

Textbook Options Parameters

Parameter

[ Definition

Textbook
Reservations

Allows you to turn on or off textbook reservations on the website.
The options are:
¢ Purchases Only — No Reservations Allowed: does not allow
textbook reservations
¢ Reservations and Purchases Allowed: allows customers to
purchase textbooks or reserve them
¢ Reserve Only — No Purchases Allowed: does not allow
textbook purchases, only reservations

Payment
Required on
Reservations

Controls whether or not payment information is required for
textbook reservations. The options are:
e Payment Required: the website will ask the customer for
payment information during the reservation process
e Payment Not Required: allows the customer to make a
reservation without entering payment information.

Note: If the customer orders any merchandise or general books
with their reservation, the website will require payment information
be entered for those items.

Default The default date the website will use to tell customers about the
Textbook last day they can pick up their reservations in the bookstore. This
Pickup Date date displays on the customer’s online receipt when they check
Cutoff their order status.
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Parameter | Definition

Default The default date the website will use to no longer allow customers
Textbook to reserve textbooks for the current term.
Reserve Date
Cutoff Note: This date will be overridden on a term-by-term basis by the
Reservation End date set on the term in PrismCore Term
Maintenance.
Reserve via Controls whether Textbook Express is enabled for purchases or pre-
Textbook orders. The options are:
Express e Purchase via Textbook Express: only allow purchases
through Textbook Express
e Pre-order via Textbook Express: only allow pre-orders
through Textbook Express

Textbook For pre-orders through Textbook Express only, this allows you to set
Express the default book materials options. The options are:
Materials (Pre- o Al
order Only) e Required Only

¢ Required and Recommended
Textbook For pre-orders through Textbook Express only, this allows you to set
Express the default preference for type of textbooks. The options are:
Preference e New Only
(Pre-Order e Used Only
Only) o Prefer New (will accept used)

e Prefer Used (will accept new)
Textbook You can customize this error message that displays if there are no
Express courses found in a Textbook Express link.
Course Error
Message
Default Controls the default type that is selected for each textbook on the
Textbook Type | website. The options are:

e New

e Used

¢ New Rental

e Used Rental

e Cheapest

¢ None: nothing pre-selected
Default Controls the default quantity of textbooks on the website. The
Textbook options are 1 or 0.
Quantity
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Parameter

Definition

Display Controls whether prices are displayed for textbooks. The options
Textbook are:
Prices e Show Prices
e Do Not Show Prices: shopper does not see prices for
textbooks until they are added to their cart.
Note: In order to comply with HEOA, you must display textbook
prices to shoppers.
Purchase / Controls whether messages appear on the textbook selection page

Reserve Mode

when only one purchase option (purchase or reserve) is available.
The options are:

e Show Purchase/Reserve Mode

e Do Not Show Purchase/Reserve Mode

Textbook Options
PrismWeb for PrismCore

Display Order Controls the order that new and used prices for textbooks appear.
for Prices The options are:
¢ Show New Price First
e Show Used Price First
Quick Select Controls whether the Quick Select bar displays on the textbook
Options selection page. The Quick Select bar lets shoppers select all
textbooks of a certain type (new, used, rental, etc.), and select all
required, recommended, or optional books. The options are:
¢ Do Not Display: the Quick Select bar will not display
e Bottom - After Book Information: the Quick Select bar will
display
Note: Though the parameter says Bottom — After Book Information,
if selected to display the Quick Select Bar has been moved to the
top above the book information.
Display Prices | Controls whether terms with a view only sales option display
for View Only textbook prices. The options are:
Term e Do Not Show Prices
e Show Only New and Used Prices (Do Not Show Rentals)
e Show All Prices
No Books You may customize this message that displays when no textbook
Available information is available for a course section.
Message
Textbook You may customize this message that displays for textbooks with a
Substitution status of substitution in PrismCore. This message will display
Message below the required, optional, and recommended titles, and above
the substitution titles.
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Parameter

Definition

Section Controls if the website displays the sections comments from

Comments PrismCore Course Request module in the Web Comment field. The

from Back Options are Do Not Display Section Comments or Display Section

Office Comments. If Do Not Display Section Comments is selected, you
will need at add any section comments for the website using
PrismWeb Manager.

Textbook Controls the display for various information when viewing textbooks

Information on the website. Check the box for each piece of information you

Check Boxes

want to display:

e Author
Title
ISBN
Publisher
Binding
Edition
Copyright

Note: In order to comply with HEOA, you must display at least ISBN
information for textbooks.

Textbook Sales
Options

Controls whether you wish to allow sales of:
¢ New textbooks (in stock)

New textbooks (out of stock)

New textbooks (zero priced)

Used textbooks (in stock)

Used textbooks (out of stock)

Used textbooks (zero priced)

Under the Allow Sales or Rentals menu next to each option, choose
Yes if you wish to allow sales or rentals of that type of textbook, or
No if you do not wish to allow sales or rentals.

For each option set to No, the message to the right of that option
will display in place of the price. You can customize the message
that displays, if needed.

Note: If you wish to display prices for out of stock books, even if
they are not being sold, you can insert the <price> placeholder in the
custom message field for that textbook option.

Prism|rbs
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Parameter Definition

Textbook Controls whether you wish to offer “prefer” textbook type options
Options during the checkout process. If you select Yes under the Allow
Type menu for the Prefer New and Prefer Used options, the
shopper will see an extra page during the checkout process where
they can indicate that they will or will not accept a substitution, if
the type of book they have requested is unavailable.

If all options are set to Yes, then a checkbox is activated for the
customer to indicate whether they want to allow a substitution and
the necessary New/Used Book Preference Option Message displays
as the label for that checkbox.

If either of the Prefer New/Used options are set to Yes and their
corresponding New/Used Only options are set to No, then a
checkbox displays on the substitution page with the New/Used
Book Preference Option Message displaying as the label for that
checkbox. In this case, the checkbox cannot be unchecked, which is
a way for the store to state a substitution will be made if necessary.

If all options are set to No or the only options set to Yes are New
Only and/or Used Only, the substitution page doesn't display at all
because that is equal to not allowing substitutions.

Texthook Options

Substitutions

Our inventory of new and used textbooks varies from minute-to-minute during peak buying times at
the beginning of each semester. In rare cases, the textbook you selected may not be available as
you specified (new or used). In these rare instances, we need to know your preference so that we
can ensure prompt completion of your order. If you choose not to accept a replacement and your
selection is unavailable at the time of fulfillment, we will contact you directly.

~ Your
Your Selected Textbooks
Preference

Fundamental Acctg Prin Wrk Papers NEW # If no NEW book is in stock, I will
accept a USED book

Fundamental Acctg Prin, Wild USED #¥ If no USED book is in stock, I will
ISEN 0-07-299553-6 accept a NEW book

Continue To Shipping Info »

Tip: The default messages that display are Prefer New and Prefer
Used. Itis recommended to make these more clear by changing
the wording to something like If no NEW book is in stock, I will
accept a USED book and If no USED book is in stock, | will accept a
NEW book.
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Textbook Rentals

Textbook rentals can be done in-store or on PrismWeb. When a student rents a title on
the web, they are required to agree with a rental agreement specified by the bookstore.
They are must use a required (guarantee) tender for the rental purchase. The completed
order can be processed through PrismCore Mail Order.

About Textbook Rentals on the Web

There are two ways of doing textbook rentals on the web: displaying only a rental
message or allow rentals to be purchased.

When displaying a rental message only, the student will see that the title is available for
rent in-store, but they won't be able to rent it online. Rental textbooks on the web will
display a message below their book information, which can be customized in the
PrismWeb Manager.

Advanced Accounting (Rev), 1
Jeeer X @ MNew 569.99
™ Used 551.99
Ships in 24 Hours (TX)
= - Required
Advanced Accounting (Rev) is available for rent! §54.95 (Hew) 544.95 (Used)

If you allow sales of textbook rentals on the web, the rental options will display along
with the regular new and used options.

Biology Today,Minkoff

Qty: |1
New $96.70
& ® New Rental $58.80
Required Used $72.55
Used Rental $43.80

Usually ships in 1-2 days

When a customer adds a rental textbook to their cart, they must agree to the terms and
conditions.
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Rental Terms and Conditions
(scroll down to view options)
print

1. I am renting and am in receipt of the rental
book(s) shown on the receipt. I have paid the non-
refundable rental fee, and understand that the
return policies of the store also apply to rental
items. I acknowledge that the book, whether new
or used, is in good condition.
2. T acknowledge the non-return replacement cost
and replacement fee that appear on the receipt.
3. I will return the book to the Bookstore no later

than the rental return due date. If I ship the book,
it must be received at the Bookstore no later than

the return date, shipping prepaid. Any other return
will be rejected.

= A

You have the option in the PrismWeb Manager of having a required (guarantee) tender
for textbook rentals. For example, your bookstore may require the student provide you
with a credit card with their rental purchase. The student will have to enter one of the
required tenders, even if they have already met the payment requirements using other
tenders.

Another option is to require that the student enter their student ID during the checkout
process.

Student ID

Student ID is required to complete your rental transaction

If you do not know your My State University student ID number, please contact
MSU Bookstore for assistance at 800.510.3911 or bookstore@msu.edu.

Payment Method

Please select your preferred method of payment and then complete the
requested information:

One of the following tenders is required to complete your rental transaction.

+ Credit Card
* A/R CHARGE

-- Please Select -- v

About Processing Rentals in PrismCore Mail Order

When you process a mail/web order with textbook rentals in PrismCore, you will be
prompted to attach a rental barcode (XREF) to the item in Ship Mail Orders.

If you are shipping a textbook rental order, you should also include a copy of your refund
policy, rental return date, and rental agreement.
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Setting Up Rental Options
There are several options for textbook rentals that can be configured in the PrismWeb
Manager.

Rental Options

Rental Sales Options

Merchandise Type Allow Type Rental Message

Allow Rentals? Display Inline - For Purchase v <b style ="colorred."=[title] iz
Collect Student Id Require Student Id for Textbook Rental Transactions v

Which Type of Textbooks to Rent? Rent Both New and Used Textbooks v

Required Rental Tenders

Required For

Tender Type Rental?

Credit Card li‘ Allow credit cards that expire during rental period Yes @ Mo
GIFT CARD/CERTIFICATE

A/R CHARGE

b=\ or Cancel

To set up rental options:

In the PrismWeb Manager, go to Setup > Site Options > Rental Options.

2. Modify the settings under Rental Sales Options as needed.

3. Check the boxes for your required (guarantee) rental tenders.
Note: Shoppers will be able to pay for their order with any available tender, but
will be required to enter at least one of the required tenders for a rental order.

4. If needed, modify the Allow credit cards that expire during rental period option.
Tip: 1tis not generally recommended that you allow credit cards that expire
during the rental period as a required tender.

5. Click the Save button.

Important: If you are doing NMRP rentals, there are some additional rental options that
will be enabled on your site by support as part of your NMRP set up.
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Rental Options Parameters

Parameter

Allow Rentals?

Controls how textbook rentals work on your website. The

Definition

options are:

e Off: Rentals will not be displayed on your website.

e Display Rental Message: Textbooks with rentals
will display a message only - rentals cannot be
purchased the website. The rental message can be
customized in the Rental Message field.

¢ Display Inline - For Purchase: Textbooks with
rentals can be purchased on the website.

Rental Message

This is the message that will display under a textbook
item, if there is a rental quantity available for that book.
The message can be customized, and you may include any
of the following placeholders in the message:
o [title] — the title of the textbook
e [bookstore name] - the name of your bookstore
e [price] - the rental price of the book (changes
based on what type of textbook the user has
selected — used or new)
e [newprice] - price of the new rental textbook
e [usedprice] - price of the used rental textbook

You may also format the message with HTML code, so
you can do things like change the text color, make text
bold, etc.

Example:

<b style='color:red;'>[title] is available for rent!
[newprice] (New) [usedprice] (Used)</b>

Collect Student ID

Controls whether to require a shopper to enter a student ID
while they are checking out. The options are:
e Do Not Require Student ID
¢ Require Student ID for Textbook Rental
Transactions and All Eligible Products
e Require student ID for All Textbook Transactions
and All Eligible Products
¢ Require student ID for Only Eligible Products
e Require student ID for All Transactions
This same setting is also located under Setup > Site
Options > System Setup. You only need to set this option
in one location.
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Parameter

Which Types of
Textbooks to Rent?

Definition ‘

Controls which types of textbooks are available for rental.
The options are:

¢ Rent both new and used textbooks

¢ Rent new textbooks only

¢ Rent used textbooks only

Required Rental
Tenders check boxes

Controls which tenders are specified as required
(guarantee tender) for a rental order. Check the boxes for
any tenders that can be used as a required (guarantee)
tender.

Allow credit cards that
expire during rental
period

By default, the site does not allow a credit card to be used
as a required tender if the expiration is before the end of
the rental period. You can override this setting here (not

generally recommended).

Prism|rbs
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Supplemental Cover Images

NBC offers a Supplemental Cover Images service that will automatically display cover
images for text and trade books on your PrismWeb site. If you use online Textbook
Requisitions, it will also display cover images in that program.

Note: There is an additional monthly fee for this service. For more information, please
contact our support team.

Supplemental Cover Images
1. To see if you are using Supplemental Cover Images, in PrismWeb Manager, go to
Setup > Site Options > Supplemental Cover Images.

Supplemental Cover Images

Having Supplemental Cover Images enabled will automatically assign the appropriate cover image (provided by a third-party), to textbooks and trade books. There is a cost associated
with this feature. If you have questions about pricing please speak with your Sales representative.

Enable Supplemental Cover Images

Please note: You do not have access to change this setting. If you would like to enable or disable this feature, please contact support for assistance.

or Cancel

2. The box will be checked if you are enrolled in the Supplemental Cover Images
program. If it is unchecked and you would like to use supplemental cover images,
please contact support.
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13-Digit ISBN Options

PrismWeb can handle 13 or 10 digit ISBNs, and automatically convert them behind the
scenes. You have the option of changing what length of ISBNs you would like to display
on the site.

Changing the ISBN Display Format
1. Inthe PrismWeb Manager, go to Setup > Site Options > General Merchandise
and Trade Book Settings.
2. Choose an option from the ISBN Display Format menu. The options are:

¢ Display 10 digit ISBN when possible
e Always display 13 digit ISBN
3. Click the Update button.
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Extended Textbook Descriptions

You can add an extended description to textbooks in the PrismWeb Manager, if desired.

This can be useful when you want to provide some additional information to students
about a particular textbook. The extended description will appear below the textbook
information on the website.

= . o

I Fundamental Acctg Prin, Wild
9 - Qty: |1

Mew $165.70

Required ® '® Used $124.30

Usually ships in 1-2 days

l You Save: $41.40

Adding an Extended Textbook Description

1. Inthe PrismWeb Manager, go to Products > Products.

2. Search or browse to the textbook that you want to add an extended description
to.

Click the Edit link next to the textbook.

In the Description field, enter the text for the extended description.

5. Click the Update Product Family button.

W
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Section Notes/Web Comments

PrismWeb can display notes on a course section, directly above the textbook
information. This can be useful if you need to provide some additional information to
students about a particular course section.

Notes

Critical lssues
in American Art

voen by ey Ao ot

Displaying Textbooks for ART - 100 , section 001 ()

Art supplies required

Critical Issues In American 1
Art, Cale _
’ ® @ Hew 549.00
Used 336.75

Uszually ships in 1-2 weeks (TX)

Required

Adding Section Notes/Web Comments

Notes on course sections can be added in one of two places:

e As a Section Note in the PrismWeb Manager
e As aWeb Comment in PrismCore

Regardless of where you add them, notes will display the same on the website.

Important: It is up to you to determine whether you would rather add notes in the
PrismWeb Manager or PrismCore, however, it is recommended that you only use one
method for adding notes.

Prismirbs
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Adding Section Notes in the PrismWeb Manager

1. Inthe PrismWeb Manager, go to Textbooks > Manage Courses.
2. Use the menu boxes to select the campus, term, department, course, and section

where you would like to add a note.

Campus Term Department
My State Univ @ FALL MSU @ ACCOUNTING
SUMMER M5U @ ANTHROPOLOGY
SPRING M5U @ ART
ART DESIGN

ART EDUCATION
ART HISTORY

Add New Campus Add New Term Add New Department

Section: "ACCOUNTING 210: 1 - PETERSON, SCOTT"

Registration #

EBackoffice 6757

1d 12422

Instructor Name PETERSOM, SCOTT
Instructor Email petersos@mystate.adu

Section Notes

Add new note

)O0OO0OO0ODOO

Course

Add New Course

»)O0O0O0O0O0

Section
1

2

Add New Section

3. Enter the note you wish to add in the Add New Note field. You may also use the
formatting buttons in the editor apply formatting to your note.

4. Click Add Note.
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Textbook Pre-Orders

Pre-orders allow students to reserve or purchase books for their courses, before the
book information is available on the website. Students build a course list on the
website, and then submit their course list as a pre-order to the bookstore.

Online Texthook Reservation

SPRING 2008 - My State Univ v

Course List (SPRING 2008)

This reservation is pending submission to the bookstore. You must submit below when finished.

Do you have a coupon you'd like to use? Enter it here!

WELLNESS 100 ALL Prefer Used Required & Recommended remove
BIOLOGY 153 1 Prefer Used Required & Recommended remove
PSYCHOLOGY 371 1 Prefer Used Required & Recommended remove

Submit This Reservation To The Bookstore »

1) Select Book Preferences
Selected Materials

Required & Recommended A
Condition

Prefer Used (will accept new) v
2) Add a Course

WEL-WELLNESS v
100 T
ALL-LEONARD, JANE v

+ Add To Course List

If your course is not listed, it will likely be added as our records are updated. Please enter the
course manually below to reserve your textbooks today.

+ Add To Course List

Submitted pre-orders are held in the PrismWeb Manager until book information is
available for them. Once the book information is available, the bookstore can generate
the pre-orders into standard orders or reservations, which can then be processed
normally.
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Setting Up Pre-Order Options
1. Inthe PrismWeb Manager, go to Orders > View Pre-Orders.
2. Click the Pre-Order Options link in the right column.
3. Set your pre-order options as desired.
4. Click the Save button.

Pre-Order Options Parameters

Parameter

Textbook Pre-Orders

Definition

Controls whether pre-orders on the website are enabled or
disabled. The options are:
e Disabled: pre-orders are disabled
e Reservations Only: generated pre-orders will be
reservation (request) orders
e Purchases Only: generated pre-orders will be
standard (purchase) orders

Pre-Order Email
Address

Enter the return (from) email address on emails being sent
to shoppers who have placed a pre-order.

Deposit Required for
Reservation

Controls whether you wish to charge a deposit up front for
a pre-order reservation. The options are:

¢ None Required

e Percentage Deposit

¢ Fixed Deposit

Note: When requiring a deposit, the shopper is not
charged when placing their pre-order, the site will prompt
them for payment information. If you wish to charge the
deposit, manually charge the amount to their account if
they do not pick up their books.

Deposit Amount for
Reservation

Enter the amount you wish to charge for a deposit. If you
selected Percentage Deposit and enter 10 in this field, you
will be charging 10% of the total textbook order. If you
selected Fixed Deposit and enter 25 in this field, you will
be charging a deposit of $25.

Deposit Message For
Reservation

Enter the message you would like to have display in
regards to deposits.

Reservations Available
for Pickup Date

Enter the date that pre-order reservations will be available
for pickup.

Reservations Pick-Up
Cutoff Date

Enter the last date that students are able to pick up their
pre-order reservations.
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Parameter Definition

Enable Shipping on If you check this box, the shipping page will be shown

Reservations when the student submits their pre-order. They can
choose to have their books shipped to them when
available, or choose an in-store pickup location.

Making a Term Available for Pre-Orders

1. If not already done, send the term for pre-orders to the website.
2. Inthe PrismWeb Manager, go to Textbooks > Term Settings.
3. Click Edit next to the term you would like to make available for pre-orders.

Enter the name of the term and click 'Search’

Campus Term Sales Status Adoption Status Actions
My State Univ FALL MSU View Only Closed # Edit
My State Univ SPRING MSU QOpen Closed # Edit
My State Univ SUMMER MSU Closed Open # Edit

4. In the pop-up window, enter the Pre-Order Create Start Date. This is the date
when the term will be visible on the website for pre-orders.

5. Enter the Pre-Order Create End Date. This is the date when students will no
longer be able to create a pre-order.

6. Enter the Pre-Order Stop Edit Date. This is the date when students will no longer
be able to make changes to their pre-order list.

7. Enter the Pre-Order Generate Date. This is the date the bookstore will generate
pre-order, however, this does not happen automatically (see also Generating Orders
from Pre-Orders).

8. Click the Update Term button.

Generating Orders from Pre-Orders

Submitted pre-orders will need to be generated into orders/reservations. Once the pre-
orders have been generated, they will be sent to PrismCore to be processed.

Note: Neither the student nor the bookstore receives an email when a pre-order is
submitted. The student can log into their account on the website to see their pre-order
at any time. The bookstore can see if any pre-orders have been submitted in the
PrismWeb Manager.
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The Pre-Order Summary page may be viewed in the PrismWeb Manager, under Orders >
View Pre-Orders. Submitted pre-orders are listed by term and divided into complete and
incomplete pre-orders. Submitted pre-orders may also be downloaded in an Excel file.

Pre-Order Summary

SPRING MSU Download Excel
Complete: 3 Incompleta: 1
Process Download Excel Process Download Excel

Complete pre-orders can be generated into orders/reservations. Incomplete pre-orders
are ones that include course information that the student manually entered. These must
be edited by the student to remove or update the manually entered information, or that
information can be discarded when processed by the bookstore.

Processing Complete Pre-Orders
1. Inthe PrismWeb Manager, go to Orders > View Pre-Orders.
2. Click the Process link under the complete area for the appropriate term.
3. If you wish to send an email to students about their processed pre-order, check
the Email shoppers about their processed Pre-Order box.

Process Complete Pre-Orders

Email shoppers about their
processed Pre-Order

Process Orders Jelgf@-Tala=]

Ship Name Bill Name PreOrder Date
Dawn Brunke 3/2/2017 10:24:41 AM

John Jonas 3/2/2017 10:25:58 AM

Wade Wilson 11/9/2018 4:41:38 PM

4. Enter the email message you wish to send in the Email Message field.
5. Click the Process Orders button.

After processing, the email will be sent to all of the students with a complete pre-order
for that term, and the generated orders/reservations will be sent to PrismCore (with
book information added) and can be processed normally.

Processing Incomplete Pre-Orders
1. Inthe PrismWeb Manager, go to Orders > View Pre-Orders.
2. Click the Process link under the incomplete area for the appropriate term.
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3. Choose whether you would like to process the incomplete pre-orders, or only
send an email notification to the students with an incomplete pre-order.

Process Incomplete Pre-Orders

Would you like to process @ Process orders Send email notification only
these orders, or only send
an email notification?

Email shoppers about their Ii‘
processed Pre-Order

Email Message

What would you like to do @ Hold for later processing Discard
with the incorrect or

incomplete portions of these

Pre-Orders?

Process Orders JolgieETsle=]

Ship Name Bill N\ame PreOrder Date

Katherine Pryde 3/2/2017 10:27:31 AM

4. If you wish to send an email to students about their processed pre-order, check
the Email shoppers about their processed Pre-Order box.

5. Enter the email message you wish to send in the Email Message field.

6. Choose whether you would like to hold the incomplete portions of the pre-orders
for later processing, or discard those portions.

7. Click the Process Orders button.

After processing, the email will be sent to all of the students with an incomplete pre-
order for that term. If the incomplete pre-order can be generated into a standard
order/reservation, it will be sent to PrismCore for processing.

Viewing Pre-Order Reports
1. Inthe PrismWeb Manager, go to Orders > View Pre-Orders.
2. Inthe right column, under View Reports, select a report type. The available
reports are:
e Student Listing: pre-orders are listed by the shopper’'s name
e Course Listing: pre-orders are listed by department, course, and section
e Book Listing: lists all the books on pre-orders for the term
e Outstanding Course Listing: lists courses with pre-orders that can’t be
processed
Select the appropriate term for the report.
4. Click the View button.

w
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Buyback Introduction

PrismWeb's buyback feature lets you provide price quotes, send email alerts, and offer
peer-to-peer classified listings to students on your website. These features may be used
independently or together.

The main feature of the buyback feature is price quotes. Students can enter ISBNs and
get a quote for the buyback price from the bookstore list sent from PrismCore. You also
have the option of including the NBC Buyer’s Guide prices for quotes.

Sell Textbooks

Receive current textbook buyback prices from MSU Bookstore. To begin, simply enter the required
information about your textbooks below.

Check Buyback Prices

ISEN (9780131851221 Condition of the book when you purchased it: m
MEW '® USED

How do I find this?

Login now create an account

Advanced Accounting (remove) Buyback Price: $123.60
Beams

TOTAL: $123.60

Complete Buyback Estimate »

This system is provided for students only. All buyback prices generated on this system are subject
to change based on the condition of the book when it arrives at the bookstore.

Expiration date for this estimate: 30 Days from Printed date

Students can complete their estimate, and bring it into the bookstore to receive their
payment. You also have the option of allowing them to ship their books to the
bookstore.

As an alternative, NBC also offers a feature called No Hassle Sellback, which allows
students to sell their books directly to NBC, while the bookstore gets a commission on
every sale.
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Buyback Setup

The Buyback Setup page in the PrismWeb Manager is where you can set the parameters
to control the functionality of the buyback feature on your website.

=

Buyback Setup

Quotes
Require Login E
Enable on Site [m]
Suspend?
Suspend Message We apologize for any inconvenience. This service wil
Expiration Prices are not guaranteed.

Incl Buying Guide Include buying guide and expandad buying guide ¥

Identify Guide Price E
Exchange Rate 0 IE (.8824)
Ship to store opt

Ship To Address Training Store Site 4720 South 19th Lincoln,
NE 68512

Alerts
Enable Email Alerts  [m]

From Email Addr yourName@yourStore.com

Classifieds

Enable Classifieds [m]

@ or Cancel
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Setting Up Buyback
1. Inthe PrismWeb Manager, go to Textbooks > Buyback.
2. Set the parameters on this page as desired.
3. Click the Save button.

Buyback Setup Parameters

|
Parameter Definition

Require Login Controls whether the student must log in prior to obtaining a
buyback quote.
Enable on Site Controls whether the buyback quote functionality is enabled.

Checking this box will automatically add the buyback quote
page to your site.

Suspend? If this option is checked, the Suspend Message text will
display instead of the normal buyback page. This can be
useful if you want to keep the buyback page enabled on your
site, but not offer buyback quotes at a certain time.

Suspend Message This is a customizable message that the student will see
when buyback quotes are suspended.

Expiration This is a customizable message that displays as an expiration
message on buyback quotes. This message can be a date
that quotes expire, or simply a phrase such as “Prices are not
guaranteed.”

Incl Buying Guide Controls whether you offer price quotes from the NBC Buyer’s
Guide on your site. The options are:
e Do Not Include Buying Guide Prices
¢ Include Buying Guide Prices
¢ Include Buying Guide and Expanded Buying Guide
Prices

Note: Buyback quotes will always offer prices from the
store’s buyback list first. If a title is not on the store’s list or
has zero buyback quantity, it will offer a price from the Buyer’s
Guide.

Identify Guide Price | Controls whether price quotes from the NBC Buyer’'s Guide are
labeled with an asterisk and “wholesale price” underneath.
This makes the student aware of the price difference between
a wholesale and bookstore buyback price.
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Parameter

Exchange Rate

Definition

Enter your exchange rate for the NBC Buyer's Guide. Canadian
users will put in the Canadian exchange rate to convert
Buyer’s Guide prices from US to Canadian dollars. For US
currency, this field should be left blank or set to 1.

Enable Email Alerts

Ship to Store Opt Check this box to display a message on buyback quotes that
books can be shipped to the bookstore. It will also display the
bookstore’s address on the quote.

Ship to Address Enter the bookstore shipping address in this field. If the Ship

to Store Opt box is checked, it will display on buyback quotes.

ALERTS

Check this box to enable an option for shopper’s to sign up for
buyback email alerts when creating or editing their account on
the website. These alerts include notifications about buyback
prices and dates for books that the shopper is
listing/watching.

From Email Addr

Enable Classifieds

Enter the reply to email address for the bookstore buyback
alert emails.

CLASSIFIEDS

Check this box to enable the Classifieds (Swap) feature on
your PrismWeb site. This is a peer-to-peer classified service
that you can provide to students.

Prism|rbs
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Buyback Quotes by Shopper

The Buyback Quotes by Shopper page in the PrismWeb Manager lets you view a list of
shoppers who have gotten a buyback quote, have a title on buyback alerts, or posted a
title to the classifieds. You can also delete titles from quotes, alerts, or classifieds.

Buyback Quotes by Shopper

Name Quote Total Title Count Last Quote Date Actions

Katherine Pryde £134.00 4 11/12/2018 12:15:15 PM # view @ delete
Wade Wilson £64.50 3 11/12/2018 12:14:35 PM # view @ delete
Jean Grey £52.75 3 11/12/2018 12:11:58 PM # view @ delete
Dawn Brunke £362.00 Q 11/12/2018 12:10:54 PM # view @ delete

Viewing and Deleting Buyback Quotes by Shopper
1. Inthe PrismWeb Manager, go to Textbooks > Buyback.
2. Click the Quotes by Shopper link in the right column.
3. From here, you may click the View link next to a shopper or click the Delete link
to delete all titles on quotes, alerts, or classifieds for that shopper.

If you click the View link next to a shopper, you will see details of all titles for that
shopper. You may delete any individual titles from this page.

Buyback Shopper Details Buyback Home, Buyback By Shopper

Shopper
Dawn Brunke
dbrunke@nebook.com

@ Delete All Buybacks
Quote

@ Delste All Quotes for this shopper

ISBN Title

9780073126630 ECONOMICS @ Delete
9780073514116  THEATER: LIVELY ART © Delete
9780121940055 DRAWING AS EXPRESSION @ Delete

9781413030600 WRITER'S HARBRACE HANDBOOK BRIEF @ Delete

9780028645964 TEACHING MUSIC @ Delete

Buyer's Guide

@ Delste All Buyer's Guide Quotes for this shopper

ISBN Title

0133760065 COMPUTER SCIENCE @ Delete
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Buyback Quotes by Book

The Buyback Book Listing page in the PrismWeb Manager lists all titles on quotes, alerts,
or classifieds. You can also delete titles from quotes, alerts, or classifieds.

Title ISBN Alerts  Classifieds Quotes  Actions
COMPUTER. SCIENCE 0133760065 0 0 2 # View
TEACHING MUSIC 9780028645964 0 0 3 # view
HISTORY OF THE AMERICAN PEOPLE 9780060930349 0 0 1 # view
ECONOMICS 9780073126630 0 0 1 # Vview
THEATER: LIVELY ART 9780073514116 0 0 1 # View

Viewing and Deleting Buyback Quotes by Book

1. Inthe PrismWeb Manager, go to Textbooks > Buyback.
2. Click the Quotes by Book link in the right column.
3. Click the View link to see the details of an individual title.

From the book details page, you may delete all or individual buyback quotes, alerts, or
classifieds.

Available Buybadks for TEACHING MUSIC

Delete all buybacks for TEACHING MUSIC
Date Added Seller Name Asking Price Status
11/12/2018 12:08:44 PM Dawn Brunke £35.75 Quote & Delete
11/12/2018 12:11:49 PM Jean Grey £35.75 Quote & Delete
11/12/2018 12:14:35 PM Wade Wilson £35.75 Quote & Delete
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Buyback Maintenance

Periodically, you should delete old buyback quotes, alerts, and classifieds. The Buyback
Maintenance page in the PrismWeb Manager lets you delete these items based on a
cutoff date.

Deleting Buybacks Using Buyback Maintenance
1. Inthe PrismWeb Manager, go to Textbooks > Buyback.
2. Click the Quote Maintenance link in the right column.
3. Select the Cutoff Date you want to use. All buyback quotes, alerts, and
classifieds will be deleted on and before this date.
4. Using the Buyback Type menu, select the type of items you want to delete:

o All

e Alerts

e Classifieds
e Quotes

Enter the latest date you want to delete up to. All data on and before this date will be deleted.

Cutoff Date 10122013

Buyback Type All s
Alert
Classified Delete Buybacks Regierlale=]
Quote

5. Click the Delete Buybacks button.
6. Click OK to confirm that you want to delete all buybacks on and before the cutoff
date.
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Edit Store Buyback List

The Edit Store Buyback List page in the PrismWeb Manager displays all titles on the
bookstore’s buyback list sent from PrismCore. From this page, you can view and delete
titles on your bookstore buyback list.

Edit Store Buyback List New Buyback Title | Add Existing Title | Delete All
12 3..16 next» Results per page: 20 50 100
ISBN Title
D-02-864596-0 TEACHING MUSIC # Edit @ Delete
D-02-874001-2 LEADER'S COMPANION # Edit @ Delete
0-03-021039-9 DIE DEUTSCHEN, VERGANGENHEIT & GEGENWART # Edit @ Delete
D-06-093034-9 HISTORY OF THE AMERICAN PEQPLE # Edit @ Delete
0-06-097468-0 EUROPE: A HISTORY # Edit @ Delete
D-06-123350-1 FINDING DARWIN'S GOD P.S. ED # Edit @ Delete
D-05-443178-9 WHERE THE WILD THINGS ARE # Edit @ Delete
D-06-467123-2 WORLD HISTORY TO 1648 # Edit @ Delete

Note: Although the PrismWeb Manager lets you add or edit quantities on your buyback
list, it is recommended that you make those changes in PrismCore and send your
updated list to the web.

Because there is no option in PrismCore to delete your buyback list from the website,
you can use the Delete All option in the PrismWeb Manager to do that. This does not
delete the list from PrismCore.

Deleting the Store List

1. Inthe PrismWeb Manager, go to Textbooks > Buyback.

2. Click the Edit Store List link in the right column.

3. Click the Delete All link.

4. Click the Yes, Delete button. Your entire store list will be deleted from the
website.
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Email Alerts

Buyback Email Alerts provide a notification to shoppers about buyback prices and dates
for books that they are listing or watching. To receive these alerts, the shopper must
opt-in to receive Buyback Email Alerts from the bookstore in their website account.

You can use the Test Email Alerts page to send a test alert email to confirm the
appearance and content of the alert emails, before sending them to shoppers. You may
customize the buyback alert email templates in the PrismWeb Manager under Manage >
Email Templates.

Test Email Alerts

Send to Email (yourName@yourStore.con’i )

From Email yourName@yourStors.com

Send Test Alerts  Jolg=Taln=]

The Send Email Alerts page will send the real buyback email alerts to all shoppers with
textbooks registered after a specified date. It is recommended that your buyback list on
the website is up to date, and your email template is correct before sending the email
alerts out. You can use the Test Email Alerts feature to check the appearance and
content of your alert emails.

Send Buyback Email Alerts

Please make sure the email template is correct and the buyback list is up-to-date. It is highly recommended that you
use the "Test Email Alerts” to make sure the template is what you want the customer to receive.

From Email yourName@yourStore.com

Include textbooks 10M22012
after
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Testing Email Alerts

1.
2.
3.
4.

5.

In the PrismWeb Manager, go to Textbooks > Buyback.

Click the Test Email Alerts link in the right column.

Enter a Send to Email address. This will be the address that the test email alert
is sent to.

Enter a From Email address. This will be the ‘from’ address on the test email
alert.

Click the Send Test Alerts button.

You should receive a test buyback alert email at the address you specified in a few
minutes.

Sending Email Alerts

Important: Before sending out the email alerts, make sure your buyback list on the
website is up to date, and your email template is correct.

1.
2.
3.

4.

5.

Shoppers will receive their buyback alert emails in a few minutes. You will be notified on

In the PrismWeb Manager, go to Textbooks > Buyback.

Click the Send Email Alerts link in the right column.

Enter a From Email address. This will be the ‘from’ address on the email alerts
sent to shoppers.

Select an Include Textbooks After date. This lets you email only shoppers who
registered their books for alerts after a particular date (e.g., only sending emails
to shoppers who received a buyback quote on a title since your last rush).

Click the Send Alerts button.

the next page how many emails were sent to shoppers.

Prismirbs
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About No Hassle Sellback

No Hassle Sellback (or Buyback) is an option you can have your PrismWeb site that
replaces your standard buyback page with a No Hassle Sellback page. This allows
students to sell books directly to NBC, and the bookstore receives a commission on
each sale. You can continue doing your normal online buyback during your store’s
buyback periods, if you wish.

If you are interested in more information about No Hassle Sellback, contact your NBC
wholesale representative.

About No Hassle Sellback Prisml!rbs
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About Classifieds/Swap

The Classifieds (or Swap) feature of PrismWeb lets you offer your shoppers a way to list
books they want to sell to their peers.

Swap Textbooks

Buy and sell textbooks directly from students at My State University with the help of MSU Bookstore. The
MSU Bookstore Textbook Swap is here to help My State University students easily buy and sell textbooks
online. Students may submit listings to the MSU Bookstore Textbook Swap for textbooks they wish to sell.
List your textbook today!

Looking To Buy?

Simply enter the textbook information below to search the My State University and MSU Bookstore
Textbook Swap inventory.

Search the Book Swap

.

Looking To Sell?

Do you have a textbook you would like to swap or sell? Enter the ISBN of your textbook below to start the
process.

To offer your own books for sale to other students, or to view the books you are currently selling,
please log in.

The seller is required to list the author, title, and ISBN of each book, along with an asking
price. The seller's email address is also required in order for potential buyers to
communicate with the seller. All books posted on the classifieds expire after 30 days,
but the seller may relist the book if they wish.

Shoppers can also search the classifieds for books they wish to purchase. Once they
locate a title, they can email the seller to work out the details of the purchase.

No transaction records are made for classifieds, as it is strictly a peer-to-peer service.

To enable classifieds on your site, log in to the PrismWeb Manager and go to Textbooks
> Buyback. Check the Enable Classifieds box to turn on this feature.

Prismirbs
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GM & Tradebooks Introduction

In order to sell General Merchandise (GM) or Tradebook products on your website, they
must be added to a catalog in PrismCore. You can create as many catalogs as needed
to organize your products into logical categories on the website.

Each catalog you create must also be attached to a catalog group. There are two
default catalog groups in PrismCore: General Merchandise and Tradebooks. If needed,
you can edit the default catalog groups and create new ones to organize your catalogs
into groups on the website.

Below is a diagram showing the structure of catalog groups, catalogs, and products.
Keep in mind that you can have any nhumber of products in a catalog, any number of
catalogs in a catalog group, and any number of catalog groups on the website.
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s ., — "--.\ o~ =,
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About Catalog Maintenance
The Catalog Maintenance module in PrismCore is where you will create, edit, and

maintain your catalogs.

Catalogs are built by adding product families, which contain one or more SKUs. On the
website, each product family will appear as a single product within the catalog.

Nike Outerwear

Home » Men's Apparel » Nike Outerwear

name |AtoZ v

Nike 07 Tf Fleece Top
$50.00

Nike Classic Hood Gar
$50.00

Nike Classic Windshirt
$50.00

14 items
pagelof1
Nike Cf Goalpost
Pullover
$60.00
‘_‘,;:; Nike Classic Hood Oxf

‘NWT_‘STATE $50.00

4
|

Nike Conf 1/4 Zip
Fleece

If the product family contains more than one SKU, the shopper can pick the size and

color of the item.

Nike Outerwear

Home » Men's Apparel » Nike Outerwear » Product Detail

Nike Classic Hood Gar

Our Price: $50.00

Select Color: Maroon

Maroon

Select Size:

(5] ) 1) (]

qty | 1 Please make a selection above

Prismirbs
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Catalog Groups

When catalogs are sent to the website from PrismCore, they are grouped according to
the catalog group which they are assigned. These catalog groups are created and
maintained in WPAdmin.

There are two ‘master’ catalog groups that all PrismWeb sites have: General
Merchandise and Tradebooks. These two original catalog groups can't be deleted, but
they can be renamed or hidden from view on the website.

When a new catalog group is sent to the website, it doesn'’t display on the website by
default. You must check a box in the PrismWeb Manager and add it to your website
navigation in order for it to display.

Enabling a New Catalog Group on the Website

1. Inthe PrismWeb Manager, go to Products > Catalog Groups.
2. Click the Edit link next to the catalog group that you want to show on the website.
3. Check the Add to Shop Main box.

Edit Catalog Group
MName Apparel

Description Apparel

Add to Shop Main

Priority

Parent Catalog Group MNane v

@ or Cancel

4. Click Save.

The catalog group will now appear in the Shop area of the website and in the
Departments block on your homepage.
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Featured Items Catalog

A featured items catalog can contain the merchandise that you would like to stand out
on your website, such as seasonal or new items. When added to your website, a
Featured Items block will be added to your homepage.

When creating the Featured Items Catalog in PrismCore, you must include the word
featured in the name of the catalog.

There are two options for displaying feature items on your homepage:

e Display multiple items from the featured items catalog
¢ Display a single item from the featured items catalog—the block will cycle
through the items in the catalog as the page is refreshed

FEATURED ITEMS

Ashworth Solid Columbia Sharp Ms Dog Collar |
Pique Lsl Shirt ) Pnk

™A
View more Featured View more Featured View more Featurec
Items » Items » Items »

FEATURED ITEMS

Ms Dog Collar Md
Pnk

View more Featured Items

MEE

The featured items homepage block has several options modifying the format of the
block.
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Your ‘home’ shop page can also display your featured items.

W Browse
Children

Gifts

General Merchandise
Graduation
Miscellaneous
General Books

Men's Apparel
Women's Apparel
Back to Shop Home

Shop

Home

Featured Items

Ashworth Solid
Pique

Ms Dog Collar Md
Pnk

Nike L Pe Short Oxf

7
gy Stiy

Columbia Sharp Lsl
Shirt

Nike Classic
Windshirt

Featured Items Catalog
PrismWeb for PrismCore
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New Items Catalog

An item on the website can be ‘flagged’ as new, to draw the shopper’s attention to the
recently added item. Items flagged as new will have an icon displayed next to them
when browsing a catalog on the website.

® Men's Polos And Dress Shirts

Home » Men's Apparel » Men's Polos And Dress Shirts

Adidas Apparel
33 items | page 1 of 3

Men's Polos And name | AtoZ M 1] iew Al
Dress Shirts 2 anedy Viewa
Men's Shorts/Pants
: Antigua Athletic Polo Antigua Breeze Polo
Men's Sweats
Gar Gar
Men's Outerwear $46 Q9 $44.99
Men's Jerseys More Colors Available

Nike T-Shirts

Nike Outerwear Antigua Inspired Polo

Back to Shop Home Gar
$44.99

Antigua Lsl Twill Shirt
$36.99
More Colors Available

Antigua Tackle Polo Gar
$42.99

Antigua Stripe Polo Gar
$39.99
More Colors Available

Items can be flagged as new items by adding them to a New Items catalog. In order to
hide this New Items catalog from the standard navigation links on the website, it is
created in the PrismWeb Manager.

WARNING: Aside from creating a New Items catalog and an Exclusions catalog, you
should never create a catalog in the PrismWeb Manager.
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Adding a New Items Catalog

1. Inthe PrismWeb Manager, go to Products > Catalogs.
2. Click the New Catalog link.
3. In the Catalog Name field, enter the name of the catalog with the word ‘new’
somewhere in the name.
Catalog Name
Catalog Description
Status Open v
Start Date
End Date
Inventory Tolerance
Catalog Image Choose Image e
4. Inthe Catalog Description field, enter a description for the catalog.
5. Inthe Status menu, select Open.
6. Inthe Start Date field, choose a start date for the catalog.
7. Inthe End Date field, choose an expiration date for the catalog.
Note: The Start Date and End Date settings do not have any effect on a New
Items catalog, although you must set dates in each of these fields.
8. There is no need to add a catalog image for a new items catalog, so click the
Create Catalog button.
At this point, you will need to add items to the catalog. Follow the steps below to do
this.
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Adding Items to a New Items Catalog

1. Click the Add Product to Catalog link .

O MNew Items was added successfully.

Edit Catalog Info

Catalog Name

Catalog Description

Status

Start Date

End Date

Inventory Tolerance

Catalog Image

Current Products

New ltems

New Items

Cpen

1112/2018

1112/2028

Choose Image

This catalog currently has no products.

Update Catalog

Add Product to Catalog

2. Inthe search field, type the name, SKU, or ISBN of a product to search for it.

| Add Product To Catalog x I

Enter the name of the product and click 'Search’

hat

Name

HAT MASCOT

HAT THE WORD

HAT THE CAPTAIN

Search

WHAT SHOULD I DO WITH MY LIFE?

Type Actions
Text Book Add
General Merchandise Add
General Merchandise Add
General Merchandise dd

3. Click the add link next to the product(s) you want to add to the catalog.
4. Repeat steps 1-3 for any additional products you wish to add to the catalog.

The items that you have added to the New Items catalog will now display a New! icon
next to them, when browsing items on the website.

Prism|rbs
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Removing Items from a New Items Catalog

1. Inthe PrismWeb Manager, go to Products > Catalogs.
2. Click the Edit link next to your New Items catalog.
3. Click the Delete link next to the product(s) you want to remove from the catalog.

Edit Catalog Info

Catalog Name New ltems

Catalog Description

New Items
e
Status Open v
Start Date 1122018
End Date 1111212023

Inventory Telerance

Catalog Image

Choose Image

Update Catalog

Current Products Add Product to Catalog
MName Type Actions
HAT THE CAPTAIN General Merchandise # edit @ delete
New Items Catalog Prism|rbs
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Exclusion from Best Sellers Catalog

One of the content areas available for your home page is the Best Sellers block. This will
display top selling merchandise for your website. Unlike the Featured Items catalog, this
catalog is populated automatically based on sales and requires no input.

If there are specific items you do not want to show in the Best Sellers block, you can add
them to a specific catalog containing the word ‘Exclude’.

This catalog is created in PrismWeb Manager following the same steps as the New
ltems Catalog, and would need to have the word ‘Exclude’ in the Catalog Name Field.
Then add items you do NOT want to show in the Best Sellers block.
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Marketing Introduction

PrismWeb and PrismCore feature several tools for marketing your website and products.
A common marketing method is offering discounts to shoppers. There are three primary
ways to offer discounts to shoppers on your website:

e Promotions
e Coupons
e Sales Events

Other marketing methods are ways to promote product visibility. There are many
methods you could utilize to do this, but PrismWeb comes with a few tools built in:

¢ Recommended Products
e Cross-Selling
e Product Ratings

None of these marketing methods are critical to your site functionality, but they are an
important part of attracting shoppers and increasing your selling power.
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Promotions

Promotions in PrismWeb let you offer a discount on products in merchandise catalogs,
individual items, or an entire product family type. Promotions may also be set up to
offer a dollar amount or percentage discount.

Ccl Tt Arch Fist Hood Gar

Our Price: $37.49

Select Color: GARNET

Select Size:

qty | 1 | Please make a selection above

Promotions are created in the PrismWeb Manager and do not affect sales at your cash
registers.

Adding a New Promotion

1. Inthe PrismWeb Manager, go to Marketing > Promotions, to display a list of any
previously created promotions.

New Promotion

Enter the name of the Promotion and click 'Search
Name Start End Actions
Alumni Sale 11/12/2018 11/30/2018 # edit @ delete
Buy One Hat Get One 1/2 Off 11/12/2018 11/30/2018 # edit @ delete

2. Click the New Promotion link.
3. Inthe Promotion Name field, enter a name for this promotion.
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Promotions

Create New Promotion Promotion List

Promotion Name

Promotion Description

Amount

Promotion Type Percent OFf

Start Date

End Date

or Cancel

In the Promotion Description field, enter an optional description for this
promotion.

In the Amount field, enter the dollar or percentage amount of the promotion.
Example:

If you wish to offer $5.00 off items, enter 5.00 in the field. If you wish to offer 20

percent off, enter 20 in the field.
From the Promotion Type menu, select either Dollar Off or Percent Off.

In the Start Date field, enter the date and time you would like this promotion to

take effect on the website.

In the End Date field, enter the date and time you would like this promotion to end

on the website.
Click the Update button to create the promotion.

. Click the Add Product, Add Catalog, or Change Product Family Types link,

depending on how you want to attach items to this promotion.

or Cancel
Attached Products Add Product
There are currently ne products with this promotion
Attached Catalogs Add Catalog
There are currently ne catalogs with this promotion
Attached Product Family Types Change Product Family Types
There are currently ne product family types attached to this promotien

Prismirbs
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11. Enter the name of a product or catalog and click Search, or check the boxes next
to the product family types that you wish to attach.

Add Catalog to Promotion x

Enter the name of the catalog and click 'Search’

' ] ™
| alummni B Search
M ! y -

Name Actions

ALUMNI attach

Add Product Family Type to Promotion ®

Check off each product family type to attach this promotion to.

General
Merchandise

Textbooks
General Books
Packages
Mon-Merchandise
E-Books

Barcharts

Update Product Family Types M

12. Click the attach link or the Update Product Family Types button.
13. The product, catalog, or product family type will be added to the promotion.
Repeat steps 10-13 to add additional items to this promotion.

Attached Products Add Product

There are currently no products with this promeotion

Attached Catalogs Add Catalog
Name Actions
ALUMMI & remove

Attached Product Family Types Change Product Family Types

There are currently no product family types attached to this promotion
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Deleting a Promotion

1. Inthe PrismWeb Manager, go to Marketing > Promotions.
2. Click the delete link next to the promotion you wish to remove.

Promotion List New Promotion
Enter the name of the Promotion and click 'Search’
Name Start End Actions
Alumni Sale 11/12/2018 11/30/2018 # edit @ delete
Buy One Hat Get One 1/2 Off 11/12/2018 11/30/2018 # edit @ delete
3. Click OK.
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Sales Events

The PrismCore Sales Event module is used to enter and maintain sales event
information. Sales events can be created for items that you wish to sell at the register
for a reduced price for a specific period of time. Sales events may also be sent to the
website, so you can offer the same sale in-store and online.

Important: When sales events are sent to PrismWeb, they will appear in the Promotions
module of the PrismWeb Manager and will have start and end times of midnight. Do not
modify sales events in the PrismWeb Manager except to set specific start and end
times. Instead, make changes to sales events in PrismCore and those changes will
update the website automatically.

Sales events can be created for a dollar or percentage off the retail price, and appear the
same as promotion discounts to a shopper on the website.

Champ Field Pant Gar

Our Price: $29.24

Select Color: GARNET

Select Size:

[s] (][]

aqty | 1 | Please make a selection above
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Coupons

Coupons

Coupons are another option to offer discounts on products, catalogs, product family
types, shipping charges, or an order. Coupons may be set up to offer a percentage or
dollar off, can require a minimum order amount, or you can offer a Buy One Get One
discount. Coupons can be distributed to shoppers in a variety of ways: email, social
media, on paper, etc.

Coupons are created in the PrismWeb Manager and do not affect sales at your cash
registers. There are two basic types of coupons you can create:

e Multiple-use: can be used multiple times by multiple users within a given time
period

¢ Single-use: one or more codes that can only be used one time by a single
shopper within a given time period

When a shopper applies a coupon code to their shopping cart, the site displays the
coupon description and discount being applied.

My Cart

i The coupon has been applied to the cart.
COUPON: 20% off Outerwear items (-20%) -$5.99
coupon code: "outer20" remove

Coupons will be reflected in the total during the checkout process.

Hood My State By Cotton Exchange $29.95 1 $29.95
MAROOM, XL remove
1020454271

Update Totals
Coupon Code @

When an order is completed with a coupon, the coupon information will be added to the
Order Comments field on the order.

You may also track usage statistics for coupon codes in the PrismWeb Manager.
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Adding a New Multi-Use Coupon

1.

w

O ® N o

10.

11.

12.

In the PrismWeb Manager, go to Marketing > Coupons.
Note: This page shows you a list of active coupons on the website. Expired
coupons can also be viewed by clicking the Expired Coupons link.

Click the New Coupon link.

Select Multi Use as the Coupon Use type.

In the Code field, enter the coupon code you want shoppers to use to redeem the
coupon.

In the Description field, enter a description of the coupon—this will be visible to
shoppers after redeeming the coupon.

Tip: If you are creating a coupon to apply to textbooks, you can discount only the
new SKUs of the textbook by entering the keyword ‘new’ somewhere in the
Description field. Likewise, you can do the same thing for used textbooks by
entering the keyword ‘used’. If your description does not contain either of these
keywords, the coupon will discount both new and used.

In the Start Date field, enter the date and time for this coupon to be active.
In the Expiration Date field, enter the date and time for this coupon to expire.
Select either Percentage or Dollar Value as the Discount Type.
In the Discount Value field, enter the percentage or dollar value discount for the
coupon.
Example:
If you want the coupon to take 10% off, enter 10. If you want the coupon to take
$5.00 off, enter 5.00.
In the Minimum Purchase field, enter a minimum dollar amount the shopper
must have in their cart before being able to redeem the coupon.
From the Apply Coupon To menu, choose one of the following options:

e Product: coupon applies to chosen products

e Product Type: coupon applies to a product family type category

e Order: coupon applies to the order total

e Shipping: coupon applies to shipping charges

e Catalog: coupon applies to catalogs of products

You will choose the items to attach to the coupon after creating the coupon.

Select the Target if you would like to limit the discount to only the highest priced
or lowest price eligible product. This option only applies when the Apply Coupon
To option of Catalog or Product (with the exception of Buy One Get One) is
selected.
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13. Check the Buy One Get One box if you want to require that a shopper buy more
than one product that the coupon applies to. The shopper will receive a discount
on the cheaper item.

Note: The Buy One Get One check box is only enabled when you select Product
from the Apply Coupon To menu.

14. Click Submit.

The next step to finish the coupon is to add items that you want the coupon to apply to.

Adding a New Single-Use Coupon for a Group of Return

Customers

1. Inthe PrismWeb Manager, go to Marketing > Coupons.
Note: This page shows you a list of active coupons on the website. Expired
coupons can also be viewed by clicking the Expired Coupons link.

2. Click the New Coupon link.

Select Single Use as the Coupon Use type.

4. In the Description field, enter a description of the coupon—this will be visible to
shoppers after redeeming the coupon.
Tip: If you are creating a coupon to apply to textbooks, you can discount only the
new SKUs of the textbook by entering the keyword ‘new’ somewhere in the
Description field. Likewise, you can do the same thing for used textbooks by
entering the keyword ‘used’. If your description does not contain either of these
keywords, the coupon will discount both new and used.

w

In the Start Date field, enter the date and time for this coupon to be active.

In the Expiration Date field, enter the date and time for this coupon to expire.

Select either Percentage or Dollar Value as the Discount Type.

In the Discount Value field, enter the percentage or dollar value discount for the

coupon.

Example:

If you want the coupon to take 10% off, enter 10. If you want the coupon to take

$5.00 off, enter 5.00.

9. Inthe Minimum Purchase field, enter a minimum dollar amount the shopper
must have in their cart before being able to redeem the coupon.

10. From the Apply Coupon To menu, choose one of the following options:

e Product: coupon applies to chosen products

e Product Type: coupon applies to a product family type category

e Order: coupon applies to the order total

e Shipping: coupon applies to shipping charges

© No o
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e Catalog: coupon applies to catalogs of products
You will choose the items to attach to the coupon after creating the coupon.

11. Select the Target if you would like to limit the discount to only the highest priced
or lowest price eligible product. This option only applies when the Apply Coupon
To option of Catalog or Product (with the exception of Buy One Get One) is
selected.

12. Check the Buy One Get One box if you want to require that a shopper buy more
than one product that the coupon applies to. The shopper will receive a discount
on the cheaper item.

Note: The Buy One Get One check box is only enabled when you select Product
from the Apply Coupon To menu.

13. Click Submit.

14. Click the Target current shoppers with a single code with this coupon link.

15. In the Coupon Code field, enter the coupon code you want shoppers to use to
redeem the coupon.

Almost Done!

You need to make coupon codes before shoppers can use this coupon.

Generate a random list of coupon codes for this coupon

Target current shoppers with a single code with this coupon

Coupon Code FreeShip

Shoppers Since 10122016
Shopper Count 4 (View Shoppers)

Limit codes to 4 shoppers
Include Opt-Out Yes (@) No

16. In the Shoppers Since field, enter a date to set how far back you would like to go
in your online shopper records. Shopper accounts added since this date will be
assigned to this coupon.

Note: The Shopper Count field will display how many shoppers will be assigned
to this coupon. You can also click the View Shoppers link to see a list of shopper
names and email addresses. You may also click the Download Recipients link to
download an Excel file of the shoppers.
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17. In the Limit codes to field, you may enter a number to restrict the number of
shoppers assigned to the coupon (e.g., your shopper count is 20, but you limit it
to the 10 most recent shoppers by entering 10 in this field).

18. Select Yes or No in the Include Opt-Out option. If you choose No, only shoppers
who have opted in to receive emails from the bookstore will be included. If you
choose Yes, all shoppers will be included.

19. Click the Add Shoppers button.

The next step to finish the coupon is to add items that you want the coupon to apply to.

Adding a New Single-Use Coupon without Intended

Recipients

1. Inthe PrismWeb Manager, go to Marketing > Coupons.
Note: This page shows you a list of active coupons on the website. Expired
coupons can also be viewed by clicking the Expired Coupons link.

2. Click the New Coupon link.

Select Single Use as the Coupon Use type.

4. In the Description field, enter a description of the coupon—this will be visible to
shoppers after redeeming the coupon.
Tip: If you are creating a coupon to apply to textbooks, you can discount only the
new SKUs of the textbook by entering the keyword ‘new’ somewhere in the
Description field. Likewise, you can do the same thing for used textbooks by
entering the keyword ‘used’. If your description does not contain either of these
keywords, the coupon will discount both new and used.

w

In the Start Date field, enter the date and time for this coupon to be active.

In the Expiration Date field, enter the date and time for this coupon to expire.

Select either Percentage or Dollar Value as the Discount Type.

In the Discount Value field, enter the percentage or dollar value discount for the

coupon.

Example:

If you want the coupon to take 10% off, enter 10. If you want the coupon to take

$5.00 off, enter 5.00.

9. Inthe Minimum Purchase field, enter a minimum dollar amount the shopper
must have in their cart before being able to redeem the coupon.

10. From the Apply Coupon To menu, choose one of the following options:

e Product: coupon applies to chosen products

e Product Type: coupon applies to a product family type category

e Order: coupon applies to the order total

e Shipping: coupon applies to shipping charges

© No o
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11.

12.

13.
14.
15.

16.

e Catalog: coupon applies to catalogs of products
You will choose the items to attach to the coupon after creating the coupon.

Select the Target if you would like to limit the discount to only the highest priced
or lowest price eligible product. This option only applies when the Apply Coupon
To option of Catalog or Product (with the exception of Buy One Get One) is
selected.

Check the Buy One Get One box if you want to require that a shopper buy more
than one product that the coupon applies to. The shopper will receive a discount
on the cheaper item.

Note: The Buy One Get One check box is only enabled when you select Product
from the Apply Coupon To menu.

Click Submit.

Click the Generate a random list of coupon codes for this coupon link.

In the Number of codes field, enter the number of codes you wish to generate.
Each code will be single-use.

Almost Done!

You need to make coupon codes before shoppers can use this coupon.

Generate a random list of coupon codes for this coupon

Number of codes ( 200 A
p.

Generate Codes

Target current shoppers with a single code with this coupon

Click the Generate Codes button.

Note: You can view the generated codes by clicking the View Coupon Codes link,
or download an Excel file of the codes by clicking the Download Coupon Codes
link.

The next step to finish the coupon is to add items that you want the coupon to apply to.

Attaching Items to a Coupon

Each coupon you create has five options in the Apply Coupon To menu. Aside from the
Order option, the other four options require that you attach items to redeem after
creating the coupon.
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Attaching Products

1. After creating the coupon, click the Add products to this coupon link.
2. Inthe search box, enter the name, SKU, or ISBN of a product.

)

Enter criteria and click 'Search’

Name Action

WHAT SHOULD I DO WITH MY  Add Item To

LIFE? Coupon
R Add Item To
HAT MASCOT Coupon
. A Add Ttem To
HAT THE WORD Coupon
R P Add Item To
HAT THE CAPTAIM Coupon
HAT WASHED TWILL Add Item To -
STRETCH FIT " nlInnn

w

Click the Search button.

4. Click the Add Item to Coupon link next to the product you want to add to the
coupon.

5. Repeat steps 1-5 to add any additional products needed.

Note: If more than one of a redeemed product is purchased in a transaction, the coupon
is applied to the total quantity of that product.

Attaching Product Types

1. After creating the coupon, click the Add product type to this coupon link.
2. Click Add Item to Coupon next to the product type you would like to add to the

coupon.
Name Action
Merchandise Add Item To Coupon
Textbooks Add Ttem To Coupon
General Books Add Ttem To Coupon

3. Repeat steps 1-3 to add any additional product types needed.
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Restricting Shipping Methods
1. By default, coupons being applied to Shipping will discount all shipping methods.
To restrict the coupon to only certain shipping methods, click the Restrict this
Shipping Coupon to Specific Shipping Methods link.
2. Click the Add Item to Coupon link next to the shipping method you want to add to

this coupon.

Name Action

UPS Add Item To
Coupon

PICKUP AT THE UNIVERSITY Add Item To

BOOKSTORE Coupon

UPS Second Day Add Item To
Coupon

FedEx Add Item To
Coupon

3. Repeat steps 1-3 to add any additional shipping methods needed.

Attaching Catalogs
1. After creating the coupon, click the Add catalogs to this coupon link.
2. Inthe search box, enter the name of a catalog.

Enter criteria and click "Search’

shirt Search
Name Action
T-SHIRTS 8 SHORTS Add Ttem To Coupon

3. Click the Search button.

4. Click the Add Item to Coupon link next to the catalog you want to add to the
coupon.

5. Repeat steps 1-5 to add any additional catalogs needed.

Note: If a product exists in multiple catalogs, the discount will only be applied if the
product is selected from the catalog for which the coupon exists.
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Coupons

Emailing Coupons to Existing Shoppers

Through the coupons module of the PrismWeb Manager, there is an option to send an
email to existing shopper accounts on the website. This option is only available for
multi-use and single-use coupons (for a group of return shoppers).

1.

In the PrismWeb Manager, go to Marketing > Coupons.

2. Click the Email link next to the coupon you would like to email to shoppers.

Note: You can also email coupons while creating them.

Expired Coupons | New Coupon

Enter a description for an active coupon and dlick 'Search’
D

Description Code Discount Expires Usage Actions

20% off all items in the Outerwear catalog Warmup 20% 12/12/2018 Mot used # Edit @ Delete & Email
Free UPS Shipping on orders over $250 ) Download Recipients 100% 12/12/2018 Not used # Edit @ Delete & Email
Buy One Hat, Gst one 1/2 Off ) Download Codes 50% 12/12/2018 Not used # Edit @ Delete

10% Off Sports Items Sports 10% 12/12/2018 Mot used # Edit @ Delete & Email
10% Off Sports Items Sports 10% 12/12/2018 Mot used # Edit @ Delete & Email

If you are emailing a single-use coupon for return shoppers, skip to step 6.

In the Shoppers Since field, enter a date to set how far back you would like to go
in your online shopper records. Shopper accounts added since this date will be
assigned to this coupon.

Note: The Shopper Count field will display how many shoppers will be assigned
to this coupon. You can also click the View Shoppers link to see a list of shopper
names and email addresses.

Email "20% off all items in the Outerwear catalog™ Your Coupons
Send To
Shoppers Since 101212018
Shopper Count 0 (View Shoppers)
Limit codes to 0 shoppers
Include Opt-Out Yes (@) No

In the Limit codes to field, you may enter a number to restrict the number of
shoppers assigned to the coupon (e.g., your shopper count is 20, but you limit it
to the 10 most recent shoppers by entering 10 in this field).

Select Yes or No in the Include Opt-Out option. If you choose No, only shoppers
who have opted in to receive emails from the bookstore will be included. If you
choose Yes, all shoppers will be included.

You may edit the coupon Subject and Body, if desired, using the editor provided.
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Tip: There are several placeholders that can be added to the coupon email. A
full list can be seen in the PrismWeb Manager by clicking the Key link.

Important: If you edit the email, be sure to include all relevant coupon
information, so shoppers can correctly use the coupon.

7. Click the Send Email button.

Coupon Email Placeholders

Placeholder Definition ‘
[1++ STORENAME ++] The name of your store
[1++ STOREURL ++] Your store's web address
['++ SHOPPERNAME ++] The recipient's name
[1++ COUPONDISCOUNT ++] The coupon's discount amount, expressed either
as a dollar or percentage
['++ COUPONAPPLIESTO ++] The items the coupon applies to
['++ COUPONCODE ++] The code the shopper must enter at checkout for

the coupon to be redeemed

['++ COUPONEXPIRATION ++]

The date the shopper must use the coupon by, in
order to receive the discount

['++ COUPONMINIMUM ++]

The value of the items in a shopper's cart before
the coupon can be redeemed

Viewing Coupon Usage
1. Inthe PrismWeb Manager, go to Marketing > Coupons.
Note: This page shows you a list of active coupons on the website. Expired
coupons can also be viewed by clicking the Expired Coupons link.

2. If a coupon has been used, there will be a link under the Usage column that will
take you to the Coupon Usage screen.

Prism|rbs
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Coupon Usage for coupon id #21 Your Coupons

Shopper Name Discount Applied Order Total Order Id

$3.20 $40.26 34345 View Order

The Coupon Usage page displays the shopper’'s name, discount applied, the order
total, and order number for each time the coupon has been used.

Deleting a Coupon

1. Inthe PrismWeb Manager, go to Marketing > Coupons.
Note: This page shows you a list of active coupons on the website. Expired
coupons can also be viewed by clicking the Expired Coupons link.

2. Click the Delete link next to the coupon you wish to remove.
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Product Display Settings

The Product Display Settings page under Setup > Site Options in the PrismWeb Manager
has options to display Recommended Products (based on actual sales), Cross-Sell
products (defined in the PrismWeb Manager), and Product Ratings to shoppers on
merchandise pages of your website.

Product Display Settings

Recommended
Cross Sell

Cross Sell Inline

Product Rating
Enable Proper Casing ?
- ons ?
Proper Case Exceptions DVD|CD| USA|IBM|POS

Add any won a prt t name or catalog

0 be proper cased.

< separated by = pipe (1),

Product Attribute Sorting

Sort Merchandise Styles By

Sort attributes alphabetically v
Sort Merchandise Calors By Sort attributes alphabetically v
Sort Merchandise Sizes By Sort by order in manager v

or Cancel

Recommended Products

When viewing a GM or tradebook product on the website, you can choose to display
other products that have been purchased along with the product being viewed. When
the Recommended Products feature is enabled, a block of these products will display at
the bottom of the product detail page.

Customers who bought this item also bought

-, Nike 07 Df Coaches Sflex . Nike Df Train Short
'Am.'

Adidas 07 Coaches Visor Pine Chrome Cut Decal
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The recommended products that display are based on actual sales—if you do not have
many sales of a product, you may not see any products displayed.

Enabling Recommended Products
1. Inthe PrismWeb Manager, go to Setup > Site Options.
2. Click the Product Display Settings link.
3. Check the Recommended box.
4. Click the Update button.

Cross-Selling

Cross-selling is a way to showcase certain products while viewing another, in order to
improve visibility and display related products. You can cross-sell textbook, GM, and
tradebook items. Once you enable Cross-Selling in the Product Display Settings, you will
need to create tags and associate products with these tags to set up the cross-sell.

Enabling Cross-Selling

1. Inthe PrismWeb Manager, go to Setup > Site Options.

2. Click the Product Display Settings link.

3. Check the Cross Sell box.

4. Optionally, check the Cross Sell Inline box—this option will change how cross-sell
items are displayed on the course-listing page, by making them more “in line”
with the items on the course request.

5. Click the Update button.

The next step is to set up cross-sell tags to associate products to cross-sell.

Cross-Sell In Line

Cross-sell In Line controls how cross sell products display when associated with a
textbook.

When displaying In Line is not checked, the cross sell items will be separated with the
heading Store Recommended.

When displaying In Line is checked, the cross sell items will be listed with items for the
course request without a separation.
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Product Ratings

You can allow shoppers to rate GM and tradebooks on the website using a five-star
scale. The product rating displays on the product detail page. Before they can set a
rating for a product, shoppers must be logged into a website account.

Nike Outerwear

Home » Men's Apparel » Nike Outerwear » Product Detail
Nike Conf 1/4 Zip Fleece

Our Price: $60.00

Select Color: MAROON

Select Size:

qty | 1 Please make a selection above

Enabling Product Ratings
1. Inthe PrismWeb Manager, go to Setup > Site Options.
2. Click the Product Display Settings link.
3. Check the Product Rating box.
4. Click the Update button.

Enable Proper Casing

Enabling proper case will capital the first letter and lowercase each subsequent letter of
every word in the product and catalog names. Disabling proper case will take the
product and catalog nhames exactly as they are entered in PrismCore.

Proper Case Exceptions

When Proper Case is enabled, some items will not display as intended due to their
unconventional capitalization, i.e. iPhone, JanSport, DVDs. If Proper Case is enabled,
enter any exceptions into the box separating each word with the pipe (| ) symbol. Words
listed in this box will display as entered regardless of their casing in PrismCore or use of
Proper Case in PrismWeb.
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Product Attribute Sorting

The Product Attribute Sorting options on the Product Display Settings page let you
control the order that product attributes (size, color, and styles) display on the site. May
sort each attribute by the following options:

¢ Do not sort: does not change the order of attributes

e Sort attributes alphabetically: attributes are displayed in alphabetical order

e Sort by order in manager: attributes are displayed in the order set in the
PrismWeb Manager—this is configured on the Products > Attributes page

Tip: This tool is most commonly used to sort the order of sizes to the order in the
PrismWeb Manager.

Setting Attribute Order

To access attribute sorting, in PrismWeb Manager go to Products>Attributes.

Sizes Add New Size Attribute

To change the order of the attribute values, click and drag the handle of an item to the desired order. To edit an item,
click on the name of that item and change the appropriate information.

t N/A
2T
3T
4T
t xs
18
M
tL

XL

X X X X X X X X X

* Extra Extra Large

To add a new attribute to the list, select Add New Size Attribute.
Attribute Value
Mame

To reorder the attributes:

1. Select the double arrow to the left of the attribute and hold your left mouse
button down.

2. Drag to the attribute into the order you would like.

3. Release the left mouse button.
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Cross-Selling

You can cross-sell textbooks, general merchandise, tradebooks, and BarCharts on your
website. There are two main methods available to create associations between cross-
sell products:

e Associating products using a tag (category)
e Associating products directly with each other

Products can also have multiple tag associations or be directly associated with multiple
products.

When cross-sell products are displayed on GM or tradebook products, they will appear in
a block at the bottom of the product detail page.

Have you looked at these?

Ashworth Solid
Pique Gar

Adidas Coaches

43‘ Visor

Aa Car Flag Blk
Sem Hd

F Ashworth Solid : Ashworth Solid =
B Ppique vad ol Pique Wht ﬂ}

When cross-sell products are displayed on course pages, they will appear below all
items on the course list, and be labeled as ‘Store Recommended'.

Game 2 ClIr Fl 5t
Felt Hat

ELEMENTARY
ARIYSIS:
‘THE THEORY OF
CALCULES

Elementary Analysis: Theory

ty: |0
of Calculus Qy

Required

Used

New

%42.00

$54.95

Usually ships in 2-3 days

Recommended Products

Texas Instruments Ti-89
Titanium Graphing Calculator
Store Recommended

Qty: 0
New $153.99 v

Note: It is recommended that you sell Digital Content by adding them to a course
request as a substitution, not using cross-selling.
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Cross-Selling Using Tag Management

1.
2.

In the PrismWeb Manager, go to Marketing > Manage Tags.
To create a new tag, enter the name of the tag in the New Tag field and click the
Insert button.

Cross Sell Tag Management

Tags Select a Tag
Add New Tag
Click a tag on the left for a list of products associated with that tag. You will be able to remove the product from the
tag and search for additional products to add to that tag.

Insert New Tag

New Tag Athletics| Insert

To associate products with this particular tag, enter a product keyword in the
search field and click the Search button.
Click Add next to the products you want to associate with the tag.

Cross Sell Tag Management - Tagged Products

Tags Viewing Products tagged with "Athletics™
Add New Tag

Product Family Actions

T-SHIRT BASKETBALL @ remove
T-SHIRT FOOTBALL BY COTTON EXCHANGE & remove
T-SHIRT RIB BASEBALL @ remove

Tag more products with "Athletics”

Enter criteria and click 'Search’

search

Search Results

You can add additional products to the tag by repeating steps 3-4 above. You can also
remove products from the tag by clicking the remove link next to them. You can also
remove an entire tag by clicking the Remove this tag button.

Cross-Selling Using Tags at the Product Level

1.
2.

w

Cross-Selling

In the PrismWeb Manager, go to Products > Products.

Enter the name, SKU, or ISBN of a product in the search box and click the Search
button.

Click the Edit link next to the product you want to cross-sell.

On the right side of the page, under the Associated Cross-Sell Tags section, enter
the name of a tag in the Add New Tag field.
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Edit Product Edit View: List Mode | Preview Mode

Link to this product

Copy and paste the following code into any
Product Family Details include file to provide a link for users to jump
directly to this product.
Name T-SHIRT BASKETBALL
<z href="chop_preduct_detzil.asp?
product_name=VCITSEISVCBCQVNLRVR
Description CQUsMEpF_id=1012Brype=1&catalog_nz
TSHIRT BASKETEALL Al AR
d= - Ja

Associated Cross-Sell products

il 1012
Product Family ID There are no cross sell products for this item.

Add Cross-Sell Product

Product Image

Product Image: Associated cross-sell tags

Athletics {remove)

Add New Tag:

5. Click the Add button.
6. Repeat steps 2-6 to add tags to additional products.

When adding a tag to a product, if the tag does not exist, it will be created; if the tag does
exist, the product will be added to the tag. You may use Tag Management to add or
remove tags and products as well.

Cross-Selling Directly (Without Tags)
1. Inthe PrismWeb Manager, go to Products > Products.
2. Enter the name, SKU, or ISBN of a product in the search box and click the Search
button.
Click the Edit link next to the product you want to cross-sell.
4. On the right side of the page, under the Associated Cross-Sell Products section,
click the Add Cross-Sell Product link.

w

Edit Product Edit View: List Mode | Preview Mode

Link to this product

Copy and paste the following code into any
Product Family Details include file to provide a link for users to jump
directly to this product.
Name T-SHIRT BASKETBALL
<z hraf="shop_product_detzil.asp?
product_name=VCITSEISVCBCQUNLRVR
Description CQUxMBpf_id=10128type=18catalog_na
) T-SHIRT BASKETBALL el et et
d= - Ja

Associated Cross-Sell products

Product Family ID 1012 o
' There are no cross sell products for this item.

| Add Cross-Sell Product I

5. Enter the name, SKU, or ISBN of the product you would like to cross-sell in the
search box and click the Search button.
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Add Cross—Sell Product Association to Product Family x I
Enter the name of the product and dick 'Ssarch’

hat Search

MName Type Actions

HAT ALUMMNI BY JAMERICA General Merchandise add

HAT MASCOT General Merchandise add

HAT THE CAPTAIN General Merchandise add

6. Click the add link next to the product you would like to associate with the other.
7. Repeat steps 4-7 to associate any additional products.

Note: One difference between direct cross-sell products on the website is that the
association is only one-way. In other words, the products you associate with the main
product will only display on that product. If you view one of the associated products on
the website, the main product will not display as a cross-sell product on that one.

Question 1:  Is there anything different on the website between the cross-sell using tag
management and the direct cross-sell?

Answer: Direct cross-sell items only show up on the ‘main’ item. Items set up for cross-sell using tag
management are reciprical, and show up on all items using the tag.

Cross-Selling Directly with Textbooks by Course
1. Inthe PrismWeb Manager, go to Textbooks > Manage Courses.
2. Navigate to a specific section with a textbook that you want to cross-sell with by
selecting a campus, term, department, course, and section.

Manage Department Course Section

Clicking on a campus will reveal terms, clicking on a term will reveal deparments, stc.

Clicking on a campus will alsa reveal editing options for that campus. Subsequently, dlicking on 2 term will revesl editing options for that term. Etc.

Campus Term Department Course Section

My State Univ @ | [FALLMSU @ ACCOUNTING e 210 -} 1 ]
SUMMER MSU @ ANTHROPOLOGY -] 211 -} 2 -]
SPRING MSU @ |ART [-] 310 (-]
ART DESIGH @ 311 @
ART EDUCATION e 320 -}
ART HISTORY [-] 360 (-]
ATHIETTC TRATNTNG ) @ T a2 -7
Add New Campus Add New Term Add Mew Department Add New Course Add New Section

3. Under the Section Products section, click the View Product Details link next to
the product you want to cross-sell with.
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Section Products

Name Product Option Actions
© Remove
FUNDAMENTAL ACCTG PRIN WRK PAPERS VOL 1 CHAP 1-11 Allow All Rentals And Purchases v

Wiew Product Details

© Remove
Allow All Rentals And Purchases v

4. Inthe right column of the page, you can either create a direct cross-sell or add a
tag to the product.

Optional v

Required v
FUNDAMENTAL ACCTG PRIN VWiew Product Details @

Edit FUNDAMENTAL ACCTG PRIN WRK PAPERS VOL 1 CHAP Edit View: List Mode | Preview Mode

1-11 Link to this product

Copy and paste the following code into any
m m include file to provide a link for users to jump
FUNDAMENTAL ACCTG PRIN WRK directly to this product.
PAPERS VOL 1 CHAP 1-11
<2 href="buy_book_detsil.asp?
m product_name=RIVOREFNRUSUQUwg

- B QUNDVEcGUFTITIBXUksgUEFQRVITIF
Our Price  $43.50 - $58.00 ZPTCA=IENIQVACMS0xMQ&pf_id=101
371658xype=28catslog_name=biats
Ing_id=0">FUNDAMENTAL ACCTG
WRK Ba ; _
Type PRIN WRK PAPERS VOL 1 CHAP 1 -
USED | | NEW

Associated Cross-Sell products
POST IT FLAGS (remove)

m Add Cross-Sell Product

Product Description

This product does not currently have a description Assaciated cross-sell tags

Add New Tag:

Cross-Selling BarCharts

The BarCharts Management page in the PrismWeb Manager can create cross-sell
associations between BarCharts titles and relevant textbooks. These associations can
be created using an automatic feature or manually.

Before using the automatic BarCharts association tool, you will need to send your
BarCharts products to the website from PrismCore. It is recommended that your
BarCharts items be created as tradebook items with an author of BarCharts. After
creating the items in PrismCore Item Maintenance, you can add those products to a
catalog, and send those products to the website.

Automatically Associating BarCharts
1. Inthe PrismWeb Manager, go to Marketing > BarCharts.
2. Click the automatically associate BarCharts link.
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Barcharts Management

Click a barchart name to view textbooks associated with that barchart.

(Alternatively, you can automatically associate barcharts to appear on your Course Listing pages.)

» ACCESS 2003 (0)

» ACCESS 2007 (0)

» ACCESS XP (0)

» ACCOUNTING 1 (0)
» ACCOUNTING 2 (0)
» ALGEBRA 1 (0)

» ALGEBRA 2 (0)

» ALGEBRA I (0)

3. Click the Associate BarCharts button to start the association process.
Note: This will reset all existing BarCharts associations and build new ones.

The association process normally takes a few minutes. After it completes, you can go
back to the BarCharts list and view the textbooks associated with each BarCharts item.

Tip: When sending a new term to PrismWeb or updating an existing term with new
textbooks, you may want to run the automatic BarCharts association process again to
create cross-sell associations for any new textbooks on the site.

Viewing Textbook Associations
1. Inthe PrismWeb Manager, go to Marketing > BarCharts.
2. Click on the BarCharts title that you want to see the associations for.

All textbooks associated with the BarCharts title will display. You can remove individual
textbook associations or all associations if needed.

Barchart: BOTANY Back to Barcharts List

Products associated with this barchart:

BIOLOGY OF PLANTS @ remove
EXERCISES FOR THE BOTANY LABORATORY @ remove
PHOTOGRAPHIC ATLAS FOR BOTANY LAB @ remove

Remove all products from this barchart

Add Textbooks to this Barchart

Adding Textbook Associations Manually
1. Inthe PrismWeb Manager, go to Marketing > BarCharts.

2. Click on the BarCharts title that you want to cross-sell with a textbook.

3. Inthe Add Textbooks to this BarChart box, enter a textbook title.

4. Click the Search button.

5. Click Add next to the textbook(s) you associate with this BarCharts item.
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Web Orders Introduction

PrismCore ICS Mail Order is designed to function as a direct interface with PrismWeb.
Information from PrismCore ICS Mail Order will flow directly to your website. In turn,
orders entered by customers on the website will flow back to PrismCore ICS Mail Order,
where they can be processed.

WARNING: In order to comply with Payment Card Industry (PCI) requirements, you must
process charges for web and mail orders through PrismCore ICS Mail Order, rather than
through your cash registers.

Types of Orders

There are two different types of orders that can be placed on PrismWeb:

e Order: Orders can be placed on the website or created manually in ICS Mail Order
(usually a phone-in order). Orders require a tender and shipping code. They can
be processed and shipped to the customer, or picked up in the store.

¢ Request: If a customer places a textbook reservation on the website, the
reservation order is a type of request. Textbook requests do not require a tender,
although they can have a tender if you require pre-payment for the reservation. If
your store does not require pre-payment, then the tender is entered at the cash
register when the student comes to the store to pick up the books.
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Orders in the PrismWeb Manager

While you will normally work with all of your mail/web orders in PrismCore, you can use
the PrismWeb Manager to view or print orders before they arrive in PrismCore.

WARNING: While it's fine to view or print orders in the PrismWeb Manager, you should
never process or edit orders there.

Viewing and Printing Orders in the PrismWeb Manager

1. Inthe PrismWeb Manager, go to Orders > View Orders.

2. Inthe list of orders that displays, find the order you wish to view or print.

Viewing Orders Create New Order
G0 To Order = @
123 next Results per page: 20 50 100

34359

34356

34355

OrderID  Date

shopper

3‘\%3;5,?]”‘ Scott Summers
ROV Test orcer Test
;%:S,DI” Dawn Brunke
28207 Judy williams
S/27/2017  pawn prunke
ST Judy wiliams
SI2T7 susy wiiams
SPICN aohntonas
U leenGe
6/27/2017

e an Dawn Brunke

Order Type

Purchase

Purchase

Purchase

Purchase

Purchase

Purchase

Purchase

Purchase

Purchase

Purchase

Filter Orders

Status Actions Shopper Name:

Edit Order

Accepted

View Shipments

View Comments

through

Accepted

Shipped

Accepted

Ed
Accepted  View Shipmerts
i iments

vie

Edit Order
View Shipments
View Comments

Accepted

Accepted  View Shipments

View Comments

Accepted

Accepted

Edit Order

Accepted  View Shipments

View Comments or reset

There are several options for finding orders:
Go to Order #: Enter the order number and click Go

Shopper Name: Enter the name of a shopper and click Filter Results
Date Range: Enter a date range and click Filter Results

Order # Range: Enter a range of order numbers and click Filter Results
Order Type: Choose orders based on their type and click Filter Results
Order Status: Choose orders based on their status and click Filter

Results

Purchase Type: Choose orders based on their purchase type and click

Filter Results

3. To print picking lists for orders, click the check box(es) next to the order numbers
you wish to print.

4. Click the Print Selected Picking Lists link in the right column.

5. A new window or tab will open in your browser with a printer-friendly list of your
selected orders. Use the Print command in your browser to print the orders.

Orders in the PrismWeb Manager
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Emailing Shoppers

In the PrismWeb Manager, you can create custom email templates that you can use to
contact shoppers through email.

Creating a Custom Email Template

1. Inthe PrismWeb Manager, go to Manage > Custom Emails.
2. Click the Create Custom Email Template link.
3. Inthe Name field, enter the name of the template.

Create Custom Email Template
Name
Subject

Enable email placeholders
(for order emails only)

Content File~ Edit~ Inset~ View~ Fomat~ Tools~

Fomats~ B F = E E E = E 2 B £ M

Create Template

4. In the Subject field, enter the subject line of the email.

5. If desired, check the Enable email placeholders box. This will enable several
placeholders that you can use in the body of the email.
Note: If you create a custom email template that uses placeholders, the template
will only be available when you send an email from the Orders area of the
PrismWeb Manager.

6. Inthe Content field, use the editor to enter the body of the email.
7. Click the Create Template button.
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Custom Email Template Placeholders

Placeholder Definition ‘
['++ ORDERNUMBER ++] The order number

['++ SHIPMETHOD ++] The order’s shipping method

['++ SHOPPERNAME ++] The name of the person on the shipping information
['++ SHIPTOTAL ++] The shipment total on the order

[1++ TAXTOTAL ++] The tax total on the order

['++ ORDERTOTAL ++] The order total on the order

Sending Custom Emails
1. You can send an email template from two areas of the PrismWeb Manager:
e From the Order Detail page. Navigate to Orders > View Orders. Click the
order number.

Order # 34351 - 2/8/2017 11:36 AM | Order Details | Shipments | Comments Order Actions

Retumn to Order List

Accepted

Email Shopper

Customer Information - = - Print Picking List

Print Packing List

Print Order
Shipping Information Billing Information Print Gift Receipt

View Original Order

Create New Order
123 Anywhere 123 Anywhere

Lincoln, ME 68502 Lincoln, ME 68502

e From the Manage Shoppers page. Navigate to Orders > Manage
Shoppers. Click the Email link next to the shopper.

Export to Excel
Ship Name Bill Name Email Actions
Greg Hood Greg Hood ghood@nebook.com # Edit = Email
test test test test webhelp@thecampushub.com # Edit = Email
Dawn Brunke Dawn Brunke dbrunke@nebook.com # Edit = Email
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2. When you click the email link using either of the methods above, a window will
open to let you choose a template from the list of your custom templates (or you
may choose Blank to send a completely custom email). Click the template you
wish to send.

E-mail Shopper x

Choose from the following templates:

Shipping Delays
Elank

3. Inthe next window, the template you chose will display. You may make any
further edits to it if needed.

E-mail Shopper x I

Subject .Shipping Delay alert

Content File* Edit* Insert* View~ Formatr Tools~

Formats~ B [ =

i= = =
s E E E £ M
We regret to inform you your recent order will be delayed due to weather. We will
continue processing orders as quickly as possible.
We apologize for the delay.

Store

4. Click Send Email.
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Managing Shopper Accounts

From time to time, you may need to view or make changes to a shopper’s account on the
website. You can manage certain aspects of the shopper’'s account in the PrismWeb
Manager, such as:

e Shopper’s email address

e Shopper’s shipping information (name, address, and phone)

e Shopper’s billing information (name, address, and phone only)

e Disable shopper's account

e Make shopper tax exempt

e Set shopper’s General and Buyback Alert email preferences

e Assign a Membership number to the shopper’s account

e See if the shopper has items in their cart

e Order history for the shopper
Note: If you disable a shopper’s account, they will not be able to log in or request their
password. The shopper will receive a message,“This account has been disabled. Please
contact the bookstore for more information.”

Searching for Shopper Accounts
1. Inthe PrismWeb Manager, go to Orders > Manage Shoppers.
2. You may filter this list of shoppers using the searching options in the Filter
Shoppers area in the right column.

Shopper List Export to Excel

Filter Shoppers
Ship Name Bill Name Email Actions Search:
Greg Hood Greg Hood ghood@nebook.com # Edit & Email Limit Shoppers
test test test test webhelp@thecampushub.com # Edit S5 Email Tol 0 days
Dawn Brunke Dawn Brunke dbrunke@nebook.com # Edit =4 Email Active Shoppers Only
John Jonas John Jonas Jlenas@nomail.com # Edit & Email @ or reset
Katherine Pryde Katherine Pryde Katherine.pryde@msu.edu # Edit =4 Email
Scott Summers Scott Summers SSummers@xavieracademy.edu # Edit & Email Shopping Cart Admin

Clear carts last modified:
Wade Wilson Wade Wilson wwilson@deadpool.edu # Edit & Email In the last 30 days

In the last 7 days
Jean Grey Jean Grey JeanGrey@xaviersschool .com # Edit & Email Today

3. Click the Edit link next to the shopper you wish to manage.
4. Make any needed changes to the shopper’s account.
5. Click the Save button.

Note: Active Shoppers are any shoppers with items currently in their cart.
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Clearing Shopping Carts

While not something that needs to be done very often, you can clear shopping carts for
all shoppers within a certain date range, or for individual shoppers.

Note: Some shoppers may leave items in their cart if they are still deciding to buy them.
Usually, you will not want to clear recent carts because of this.

Clearing All Shopper Shopping Carts for a Date Range

In the PrismWeb Manager, go to Orders > Manage Shoppers.

In the right column, under Shopping Cart Admin, enter a date range for shopping
carts to be cleared.

1.
2.

3.

Filter Shoppers
Ship Name Bill Name Email Actions Search:
Greg Hood Greg Hood ghood@nebook.com # Edit & Email Limit Shoppers
test test test test webhelp@thecampushub.com # Edit & Email Tol @ |days
Dawn Brunke Dawn Brunke dbrunke@nebook.com # Edit &= Email Active Shoppers Only
John Jonas John Jonas JJonas@nomail.com # Edit &4 Email 0, reset
Katherine Pryde Katherine Pryde Katherine.pryde@msu.edu # Edit & Email
Scott Summers Scott Summers SsSsummers@xavieracademy.edu # Edit &4 Email Shopping Cart Admin
Clear carts last modified:
Wade Wilson Wwade wilson wwilson@deadpool.edu # Edit &4 Email In the last 30 days
Inthelast7d
Jean Grey Jean Grey JeanGrey@xaviersschool.com # Edit & Email Today
Bill Baxter Bill Baxter Bill@msu.edu # Edit & Email OR enter dat
Scott Summers Scott summers ssummers@msucollege.edu # Edit &4 Email Fron PR
Wade Wilson Wade Wilsen wwilson@msucollege.edu # Edit & Email
To: | yimaone
NOTE: Individual carts may be cleared from the
shopper's adit view.

Click the Clear Carts button.

Clearing a Shopping Cart for an Individual Shopper

1.
2.
3.

In the PrismWeb Manager, go to Orders > Manage Shoppers.

Search for the shopper you wish to manage and click the Edit link next to them.
Towards the bottom of the shopper’s information, you will see a section about
the status of the shopper’s cart. Click the Clear Cart button to empty their
shopping cart.

Shopping Cart

Shopper has items in their cart. Last updated 6/11/2018 3:29 PM [ Clear cart ]
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Images Introduction

There are three basic types of images you will work with in PrismWeb: non-product
images, product images, and catalog images.

¢ Non-product images are the images on your site that are not used to display your
merchandise and/or tradebooks. These images may include your header/logo,
images of your campus or store, icons, or any clip art or other graphics that are
included on your web pages. Non-product images reside in the Images folder in
the root folder of your website. There are no specific naming conventions or size
requirements for non-product images. For more information about working with
non-product images, please refer the PrismWeb Design session.

e Catalog images are used to display an image representing a catalog on your
website. These are shown in the Shop area of the site. You only need to create
one catalog image for each catalog on your website.

¢ Product images are the images you use to display your merchandise and/or
tradebooks.

How Catalog Images Display on PrismWeb

Catalog images display on shop pages to show an overview of the catalogs, or popular
catalogs within a catalog group. There is only one size of image for catalog images.

Shop

Home » General Merchandise

General Merchandise

o @ ¢

Auto Accessories Child - Child - Youth Diploma Frames
Infant/Toddler Fashions
Fashions
Men's Polos And Men's Jerseys Men's Outerwear Men's
Dress Shirts Shorts/Pants
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How Product Images Display on PrismWeb

Every product family on your website should have at least one photo assigned to it as
the default image for that product family. The default product image has two image
sizes: thumbnail and large.

Thumbnail images display within catalogs.

Nike Outerwear
Home » Men's Apparel » Nike Outerwear
name | A to Z . 14 items
page lof 1
== Nike 07 Tf Fleece Nike Cf Goalpost
Top Pullover
$50.00 $60.00
Nike Classic Hood = Nike Classic Hood
Gar §rwﬂmm: oxf
$50.00 M ; $50.00
) -

The large image is used twice for a product family. It is used to display the product on
the product detail page and to display the expanded product image on that page.

T ST U ST

Nike Outerwear | x|
En’s

Home » Men's Apparel » Nike Outerwear » Product Detail | |
1 G{

Nike Classic Hood Gar
50
; Our Price: $50.00 |

(L T

FLORIDASTAT s

] Select Color: FS1 MRN
x|
Select Size: —
Lo

qty | 1 | Please make a s Nike Classic Hood Gar
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You may also add as many additional images to a product family as you wish. For
example, you may want to have additional images of a product if it comes in multiple
colors. You could also show the back side of a shirt or a zoomed in photo to show

detail. Any additional product images you add will appear as small thumbnails on the

product detail page. The additional thumbnails can be clicked to show an expanded

view of the image.

Nike Pride Polo

Our Price: $17.00

Select Color: mAqua

|I Aqua I ll Black | II Brown ‘ ll Green I

|.Maroon ‘ |. Purple l l Tan ‘

Images Introduction
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Creating Product and Catalog Images

To create images for your products and catalogs, you will need to take photos of the
products with a digital camera, or you may be able to obtain images of your products
from your vendors.

Once you have photos of your products, you will most likely need to do some editing to
them. This can be accomplished using any kind of editing program, but Adobe
Photoshop or Adobe Photoshop Elements are recommended.

Some common edits you may want to make on your product images are:

e Adjusting the lighting and color balance

e Removing the background from the photo, so the product ‘floats’ on a pure white
background

e Crop the image to remove excess whitespace

After editing your product images, it is recommended that you save them in a high-
quality JPG format.

Note: GIF and PNG formats are also supported by PrismWeb for product images, but
JPG is the best format for photos, so it is the recommended format for product and
catalog images.

Prismirbs
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Assigning and Managing Catalog Images

Catalog images display on shop pages to show an overview of the catalogs in a catalog
group, or popular catalogs within a catalog group.

Men's Apparel
> | y I‘ >
Adidas Apparel Men's Polos And Men's Shorts/Pants
Dress Shirts
. ——— [ A 1

Catalog Image Best Practices

e Make sure your original image is at least 125px in width. If the original image is
too small, the image may appear blurry on your website. When uploading, every
image will be down-sized to 125px, so do not be concerned if the image is larger
than 125px.

e Try to keep the dimensions of the image "square-like". This will help maintain
consistency.

e Keep your original images consistent in proportions. This will provide a clean
consistent look in relation to the other catalog images.

Assigning Catalog Images
1. Log into your PrismWeb Manager at hitps://manager.prismservices.net/.

2. Under the Products tab in the menu, select Catalogs.

3. From the list of catalogs, click the Edit link for the catalog you wish to assign an
image to. Feel free to use the search bar to narrow down your list of options.

4. You should now be on the catalog details page for your desired catalog. Scroll
down until you see the Catalog Image section.
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Catalog Image

5. You may now perform one of the following actions:

a. Assign an image - Click the Choose Image link. A window will pop-up to
allow you to find an image on your computer to assign to this catalog.
Once you find the image, double click on it to select it, or click on the
image to highlight it and then click the Open button to select the image.
The image should now be assigned to your catalog.

b. Delete an existing image - Click the delete icon (blue circle with a minus
sign) to delete an existing image assigned to that catalog. You will be
prompted asking if you are sure you would like to delete this image.

c. Replace an existing image - Click the Choose Image link to find a new
image on your computer to replace the existing image. You will be
prompted that an image already exists for this catalog and if you would
like to replace it.

6. Once an image is assigned or removed, you may review the change on your
staging site to make sure everything looks ok. You will then need to deploy the
change from the Content Deployer in your PrismWeb Manager to make the
changes live.
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Assigning and Managing Product Images

Product images are images that represent any given product whether it be GM,
Textbook, Digital Book, or a Tradebook. These images will display anywhere on your
website where the shopper encounters the product.

Product images consist of 3 image types: the default image, secondary image, and
preview image. This section will describe each image type and how to assign them to
your product.

Note: The Choose Image functionality in PrismWeb Manager is not available for lower
versions of Internet Explorer.

Product Image Best Practices

e Make sure your original image is at least 800px in width. When uploading, two
images will be created from your original image (thumbnail and large image).
These images will be down-sized to their respective sizes (thumbnail = 200px
wide, large = 800px wide) when you upload them. If the original image is too
small, the image may appear blurry on your website.

e Try to keep the dimensions of the image "square-like". This will help maintain
consistency.

e Keep your original images consistent in proportions. This will provide a clean
consistent look in relation to the other product images.

Assigning Product Images

These are the “default” images that represent your product anytime a shopper
encounters the product on your website.

This image will be used for the thumbnail which is shown when the shopper is looking at
a catalog and sees all products associated with the catalog. It is also the large image
which will display when a shopper navigates to a product page to see more information
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about a specific product.

Antigua Athletic Polo Gar

Our Price: $46.99

Select Color: Black
(5] (camner] (o]

Select Size:

}xXL:

qty | 1 Please make a selectio

Home » Men's Apparel » Men's Polos And Dress Shirts

/| name |Ato Z v

Antigua Athletic Polo Gar
$46.99
More Colors Available

THUMBNAIL

Antigua Lsl Twill Shirt
$36.99
More Colors Available

1. Log into your PrismWeb Manager at https://manager.prismservices.net/

2. Under the Products tab in the menu, select Catalogs.

3. From the list of catalogs, click the Edit link next to the catalog your product exists
within. Feel free to use the search bar to narrow down your list of options.

4. You should now be on the catalog details page. Scroll down to the Current
Products section of the page.

5. Click the Edit link next to the product you wish to assign an image to.
* Please note this is only one way to search for your product.

6. You should now be on the product details page of your desired product. Scroll
down to the Product Image section of the page.

Product Image
Product Image: e

Choose Image
Secondary Image: + Add Secondary Image
Secondary images display directly below the product image as additional images.
Preview Image: + Add Preview Image
Preview images replace the product image when hovering over a color.

7. You may now perform one of the following actions:

a. Assign an image - Click the Choose Image link. A window will pop-up to
allow you to find an image on your computer to assign to this product.
Once you find the image, double click on it to select it, or click on the
image to highlight it and then click the Open button to select the image.
The image should now be assigned to your product.

Prismirbs
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b. Delete an existing image - Click the delete icon (blue circle with a minus

sign) to delete an existing image assigned to that product. You will be
prompted asking if you are sure you would like to delete this image.

c. Replace an existing image - Click the Choose Image link to find a new
image on your computer to replace the existing image. You will be

prompted that an image already exists for this catalog and if you would

like to replace it.

8. Once an image is assigned or removed, you may review the change on your

staging site to make sure everything looks ok. You will then need to deploy the

change from the Content Deployer in your PrismWeb Manager to make the

changes live.

Assighing Secondary Product Images

Secondary images are images of the product in addition to the default image. For

example, if a shirt has a custom design or lettering on the back, the default image could

be the front of the shirt and you can assign an image of the back of the shirt as a

secondary image.

Secondary images can be seen on the web under the default image on the product page.
These images can be enlarged by clicking on them.

Note: Secondary images are specific to GM and cannot be assigned to Textbooks,

Digital Books, or Tradebooks.

@ enlarge image

T

Antigua Athletic Polo Gar

oA

Our Price: $46.99

Select Color: Black

[ Black | I GARNET l [ Gold I

Select Size:

3 iM L XL

qty | 1 Please make a selection above

1. First, using the same steps outlined in steps 1-6 of Assigning a Product Image,

you will need to navigate to the product you wish to assign a secondary image to.

2. Click the Add Secondary Image link in the Product Image section of the page.

Assigning and Managing Product Images
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3. Select the image located on your computer.

4. Once the image is selected, you should see a block on the page with your new
image. You may remove this image at any time by clicking the delete icon (blue
circle with a minus sign) next to the image. Feel free to add as many secondary
images as necessary.

5. Once an image is assigned or removed, you may review the change on your
staging site to make sure everything looks ok. You will then need to deploy the
change from the Content Deployer in your PrismWeb Manager to make the
changes live.

Assigning Preview Product Images

Preview images are images that represent a color of a product. For example, if you have
a shirt that comes in black and grey, the default image could be grey and you can assign
an image of that same shirt in black as the preview image. This will display the black
shirt image when you hover your mouse over the black option on your website. Also, a
small thumbnail image of each color will display below the default image.

Note: Preview images are specific to GM and cannot be assigned to Textbooks, Digital
Books, or Tradebooks.

Antigua Athletic Polo Gar

ok

Our Price: $46.99

Select Color:  mBlack

Select size:

SHIMiIL L[ XXL

qty | 1 Please make a selection above

* e

1. First, using the same steps outlined in steps 1-6 of Assigning a Product Image,
you will need to navigate to the product you wish to assign a preview image to.
Click the Add Preview Image link in the Product Image section of the page.
Choose the color you wish to assign the image to.

Select the image located on your computer.

Once the image is selected, you should see a block on the page with your new

image. You may remove this image at any time by clicking the delete icon (blue

circle with a minus sign) next to the image.

6. Once an image is assigned or removed, you may review the change on your
staging site to make sure everything looks ok. You will then need to deploy the
change from the Content Deployer in your PrismWeb Manager to make the
changes live.

a s wN
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Color Swatch
When assigning a preview image to a color, the system will automatically create a small
swatch of color and display it next to the color name.

Select Color: mBlack

MElack | (M GARNET Gold

The color swatch is a 10 x 10 pixel sample of the center of the preview image you
selected. If you feel like the swatch is a poor representation of the color it represents,
you may change the swatch image by performing these steps.

1. First, using the same steps outlined in steps 1-6 of Assigning a Product Image,
you will need to navigate to the product you wish to update the swatch image for.

2. Navigate to the Preview Image area within the Product Image section of the page.

Click the Change Swatch link next to the color swatch you wish to change.

4. Select your new image located on your computer. The image should be at least
10 x 10 pixels.

5. Once the image is assigned, you may review the change on your staging site to
make sure everything looks ok. You will then need to deploy the change from the
Content Deployer in your PrismWeb Manager to make the changes live.

Note: The color swatch is tied to the preview image. Removing the preview image
will also remove the swatch image.

w
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Deploying Content

In order to push the changes you make from your staging site to your live site, you will
need to run the Content Deployer in the PrismWeb Manager. This is a simple process
that takes a few seconds to a minute to complete.

1. Inthe PrismWeb Manager, go to Manage > Content Deployer.

2. Click the Deploy button.

The content deployer will start. Once the status changes to Complete, the changes you
made to your staging site are now on your live site.

Note: Always verify your staging website looks correctly and is working prior to using
the content deployer. Using the Deploy process will push all files (images and HTML
changes) from staging to the live website, not just the ones you've worked on. If multiple
people update images and HTML files, coordinate Content Deployments with all parties.

Prismirbs
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Editing with CMS with new PrismWeb

Templates

With the December 2016 PrismWeb release, Nebraska Book Company now offers an
Integrated Self Service Content Management System (CMS) for the current template.
The CMS allows you to update the content of specific areas of your website easily
through the PrismWeb Manager without the use of an HTML editor. These areas are
Announcements, Alerts, Store Hours, About Us, and Contact Info.

The new CMS is located under the Manage tab of WebManager

-

Manage -~ Marketing -
Email Templates
Custom Emails
Announcements
Alerts
Store Hours
About Us
Contact Info

Content Deployer

= PrismWeb"

Manager

Orders

This allows you to update specific areas of your website. You will need to use an HTML

editor to make changes to all other areas of your website.

Editing with CMS with new PrismWeb Templates
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Announcements

Announcements allows you to manage the announcements found on your home page.
When you choose Announcements from the Manage tab, the Announcements
management page displays.

Pr‘SmWeb“ Bookstore:  fraining14 - training14 v @ ‘ training14 -

Manager
Manage ~ Marketing - Orders ~ Products ~ Textbooks ~ Reports ~ Setup ~

Recent Activity: Announcements > Create Announcement > Annguncements >

Announcements New Announcement | Change Order

Announcement Header Status Actions

Graduation Packets Inactive # Edit @ Delete

The Announcements page contains

Current announcements and their status.

Option to edit or delete current Announcements.
Option to create a New Announcement

Option Change Order of announcements.

You can keep multiple Announcements in PrismWeb Manager, which you make Active or
Inactive at the appropriate times.
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Creating a New Announcement

How to create a New Announcement.
1. Select New Announcement to display the Create Announcement screen.

Create Announcement Announcements Home

Announcement Header Weather Closing
Status Active M
Content - B / UYUS E=E==E=E B i E &

We will b closed today (Tuzsday November 27¢h) dus to severs westher. Flesse be safe.

@ or Cancel

Enter an Announcement Header.

Select the status of Inactive or Active.

Enter your content.

Select Save, which will save your Announcement and return you to the
Announcement Home page.

abrwn
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Announcements will show up on your website homepage in the Announcements area in
the order in which they are listed in the Announcements Page in PrismWeb Manager. If
you have no active Announcements, this area will not display on your homepage to avoid

unwanted white space.

Campus Bookstore.

© WebPRISM

Textbooks v  Merchandise v  Store v ;

e Ui

i ol

- :
5 X‘! ,
\ #
N ‘ "

The books you NEED at the price you WANT. Let's get started finding your books.

*; Graduation Information . ® Weather Closing

Graduation Caps and Gowns are now in stock. We will be closed today (Tuesday, February 21st) due

1o weather. Please be safe.

Store Hours / Contact Us

Editing an Announcement

Whenever you need to change the text of an Announcement or change its status, you will

need to Edit it.

How to edit an Announcement.

1. Select Edit option next to that Announcement to open the Announcement in an
Edit Announcement screen identical to the New Announcement Screen.

Announcement Header
Graduation Packets

Weather Closing

Status

Inactive

Active

Actions

# Edit @

# Edit @ Delete

2. Edit your text to update the Announcement and/or change its status.

3. Save your changes.

Prism|rbs
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Changing Announcement Order

To change the order in which the Announcements display when you have multiple
Announcements active choose Change Order in the Announcements bar.

Announcements New Announcement | Change Order

Announcement Header Status Actions
Graduation Packets Inactive # Edit @ Delete
Weather Closing Active # Edit @ Delete

Then click on the Announcement, holding the mouse drag and drop to set the desired
order.

Announcement Display Order Badk to List

To change the order of Announcements, dick and drag the handle of an item to the desired order,
t Graduation Packets

t Weather Closing

Deleting an Announcement

If you decide to remove an Announcement from your Announcements list, you will
choose the Delete option. You will then see a message asking you to confirm your action
as it cannot be undone.
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Alerts

Alerts allows you to set alerts on your home page. When you choose Alerts from the
Manage tab, the Alerts management page displays.

pr‘SmWeb Bookstore:  training14 - training14 ¥ @ ‘_. trainingl4 -

Manager

Manage ~ Marketing - Orders - Products ~ Textbooks -~ Reports ~ Setup

ements > Alerts > Creste Alert > Alerts =

New Alert

Alert Name Status Actions

Severe Weather Active # Edit @ Delete

The Alerts page contains

Current Alerts and their status.
Option to edit or delete current Alerts.
Option to create a new Alert.

Option Change Order of Alerts.

You can keep multiple Alerts in PrismWeb Manager, which you make Active or Inactive
at the appropriate times.

Note: While you can have multiple Alerts at any time in PrismWeb Manager, only one

Alert can be set to Active at any one time. To activate a new Alert you must first
inactivate any Active Alerts regards of their display dates.

Creating a New Alert
How to create a New Alert.

Prism|rbs
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1. Select New Alert to display the Create Alert screen.

Create Alert Alerts Home

Start Date m
Alert Text B I Us§ E=E==EE D6 EE P
D=

2. Enter an Alert Name.
3. Select the status of Inactive or Active.
4. Select the background color for the alert.
5. Set the start date.
6. Setthe end date.
7. Enteryour Alert Text.
8. Select Save, which will save your Alert and return you to the Alert Home page.

Alerts will show up at the top of your content area on your website. Only one Alert can be
active at any one time. If you have no active Alerts, this area will not display on your
homepage to avoid unwanted white space.

PrismWeb Training 800-510-3911 Store Hours / Contact Us

Textbooks v  Merchandise v  Store v Search

0 ltems

This site is for training purposes only. All online orders WILL NOT be processed

BEST SELLERS
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Editing an Alert
Whenever you need to change the text of an Alert or change its status, you will need to
Edit it.

How to edit an Alert.
1. Select Edit option next to that Alert to open the Alert in an Edit Alert screen
identical to the New Alert Screen.

Alert Name Status

Severs Weather Active

2. Edit your text to update the Alert and/or change its status.
3. Save your changes.

Deleting an Alert
If you decide to remove an Alert from your Alerts list, you will choose the Delete option.
You will then see a message asking you to confirm your action as it cannot be undone.
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Store Hours

The Store Hours option allows you to update your Store Hours on your website. When
you choose Store Hours from the Manage tab, the Store Hours management page
displays.

prlsmWeb“ Bookstore:  training14 - trainingt4 v @ ‘ training14 ~

Manager

Manage ~ Marketing ~ Orders ~ Products ~ Textbooks ~ Reports ~ Setup ~

Recent Activity: Create Alert > Alerts > Store Hours = Create Store Hours > Store Hours >

New Store Hours | Change Order

Header Description Actions

Store Hours Store Hours # Edit @ Delete

The Store Hours page contains

Store Hours Header and Description.
Option to edit or delete current Store Hours.
Option to create New Store Hours

Option to change Order of Store Hours.

You can keep multiple Store Hours in PrismWeb Manager, which you make Active, or
Inactive at the appropriate times.
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Creating New Store Hours
How to create New Store Hours

1. Select New Store Hours to display the Create Store Hours page.
Tuesday .
Thursday
turday
Add Additional Text
Display Additional Test
seditonsl Text DB 7 US EE=Z=s=E o iEiE &

2. Enter a Heading, which will display on your website.

3. Enter a Description. This field will only show in PrismWeb Manager. This allows
you to use the same Heading for two different Store Hours such as one for
summer and one for fall.

4. Select the appropriate status.

5. Select your open and close time Monday through Sunday. Clicking on the hour
space will display a drop down with each hour and half hour available. You can
also type in your time. Any days without information entered will not display on
your website. To display the store is closed on a specific day, type closed in
either field for that day.

6. If needed, add Additional Text. If you want additional text to show on your

website, you will need to check the box next to Display Additional Text. You will

152
Store Hours
PrismWeb for PrismCore

Prismirbs



need to put in Footer Link Text. This is the information, which will display in your
website footer. The Heading and Additional Text is optional. The Additional Text
will display on the About Us page in the Store Hours section.

7. Select Save, which will save your Store Hours and return you to the Store Hours

page.

You can display multiple Store Hours in the About Us page but only the first store hours
in the list on the Store Hours Display Order page will display in the Footer area.

About Us

Contact Us

Summer Store Hours

Monday 9-00AM - 5:00PM
Tuesday 9:00AM - 5:00PM
Wednesday 9:00AM - 5:00PM
Thursday 9:00AM - 5:00PM
Friday CLOSED
Saturday CLOSED
Sunday CLOSED

Special Summer Hours

We will be closed Friday, Saturday and Sunday
during the summer sessions. Have a great
summer!

Sign Up For Email

Summer Store Hours
Monday 9:00AM - 5:00PM
Tuesday S:00AM - 5:00PM
Wednesday S:00AM - 5:00PM
Thursday 9:00AM - 5:00PM
Friday CLOSED
Saturday CLOSED

Sunday CLOSED

Special Summer Hours

Editing Store Hours

Textbooks ~  Merchandise ~  Store +

© WebPRISM

Store Hours

Monday 8:00AM - 5:00PM
Tuesday 8:00AM - 5:00PM
Wednesday 8:00AM - 5:00PM
Thursday 8:00AM - 5:00PM
Friday 8:00AM - 5:00PM
Saturday 10:00AM - 5:00PM
Sunday CLOSED

Exceptions will be posted.

TEXTBOOKS

Find Textbooks

Sell Textbooks
Pre-Order Textbooks
Swap Textbooks
Faculty Adoptions

STAY CONNECTED

¥ f in i &

MERCHANDISE
Men's Apparel
‘Women's Apparel
Children
Graduation

Gifts
Miscellaneous
Apple MacBook Air

Whenever you need to change Store Hours or change its status, you will need to Edit it.

How to edit Store Hours.

Store Hours
PrismWeb for PrismCore
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1. Select Edit option next to the Store Hours to open the information in an Edit Store
Hours screen identical to the New Store Hours Screen.

Header Description Actio
Store Hours Store Hours / Edit & Delete
Store Hours Summer Hours / Edit & Delete

2. Edit your hours or the text for the Store Hours and/or change its status.
3. Save your changes.

Changing Store Hours Order
To change the order in which the Store Hours display when you have multiple Store
Hours active you will choose Change Order in the Store Hours bar.

Store Hours New Store Hours | Change Order

Header Description Actions
Store Hours Store Hours / Edit @ Delete
Store Hours Summer Hours / Edit @ Delete

You can then drag and drop the Store Hours to set the desired order.

Store Hours Display Order

To change the order of the Store Hours, click and drag the handle of an item to the desired order.
! Store Hours

? Store Hours

Prism|rbs
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Deleting Store Hours

If you decide to remove a set of Store Hours from your Store Hours list, you will choose
the Delete option. You will then see a message asking you to confirm your action as it
cannot be undone.
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About Us

The About Us option allows you to update your Store Information on your website. When
you choose About Us from the Manage tab, the About Us management page displays.
This page allows you to add any text and links you would like to display on the About Us
page of your website.

pr'SmWebm Bookstore:  training14 - training14 ¥ @ ‘-_ training14 -

Manager

Manage - Orders ~ Products - Textbooks ~

Marketing -

Reports Setup ~

Recent Activity: Store Hours = Cres View Orders

m View Pre"jrders

Manage Shoppers

Content

=

Mo Ship List

&

Campus Bookstore is a local bookstore serving the students, faculty and staff of Nebraska Book Company with
pride. Our primary goal is to ensure students are able to obtain the course materials they need at reasonable
prices, We also provide many other items to support your academic career and school spirit, Please browse our
website or stop by our store anytime!

<>

S\ Cancel

Prism|rbs
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Contact Info

Contact Info allows you to manage the contact information found on your About Us
page. When you choose Contact Info from the Manage tab, the Contact Info
management page displays.

pnsmWebM Bookstore:  training14 - training14 ¥ @ _!_ training14 -

Manager

Manage Marketing - Orders + Products Texthooks Reports ~ Setup ~

Recent Activity: Contact Info = Create Contact Infg > Contact Info = Create Contact Info > Contact Info >

Contact Info New Contact Info | Change Order

Site Name Actions
My State University Bookstore # Edit @ Delste
Health Sciences Bookstore # Edit @ Delete

The Contact Info page contains

List of Contact Information.

Option to edit or delete current Contact Info.
Option to create New Contact Info.

Option Change Order of Contact Info.

You can keep multiple Contact Info records in PrismWeb Manager, which you can make
Active or Inactive at the appropriate times.

Creating New Contact Info

How to create new Contact Info.
1. Select New Contact Info to display the Create Contact Info screen.
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Edit Contact Info Contact Info Home

Status Active v
Site Name (My State University Bookstore | )
Phone Mumber My State University Bookstore
Email Bockstore@msucollege edu
Address 1235 Main Street
City Lincoln
State Nebraska
Zip Code 68502
Display Map Link
Site Map Link
2. Set the Status. Active information will display on your website, Inactive

information will not display.

3. Input Site Name, this is the name of the physical location.

4. Input Phone Number.

5. Input Email.

6. Input Address, City, State and Zip Code.

7. If desired, check Display Map Link and then put the web address from a mapping
website for your address in the Site Map Link to display a link to the map for your
location.

8. Select Save, which will save your Contact Info and return you to the Contact Info

page.

Any fields left blank will not display on your website.

You can have multiple Contact Info records active at one time. This will allow multi-

store websites to display all locations associated with the website.
The Contact Info will display on the About Us page in the Contact Us section.
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Textbooks ~ Merchandise «

About Us

Contact Us

MSU Bookstore
402-555-5555
bookstore@msu.edu
1234 Main Street
Lincoln, NE 68308
View Map

© WebPRISM

Store ~

Health Sciences
402-555-5665
bookstore@healthsciences.edu

Editing Contact Info

Whenever you need to change information in your Contact Info or change its status, you

will need to Edit it.

How to edit Contact Info.

1. Select Edit option next to that Contact Info record to open the Contact Info in an

Edit Contact Info screen identical to the New Contact Info screen.

Site Name

My State University Bookstors

Health Sciences Bookstore

# Edit @ Delete

# Edit @ Delete

wn

Save your changes.

Contact Info
PrismWeb for PrismCore
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Changing Contact Info Order

To change the order in which the Contact Info displays on the About Us page when you
have multiple Contact Info Records active choose Change Order in the Contact Info bar.

Contact Info New Contact Info | Change Order

Site Name Actions
My State University Bookstore # Edit @ Delete
Health Sciences Bookstore / Edit @ Delete

Then click on the Contact Info, holding the mouse drag and drop to set the desired order.

Contact Info Display Order

To change the order of Contact Info, click and drag the handle of an item to the desired order.

* MSU Bookstore

+ Health Sciences

Deleting an Contact Info

If you decide to remove Contact Info from your Contact Info list, you will choose the
Delete option. You will then see a message asking you to confirm your action as it
cannot be undone.
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Site Design Introduction

When viewing different pages on your PrismWeb site, you might notice that certain
elements of the website stay the same on every page: the header, main navigation, and
footer, primarily. The area that changes from page to page is the content area.

Header @ WebPRISM
Main Navigation Textbooks v Merchandise v  Store v | Search _,J;“r E,r_
g -ﬂ l l. “,'
Content Block/ ——— \
Widget ‘
]
Content Area —=< FEATURED ITEMS
Content Block /
Widget Craw Alumni Impsrial Hat Alumni By Jamerica Polo Alumni Classic Pique Short Womens Captivate
- =
B urovs | @ balfour RedShelf | =Sidewalk
Sign Up For Email
Footer —
¥ finim
© 2018 MSU Bookstore | Privacy Policy | Terms of Use
UED

Although your PrismWeb site may have a different look and feel than the example site,
the underlying structure of your site is the same.

Site Design Introduction Prism|rbs 161
PrismWeb for PrismCore




Content Editing

To edit the static content of your website, you will need to set up either BitVise or
Cyberduck to log into your PrismWeb site files using 2FA with a TOTP app. (These are
the two programs vetted by PrismRBS, other STFP programs that offer two factor
authentication using an TOTP app may also work.)

You will also need a HTML editing program, such as Microsoft Expression Web,
Microsoft Office SharePoint Designer 2007, or any other HTML editing program you are
familiar with to edit the content on your site pages.

Using a HTML editor allows you to:
e Edit all areas of the site (with the exceptions of a few protected areas)
e Have greater control over editing the content on the page
e Regularly upload files and edit content

Prism|rbs _ , 162
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Logging into Your Staging Website

To access the files for your staging website, you will need to be set up with FTP access
for two factor authentication. Contact PrismWeb Support to be set up with a username
and password. After receiving your password from Support, in
https://manager.prismservices.net/ navigate to Manager > FTP Access. This page will
provide you with instructions to set up your 2FA (two factor authentication) and the FTP
Client. Instructions and video walk through are available for BitVise and Cyberduck.

After setting up your FTP Client, to access your staging website files:
1. Openthe FTP client and open access to your website files.
2. Login to your FTP account.
3. This will display the folders and files in the root folder of your staging website.
4. Open the file you want to edit using your HTML editor.

Logging into Your Staging Website Prism!rbs 163
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Importing Files

You will use the FTP client to upload files to your staging website which you wish put on
your website. There are a few different methods you can use to import files:
e Drag and drop files from Windows into the appropriate folder in your staging site
e Copy files (right-click menu) from Windows and paste (right-click menu) into the
appropriate folder in your staging site

It doesn’t matter which method you use to import files, just choose the method you are
most comfortable with.

Files you upload to the site can be placed anywhere. We recommend following the file
structure which has been set up in order to keep your files organized and easy to locate.
Non-product images should be placed in the Images folder.

Prismirbs
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About the PrismWeb File Structure

All of the different elements of your website (header, navigation, footer, content, etc.) are
separate files that are assembled together to form the page you are viewing in your web
browser.

For example, when you go to your website homepage in your browser, you are viewing a
page called default.asp. Default.asp is a file located in the root (top) level folder of your
staging site. When your browser loads default.asp, it also loads any other ASP files that
default.asp calls for — the files that make up the different areas of your webpage:
header, navigation, content, footer, and others. Default.asp itself does not contain any
actual content of the page; it pulls together these other files to build a complete page.
These other files are loaded by the ‘container’ file (default.asp, for example) using
#INCLUDE statements in the code of default.asp. If you look at the code for that page,
you will see several statements that look like #INCLUDE FILE or #INCLUDE VIRTUAL -
these are used to load the areas of the homepage.

Site View  default.asp =

1

2 ¢!-- #INCLUDE VIRTUAL="/innerweb/wv4.8/pagesettings/s_default.asp” -->
3<%

4 "CUSTOM PAGE SETTINGS

R

6 block_width = 1

7 block_max_items = 12

@ max_catalogs = 12

9 cataleg_columns = 12

18 max_popular_items = 12

11 strBodyClass="index-page"

12 "o

13

14 %>

15 ¢!-- #INCLUDE FILE="includes/header.asp" --»

16 «<!-- #INCLUDE FILE="outerweb/o_supported_browsers.asp" -->

17 <meta name="description” content="<¥%=5ite_Name%> online is your place for <%=university name%> textbooks, gear and supplies.”>
18 ¢!-- #INCLUDE FILE="includes/page_header.asp" -->

19 ¢l-- #INCLUDE FILE="includes/page_subheader.asp" -->

28

21 <diy id="content” class="two-col">

22 <div id="content-top"></div>

23

24 ¢<div id="main" class="home">

25 <div class="marketing-ads">

26 <!-- #INCLUDE FILE="outerweb/slideshow.asp" -->

27 <l-- #INCLUDE FILE="outerweb/o_home_right_col.asp" -->
28 </divs

#INCLUDE FILE statements reference a file that you can edit within your HTML editor.
#INCLUDE VIRTUAL statements reference a file that you cannot edit within your HTML
editor (these are also called innerweb files).
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Folders and Their Meaning
There are several folders in your staging site. The number of folders you see might vary
depending on what template you are using on your PrismWeb site.
e css: if present, contains specific CSS (Cascading Style Sheets) that control the
look and specific website actions
o fonts: if present, it contains files used for icons on the site
e images: contains non-product images
¢ includes: contains files for the header and footer, and main navigation
e js:includes any javascript files for your website.
e outerweb: contains files with content for most pages on the site including your
slideshow
e outerweb/product_images: where you will find catalog and product images
o textbook_express: contains files related to Textbook Express on the site

Outerweb Files

The files that contain the information in the content area of the page are located in the
Outerweb folder. The Outerweb folder also contains content block/widget files, which
are used on the homepage. Most of the pages on your website use a naming convention,
so you can figure out which outerweb file to edit. For example, if you want to edit the
Customer Service page, the page you would be viewing in your browser would be
site_customer_service.asp. The outerweb file which contains the content of that page is
named o_site_customer_service.asp and is located in the outerweb folder.

Best Practices for Files and Folders

Through your HTML editor, you have access to most of the files making up your
PrismWeb site. There are some general best practices for working with files and folders
on your site:

e Don't delete a file or folder unless it's one you created, or you are certain it won't
cause a problem.

e Don't rename a file or folder, unless you are creating a new webpage or content
block. Hyperlinks to pages depend on files and folders with specific names, so
this is important for being able to navigate your website.

e If you're not sure what a file does, don't edit it before checking with support.

¢ If you are making significant changes to a file, make a copy of the file first, to
keep as a backup.

e Try to keep things organized. Use the folder structure provided to keep files you
upload in their proper place.

e When making changes in your HTML editor, always verify that the staging site is
working correctly before deploying to your live website.

Prismirbs
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Editing Text on an Existing Webpage

1. In the file/folder list, navigate to the file you wish to edit and double-click it to edit

the file. For example, if you want to edit the content of the Faculty page, you
would expand the Outerweb folder and double-click the o_site_faculty.asp file.

JA

H

A @ .

Home Share View

L <« Metwork Shares + Traininglé » outerweb

Mame .
preduct_images

ﬁ o_account_orderdetail_supporttext

@] o_addthis

ﬂ o_block_centact_us

ﬂ o_block_hours

ﬂ o_buy_courselisting_buytext

ﬂ o_buy_main

ﬂ o_buy_main_headertext

ﬂ o_buy_main_reservetext

@] o_buy_reserve

@] o_buy_textbooks

@] o_checkout_payment_student|D

@] o_checkout_receipt

@] o_checkout_textbookprefs

ﬂ o_error_page_not_found

ﬂ o_home_alert

ﬂ o_home_headertext

ﬂ o_home_info

ﬂ o_home_right_col

ﬂ o_home_vendors

ﬂ o_newsletter thanks

ﬁ o_search_advancedsearch

ﬁ o_sell_estimate_footertext

ﬁ o_sell_estimate_headertext

ﬁ o_sell_main_footertext

ﬂ o_sell_main_headertext

ﬂ o_site_about_us

ﬂ o_site_blank

ﬂ o_site_customer_service
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ﬂ o_site_help

@] o_site_ membershipterms
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2. Make any desired changes to the file.

w

Save the file.

4. Verify that the changes you made in your HTML editor are working correctly by
opening your web browser and going to the page you edited.

Note: If you already have the page open in your web browser, you will need to

refresh the page in your browser.

Editing Text on an Existing Webpage

PrismWeb for PrismCore
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Adding Non-Product Images

Non-product images can be added when needed to a page on your website. You can
also make a non-product image a hyperlink. Non-product images can be in JPG, PNG, or
GIF format and should be store in the Images folder on your staging site.

EXERCISE 1

Add the college-campus.jpg image to your Faculty page.
Save the file and verify the image is displaying correctly.

Upload the image to your Images folder using your SFTP program (BitVise or
Cyberduck).

2. Inyour STFP program, locate page you want to edit and open that file in your
HTML editor.

3. Locate the place on the page you want to add the image.

4. In code view, enter the image code <img src="images/filename"
alt="description"> replacing filename with the actual name of your image (i.e.
college-campus.jpg) and description with information about the image.

5. When you click down to design view you will see a placeholder for the added
image.

6. Save the page.

7. View the page in your web browser to verify the image is loading correctly.
Note: If you already have the page open in your web browser, you will need to
refresh the page.

Optional Method:

1. Upload the image to your Images folder using your SFTP program (BitVise or
Cyberduck).

2. Inyour STFP program, locate page you want to edit and open that file in your
HTML editor.

3. Place the image on your workstation in an images folder.

4. Click and drag the image file from your workstation into the Design view (bottom)
pane of your page, wherever you would like to place it.

Tip: If you have trouble placing the image accurately, try adding an empty
paragraph where you want the image to be placed. Then drag the image there.

5. When you release your mouse, an Accessibility Properties dialog box will appear.

Enter a brief description of the image in the Alternate Text field .

Note: This alternative text will provide accessible information about the image to
shoppers with a visual disability, who may be navigating your site with a screen
reading program.
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Accessibility Properties

Alternate text: Picture of campus

Long description: w
Show this prompt when inserting images [ oK ] [ Cancel

6. Click OK. The image will be added to the page.
Tip: You can align your image using the text alignment buttons: .

eed reles
ety hmr.uhwmu(ﬂ Tamely s ahow s 5 sccrcs e coeet
exactly what students want!

On the other hand, a delayed textbook st can resul in inventory shortages, stadents usble to obtain required texts and a complete Iack of qualty wsed
textbooks

Please do your part and subms yous textbook ksts a3 carber as possible cach semester. Your students vill thank you!

7. Right-click the image and select Picture Properties.

8. Inthe Picture field, remove everything up to the word images from the very
beginning of the picture path. For example, if the original path to your image was
“../images/nameofimage.jpg”, the new path would be
“images/nameofimage.jpg”.

9. Click OK. The image will disappear and be replaced with a broken image icon -
this is normal and the image will display correctly when you view the page in your
browser.

Please do vour part and submit your textbool Hst

To submit vour textbook adoptions, please click 1

10. Save the page.

11. View the page in your web browser to verify the image is loading correctly.
Note: If you already have the page open in your web browser, you will need to
refresh the page.
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Creating Links

A hyperlink (or just ‘link’ for short), is a piece of text or an image on a webpage that you
can click to go to another webpage or a specified email address.

Creating Links to a Page on Your Website

When creating links to a page on your website, you need to only use the file name of the
page you are linking to as the link address. For example, if you are creating a link to the
Customer Service page on your site, your link would be coded as:
<a href="site_customer_service.asp">Link Text or Image</a>
NOT
<a href="http://www.yourbookstore.com/site_customer_service.asp">Link
Text or Image</a>

WARNING: When clicked, the latter link will take you out of your staging site and into
your live site. You may not initially notice this, but it can cause problems, such as losing
the contents of your shopping cart.

To make it so when you click a link on the staging site, you stay on the staging site, and
when you click a link on the live site, you stay on the live site — use the first link format
above. This is called a relative link and will work correctly on either the staging or live
website.

Creating a Text Link to a Page on Your Website
1. Inthe file/folder list, navigate to the file you wish to edit and double-click it to edit
the file.
2. Type the text you would like use as a link. For example, “Customer Service”.
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3. Inthe Design view (bottom pane), highlight the link text.

Site View  o_site_faculty.asp™ =

S —— — p—— o . - PP——
textbooks and materials they need at reasonable prices. <%=5ite_Mame%> relies on you, the instructors and
faculty, to submit textbook lists for your courses in a timely fashion each semester. Timely lists allow us
to source the correct textbooks and obtain an appropriate supply of used textbooks. We all know that more
used textbocks are exactly what students want!</p>

——ym = ——om R g mm e memme = e imm e m o mm e e

o

<p»0n the other hand, & delayed texthook list can result in inventory shortages, students unable to obtain
required texts and a complete lack of quality used textbooks.</p>

oa

<p»Please do your part and submit your textbook lists as earlier as possible each semester. Your students
will thank you!</p>

18 <p>Te submit your textbook adopticons, please click the following button to visit our Faculty Requisitions
site.</p>

11 <p>Please see our Customer Service page for customer service concerns.</p>

13 <p><a class="putton” href="#">Submit Your Regquisition</a></p>

CLICS L] MIcly o el

11 L ) L T UIT i A
that more used textbooks are exactly what students want!

On the other hand, a delayed textbook list can result in inventory shortages, students unable to obtain required texts and a
complete lack of quality used textbooks.

Please do your part and submit your textbook lists as earlier as possible each semester. Your students will thank you!

To submit vour textbook adoptions, please click the following button to visit our Faculty Requisitions site.
®
‘Please see oui Customer Service page for customer service concerns.

e — |

4. Right-click the text you highlighted and select Hyperlink.
5. Inthe Address field, enter the file name of the page you want to link to. For

example, to link to the Extended Rush Hours page, enter site_extendedhours.asp.

Text to display: ICusmmer Service ScreenTip. .. |

Look in: II_W http: /fstaging, thecampushub, com/training 14 j El ﬁl
@] http://staging.thecampushub.comytraining14/outen » Bookmark. .. |
i

. App_Data [

. S5 D Target Frame... |

) fonts

| images Parameters... |
| includes

) js

| nav

| outerweb

__slick

] Address: I'ﬁite_cusb}mer_service. asp
=

E-mail Address

6. Click OK.
7. Save the page.
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8. Test the link by going to the page in your web browser and clicking it to make

sure it goes to the correct destination.

Note: If you already have the page open in your web browser, you will need to

refresh the page.

Creating an Image Link to a Page on Your Website
In the file/folder list, navigate to the file you wish to edit and double-click it to edit

1.

the file.
Insert the image you would like to use as the link.
In the Design view, click once on the image to select it.

Site View  o_site_faculty.asp* =

textbooks and materials they need at reasonable prices. <¥=5Site_Name¥®> relies on you, the instructors and
faculty, to submit textbook lists for your courses in a timely fashion each semester. Timely lists allow us
to source the correct textbooks and obtain an appropriate supply of used textbooks. We all know that more
used textbooks are exactly what students want!</p>

5

G <p>0n the other hand, a delayed textbook 1list can result in inventory shortages, students unable to obtain
required texts and a complete lack of quality used textbooks.</p>

7

& ¢<p>Please do your part and submit your textbook lists as earlier as possible each semester. Your students
will thank you!</p>

9

12 <p>To submit your textbook adoptions, please click the following butten to wvisit our Faculty Requisitions
site.</p»

11

12 <g><img alt="" src="images/college-campus.jpg">nbsp;</p>

13

On the other hand, a delayed textbook list can result m nventory shortages, students unable to obtamn requred texts and a
complete lack of quality used textbooks.

Please do your part and submit vour textbook lists as earlier as possible each semester. Your students will thank you!

To submit your textbook adoptions. please click the following button to visit our Faculty Requisitions site.

[img]
3
hSP;

Submit Your Requisition

4. Right-click the image and select Hyperlink.

Prismirbs
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5. Inthe Address field, enter the file name of the page you want to link to. For

example, to link to the About Us page, enter site_about_us.asp.

Insert Hyperlink |M|
Link to: Text to display: I-:-:Selech'on in Document== ScreenTip... |

Look in; I , outerweb

=] 2 &

8] o_site_faculty.asp (open)

gj o_account_orderdetail_supporttext.asp
@] o_addthis.asp

Place in This @] o_block_contact_us.asp

Document er=sM @] o0_block_hours.asp

= @] o_buy_courselisting_buytext.asp

@] o_buy_main.asp

@] o_buy_main_headertext.asp

@] o_buy_rmain_reservetext.asp

@] 0_buy reserve.asp

Address: Isite_about_us .asp

o Bookmark. .. |
|i| TargetFrame...l

Parameters... |

6. Click OK.
7. Save the page.

8. Test the link by going to the page in your web browser and clicking it to make

sure it goes to the correct destination.

Note: If you already have the page open in your web browser, you will need to

refresh the page.
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Creating Links to Another Website
1. Inthe file/folder list, navigate to the file you wish to edit and double-click it.
2. Type the text you would like use as a link. For example, “Visit the Campus
Website”.
3. Inthe Design view (bottom pane), highlight the link text.

faculty, to submit textbook lists for your courses in a timely fashion each semester. Timely lists allow us
to source the correct textboocks and obtain an appropriate supply of used textbooks. We all know that more
used textbooks are exactly what students want!</p>

5

6 <p»0n the other hand, a delayed textbook list can result in inventory shortages, students unable to obtain
required tewxts and a complete lack of quality used textbooks.</p>

7

& <p>Please do your part and submit your textbook lists as earlier as possible each semester. Your students
will thank you!</p>

9

18 <p>To submit your textbook adoptions, please click the following button to visit our Faculty Regquisitions
site.</p>

11 <p>VWisit the Campus Website</p>

12

13

14

semester. Timely lists allow us to source the correct textbooks and obtain an appropriate supply of used textbooks. We all know
that more used textbooks are exactly what students want!

On the other hand, a delayed textbook list can result in inventory shortages, students unable to obtain required texts and a
complete lack of quality used textbooks.

Please do vour part and submit your textbook lists as earlier as possible each semester. Your students will thank vou!
To submit your textbook adoptions, please click the following button to visit our Faculty Requisitions site.

T
é\"isit the Campus Website

Submit ¥our Requisition

4. Right-click the text you highlighted and select Hyperlink.
5. Inthe Address field, enter the address of the website you want to link to. For
example, to link to the PrismRBS website, enter http://www.prismrbs.com.

Text to display: I\.l'isit the Campus Website ScreenTip. .. |

Look in: I http: ffstaging. thecampushub. com/training14 j gg

, App_Data o Bookmark. .. |

css I

| fonts ~ TargetFrame... |

| images

Browsed . includes Parameterg... |

Pages ) js

, nav

| outerweb
) slick

. slideshow

|htn::,.’fyourcampusledu
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http://www.prismrbs.com./
http://www.prismrbs.com./

6. Optionally, you can have the website you are linking to open in a new window or
tab when the link is clicked. To configure this, click the Target Frame button and
choose New Window, and then click OK.

7. Click OK.

Save the page.

9. Test the link by going to the page in your web browser and clicking it to make
sure it goes to the correct destination.

Note: If you already have the page open in your web browser, you will need to
refresh the page.

©

Creating Links to an Email Address
1. Inthe file/folder list, navigate to the file you wish to edit and double-click it to edit
the file.
2. Type the text you would like use as a link. For example, “Email the Bookstore”.
3. Inthe Design view (bottom pane), highlight the link text.

Site View  o_site_faculty.asp™ =

faculty, to submit textbook lists for your courses in a timely fashion each semester. Timely lists allow us
to source the correct textbooks and obtain an appropriate supply of used textbooks. We all know that more
used textbooks are exactly what students want!</p>

5

6 <p»0n the other hand, a delayed textbook list can result in inventory shortages, students unable te obtain
required texts and a complete lack of quality used textbooks.</p>

7

8 <p»Please do yeur part and submit your textbook lists as earlier as possible each semester. Your students
will thank youl</p>

9

12 <p>To submit your textbook adeptions, please click the following button to visit our Faculty Reguisitions
site.</p>

11 <p>Email the Bookstore</p>

12

13

14

semester. Timely lists allow us to source the correct textbooks and obtain an appropriate supply of used textbooks. We all know
that more used textbooks are exactly what students want!

On the other hand, a delayed textbook list can result in inventory shortages, students unable to obtain required texts and a
complete lack of quality used textbooks.

Please do vour part and submit vour textboolk lists as earlier as possible each semester. Your students will thank vou!
To submit vour textbook adoptions. please click the following button to visit our Faculty Requisitions site.

5]
éEmaﬂ the Bookstore

Submit ¥our Requisition

4. Right-click the text you highlighted and select Hyperlink.
5. Click the E-mail Address button on the left side of the dialog box.
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6. Inthe E-mail address field, enter the email address that you would like to have
the email be sent to.

Insert Hyperlink &Iﬂ
Link to: Text to display: |Emai| the Bookstore ScreenTip...

o E-mail address:

2RI ECI | mizilto:bookstore @msu . edu
Web Page

Subject:

= ool Recently used e-mail addresses:

Pocument - Parameters...
Create New

Document

E-mail Address
oK | Cancel |

Note: When entering the email address, ‘mailto:’ will be added to the beginning of
the address - this is normal and should not be removed.

7. Optionally in the Subject field, enter a subject line for the email.

8. Click OK.

9. Save the page.

10. Test the link by going to the page in your web browser and clicking it to make
sure it opens a new email with correct address and subject line.
Note: If you already have the page open in your web browser, you will need to
refresh the page.

Creating Links to a Catalog Group, Catalog, or Product

on Your Website

Creating a link to a catalog group, catalog, or an individual product is very similar to
linking to a page within your website. When building a link to a catalog group, catalog, or
product, your link URL will be a little different. Instead of the URL being just a page with
an ASP extension, your URL will also contain a question mark character (?) and a
sequence of characters after that.

1. To find the correct URL to use, open your web browser and navigate to the
catalog group, catalog, or product you want to link to. Once you're on that page,
refer to the address bar in your web browser. The link URL you will want to use is
everything in the address bar after the “root” address of your site
(http://staging.prismservices.net/projectname/).

e If you are linking to a catalog group, the link URL will begin with:
shop_main.asp
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http://staging.prismservices.net/projectname/

2.

Creating Links

e If you are linking to a catalog, the link URL will begin with:
shop_product_list.asp

e If you are linking to a product, the link URL will begin with:
shop_product_detail.asp

Ue : \@ http://staging.thecampushub.com/trainingl1/;

In your browser’s address bar, highlight the page name above and also highlight
everything to the right of it. Since the URL could be quite long, it may be easier to
highlight the entire URL in your browser, and copy and paste the URL into a blank
file in a text editor like Notepad. Your edited URL should look a little something
like this (this example is to an individual product):
shop_product_detail.asp?catalog_group_id=MQ&catalog_group_name=R2VuzZXJhb
CBNZXJjaGFuZGlzZQ&catalog_id=4&catalog name=VC1TaGlydHMgJiBTaG9ydHM&pf_ i
d=388&product_name=VC1TaGlydCBNc3UgU2VhbCBCeSBHZWFy&type=1&target=shop_pr
oduct_list.asp

Note: If you are familiar or more comfortable working with HTML code, you can
also get the URLs mentioned above within the PrismWeb Manager. Navigate to
the catalog group, catalog, or product that you wish to link to, copy the code from
the manager, and paste it where you want it in your HTML page code.

0~ ¢

hop_product_detail.asp?catalog_group_id=M 8 catal

In your HTML editor, add a link to a page within your website normally. In the
Address field of the hyperlink properties, paste the URL you copied from your
browser.

Insert Hyperlink &Iﬂ
Link to: Text to display: |Alumni products ScreenTip...

it Lock in: | J outerweb j 3| &
Existing File or =
Web Page J product_images » Bookmark...
%‘J::{t 8] o_site_facutty.asp {open) |E|
@) slideshow.asp | TargetFrame...
Place in This @] o_texthook_adoptions.asp
Document Browsed _ﬁ o_swap_seltext.asp Parameters. ..

Pages _ﬁ 0_swap_maintext.asp
e @) o_swap_buytext.asp
Create New SN @] o_supported_browsers.asp
Document Files _ﬁ o_site_terms_of_use.asp
@] o_site_shipping _info.asp oL

Address: |§hopjroduct_detail.asp?catalogjroup_id=MQ31:ataloggr0upﬂ I

OK | Cancel |

Click OK.

Save the page.

Test the link by going to the page in your web browser and clicking it to make
sure it goes to the correct destination.

Note: If you already have the page open, you will need to refresh the page.
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Creating a New Web Page

You may create additional pages on your website, if needed. You will need to copy two
template files and make some edits to them to create the new page. After creating the
page, you should also create a link to it, so shoppers can find it on your website.

EXERCISE 1

Create a new ‘Graduation Information’ page.

Hint: You can you check to see if the page is loading correctly by manually typing the
address to the page in your browser. For example,
http://staging.prismservices.net/trainingXX/site_graduation.asp.

1. Inthe root (top-level) folder of your staging site, there is a template file called
blank.asp. Right-click this file and select Copy.

2. Right-click the root folder (at the very top of the folder list) and select Paste.

3. The copied file will be added at the very bottom of the root folder file list as
blank_copy(1).asp. Right-click blank_copy(1).asp and select Rename.

@] xt_orderform_clearitems.asp

Qj xt_orderform_editquantities.asp
Q] xt_orderform_postbasket.asp

ga_] xt_orderform_postconfirmation.asp
Q_] xt_orderform_postpayment. asp
Q_’] xt_orderform_postshipping.asp
2] blank_copy(1).asp

4. Rename the file to something more meaningful, keeping the .asp file extension.
For example, if you were creating a page for graduation information, you might
rename the file to site_graduation.asp.

Q] xt_orderform_clearitems.asp

Q] xt_orderform_editquantities.asp
g_] xt_orderform_postbasket.asp

_@J xt_orderform_postconfirmation. asp
Q_] xt_orderform_postpayment.asp
Q] xt_orderform_postshipping.asp

site_graduation. asp

5. Double-click the file to edit it.
Tip: You should never edit the blank.asp file, only a copy. You never know when
you might want to create another new page.

6. Switch to Split or Code view, so you can view the code for the page.
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7. Onthe line that begins with strTitle, change the “Blank Page” text to whatever

title you would like for the page. For example, a graduation page might be called
“Graduation” or “Graduation Information”.

<%
'CUSTOM PAGE SETTINGS

eader.asp” -->

<!-- #INCLUDE FILE="includ

/page_header.asp"”
£!-- #INCLUDE FILE="includes/page_subheader.asp” -->

<diy id="content” class="two-col">
<div id="content-top"></div>
<div id="main">
<!-- #INCLUDE FILE="outerweb/o_site_blank.asp” -->
<fdive
<!-- $INCLUDE FILE="includes/right nawv.asp” -->
<div id="content-bottom">»</div>

</dive

8. On the line that begins with <!-- #]NCLUDE FILE="outerweb/ ..., change
o_site_blank.asp to the matching outerweb file that will contain the content for
this page (you haven't created this page yet, but you will shortly). For example, if
your page was named site_graduation.asp, you would change o_site_blank.asp
to o_site_graduation.asp to keep the file naming convention consistent.

'CUSTOM PAGE SETTINGS

1eader.asp”™ -->
<!-- #INCLUDE FILE="in
<!-- #INCLUDE FILE="includes;

ge_subheader.asp” -->

<diy id="content” class="two-col">
<div id="content-top"></div>
<div id="main">

<1-— $INCLUDE FILE="::H.1U:U-W:};| sz
</dive

£!-- #INCLUDE FILE="includes/right _nav.asp” -->
<div id="content-botton"></div>
</dive

9. Save the page.

10. In the Outerweb folder, there is a file called o_site_blank.asp. Right-click this file
and choose Copy.

11. Right-click the Outerweb folder and select Paste.
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12. The copied file will be added at the very bottom of the Outerweb folder as
o_site_blank_copy(1).asp. Right-click o_site_blank_copy(1).asp and select
Rename.

ﬂ o_site_terms_of _use.asp

Qj o_swap_buytext.asp

gj o0_swap_maintext.asp

QJ o_swap_selltext.asp

QJ o_textbook_adoptions.asp
@) o_site_blank_copy(1).asp

13. Rename the file by prefixing the name of your ‘main’ page with “o_". For example,
if your main page is named site_graduation.asp, rename the outerweb file to
o_site_graduation.asp.

14. Double-click the file to edit it.

Tip: You should never edit the o_site_blank.asp file, only a copy. You never know
when you might want to create another new page.

15. Add any desired content (text, images, etc.) to the new outerweb page.
Tip: There is a horizontal gray bar in the design view. The page title will display
above this line when the page is loaded in the browser. For the best results, add
your content below this gray line.

strTitle®></span></hl>
r">Ehg, Lr</divy

Design  Split Code

16. Save the page.

17. Open the page in your web browser by entering the direct path to the page in your
browser’s address bar. For example, if the page you created was called
site_graduation.asp, you would go to
http://staging.prismservices.net/yourprojectname/site_graduation.asp.

At this point your page should be loading correctly in your browser, but shoppers will not
be able to easily get to it without adding a link to it somewhere on your site.
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Content Blocks

Content Blocks, also known as Widgets, are different sections of content that display on
your homepage. There are several content blocks that are built into PrismWeb and
cannot be directly edited, although certain properties of them can be customized. Other
pre-programmed content blocks may be included with your PrismWeb template.

Note: Additional information about creating, the built-in content blocks and ones that
come with the templates can be found in the Appendix.

Rearranging Content Blocks

Content blocks can rearranged into any order you wish on your homepage, although
some layouts may work better than others.

Content blocks are displayed in the order that they are listed in the default.asp page
code. To rearrange the order of the blocks on the homepage, change the order of the
content block #INCLUDE lines.

Hiding Content Blocks

A content block can be removed from the homepage by deleting the #INCLUDE line for
that block in the code for default.asp. However, sometimes you may wish to
temporarily remove a content block, and show it again on the homepage at a later date.
A simpler way to hide a content block is to insert a space character in between the # and
INCLUDE in the code. For example, if you want to temporarily hide the Best Sellers
block, you would insert a space so the code would look like this:

<!-- # INCLUDE VIRTUAL="/innerweb/v4.0/i_home_bestsellers.asp" -->

When you need to show the block again, remove the space.
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Editing the Slideshow

If your PrismWeb site has a slideshow, you will probably want to update it from time-to-
time, to show new information and pictures. You can add new slides or update the
existing ones by adding new images and editing the code for the slideshow.

Tip: For a slideshow to be effective, it should only contain up to 5 slides, with the most
important slides at the beginning and least important ones at the end.

About the Slideshow Code

Slideshow code is located in the outerweb folder, and the code to customize the
slideshow can be found in the slideshow.asp file. The slide images are located in the
Images folder.

There are two main components to the slideshow.asp code: images and captions.
Images and Captions are listed in the order that they appear in the slideshow. By
default, each image is also a link. You can delete the <a> tag from around the <img> tag
to remove the link.

<!-- DO NOT REMOVE -->
<link rel="stylesheet" type="text/css" href="css/slideshow.css">

<!-- DO NOT REMOVE -->

<diy class="slider-wrapper">

<div class="slideshow">

<!-- BEGIN SLIDESHOW CONTENT -->

<!-- slideshow image size = 1888 x 588 pixels -->
¢!-- SLIDE 1 -->
<divy

<a href="<%=pageSURL{"shop_product_list.asp?catalog_name=QUxVTUSJ&catalog_id=89")%>">
<img src="images,/SpiritSlide_Mew.jpg"” alt="Shop Alumni“>

<fa>

<l-- ADD CAPTION -->

<span class="captions">»><strong»Calling Alumni.</strong> Get your spirit on with alumni apparel!</span>
<fdive

Editing Existing Slides
1. Upload a new slide image to the Images folder.
Note: All slide images should be the same size. The size of your slideshow
image will be in the code comments in the slideshow.asp file.
2. Inthe Outerweb folder, double-click the slideshow.asp file to edit it.

Prismirbs
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3. Decide what position in the slideshow you want the image to appear, and find the
appropriate <img> tag for that position in the code.

<!-- SLIDE 1 -->
<divy
<a href="<%=pageSURL{"shop_product_list.asp?catalog_name=0UxVTUSJ&catalog_id=89")%>">
<img src="images/Spirit5slide_Mew.jpg" alt="Shop Alumni":>

</ax

<I-- ADD CAPTION -->

<span class="captions"»><strong»Calling Alumni.</strong> Get your spirit on with alumni apparel!</span:
«fdive

4. Change the path (src attribute) of the current slide image to the path of the new
image, e.g., images/new_image.jpg.

5. Change the alt attribute of the <img> tag to provide a short description of the new
image.

6. If you want to make the new image a link to a page, edit the href attribute of the
<a> tag that wraps around the <img> tag.

7. Find the matching caption for the slide you edited.

¢l-- SLIDE 1 -->
«dive
<@ href="<%=pageSURL("shop_product_list.asp?catalog_name=QUxVTUSI&catalog_id=89")%>">
<img src="images/SpiritSlide_New.jpg" alt="Shop Alumni">

<05

<l-- ADD CAPTION -->

<span class="capticns"><strong>Calling Alumni.</strong>» Get your spirit on with alumni apparel!</spah>
<fdive

8. Edit the caption text, between the <span class="captions”> tag and the </span>
tag.
. Save the file.
10. Verify that the new slide image, caption text, and link are working correctly by
opening the homepage of your staging site in your browser.
Note: If you already have the page open in your web browser, you will need to
refresh the page in your browser.

Adding New Slides

1. Upload a new slide image to the Images folder.
Note: All slide images should be the same size. The size of your slideshow
image will be in the code comments in the slideshow.asp file for the correct
dimensions.

2. Inthe Outerweb folder, double-click the slideshow.asp file to edit it.
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3. Decide where in the slide order you would like the new slide to be placed.

o

10.
11.

Highlight and copy the code for one of the existing slide images.

<!-- SLIDE 1 --»
<dive

<img src="images/Spirit5slide_Mew.jpg" alt="Shop Alumni":>
</ar
¢!-- ADD CAPTION -->

<fdiv>

<a href="<%=pageSURL{"shop_product_list.asp?catalog_name=0UxVTUSJ&catalog_id=89")%>">

<span class="captions"»><strong»Calling Alumni.</strong> Get your spirit on with alumni apparel!</span:

Paste the copied code where you would like the new slide image to be located.

Change the commented slide name, e.g., SLIDE 1 to SLIDE 4

Change the path (src attribute) of the copied slide image to the path of the new

image, e.g., images/new_image.jpg.

Change the alt attribute of the <img> tag to provide a short description of the new

image.

If you want to make the new image a link to a page, edit the href attribute of the

<a> tag that wraps around the <img> tag.
Edit the caption for the new image and link.

<«!-- SLIDE 3 --»
<div>
<8 href="<%=pageSURL{"shop_main.asp")%>">
<img src="images/3.jpg" alt="Shop Merchandise">
<far
<!-- ADD CAPTION -->

</dive

<span class="captions"><strong>Shop Merchandise.</strong> Grade A merchandise at A+ prices. Check out our latest stock of apparel.</span>

<l-- SLIDE 4 >
<div>

<8 href="<%=pageSURL{"shop_product_list.asp?catalog_name=0QUxVTUSJ&catalog_id=89")%>">

<img src="images/4.jpg" alt="Slide 4">

<fax

<!-- ADD CAPTION --»

<span class="captions"><strong>Calling Alumni.</strong> Get your spirit on with alumni apparel!</span>
</div>

Save the file.

Verify that the new slide image, caption text, and links are working correctly by

opening the homepage of your staging site in your browser.

Note: If you already have the page open in your web browser, you will need to

refresh the page in your browser.
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Editing the Navigator

Your PrismWeb site has a navigation bar included on each page of your website.

As new pages are created or if you break out your navigation to lead directly to specific
catalogs, you will probably want to update it from time-to-time. The Navigation code is
located in the includes folder, in the nav.asp file.

To edit the Navigator:

1. In the file/folder list, open the includes folder, locate the nav.asp file and double-
click it to edit the file.

2. Locate the area of the navigator you want to edit.

3. Add the text and link using the same method see for other static pages of your
website.

4. Make any additional changes to the file.

5. Save the file.

6. Verify that the changes you made in your HTML editor are working correctly by
opening your web browser and going to the page you edited.
Note: If you already have the page open in your web browser, you will need to
refresh the page in your browser.
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Deploying Content

In order to push the changes you make from your staging site to your live site, you will
need to run the Content Deployer in the PrismWeb Manager. This is a simple process
that takes a few seconds to a minute to complete.

3. Inthe PrismWeb Manager, go to Manage > Content Deployer.

4. Click the Deploy button.

The content deployer will start. Once the status changes to Complete, the changes you
made to your staging site are now on your live site.

Note: Always verify your staging website looks correctly and is working prior to using
the content deployer. Using the Deploy process will push all files (images and HTML
changes) from staging to the live website, not just the ones you've worked on. If multiple
people update images and HTML files, coordinate Content Deployments with all parties.
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Appendix Cheatsheet

This is a quick reference section for “where to go” in PrismCore or PrismWeb. Refer to
the manual for full directions.

WEBSITE ADDRESSES

PrismWeb Manager: htips://manager.prismservices.net/
Staging Website: htip://staging.prismservices.net/yourprojectname

SHIPPING, TENDERS, GENERAL PARAMETERS

Mail Order General Parameters: WPAdmin: Inventory Control > Parameters >
Mail Order Parameters > General Parameters.

Shipping Codes: WPAdmin: Inventory Control > Parameters > Mail Order
Parameters > Shipping Codes.

Shipping Overrides: PrismWeb Manager: Products > Products. Find product,
click Edit link. Click Edit link next to SKU in Product Matrix.

Tender Codes: WPAdmin: Inventory Control > Parameters > Mail Order
Parameters > Tender Codes.

VARIOUS PRISMWEB MANAGER SETTINGS

Manage User Accounts: PrismWeb Manager: Setup > Users.

Email addresses: PrismWeb Manager: Setup > Site Options > PrismWeb Email.
Edit Email templates: PrismWeb Manager: Manage > Email Templates. Click Edit
next to template.

General Merchandise and Trade Book Settings: PrismWeb Manager: Setup > Site
Options > General Merchandise and Trade Book Settings.

Textbooks: PrismWeb Manager: Setup > Site Options > Textbook Options.

TEXTBOOKS

Send term to Web: PrismCore: Inventory Management > Textbooks > Term
Maintenance. Search for term. Check Export to Web box. Save record.

Remove term from Web: PrismCore: Inventory Management > Textbooks > Term
Maintenance. Search for term. Uncheck Export to Web box. Save record. Wait
for term to come off the Web before closing the term.

BUYBACK

Send buyback list to Web: PrismCore: Purchasing > Buyback > Buyback List.
Options (hammer) button > “Send List to Web” (this is a manual option only -
your buyback list does not automatically update).

Enable price quotes on site: PrismWeb Manager: Textbooks > Buyback. Check
Enable on Site. Set other options on this page as necessary.

Delete Buyback List: PrismWeb Manager: Textbooks > Buyback > Edit Store List.
Click Delete All.
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GM/TRADEBOOKS

Create a catalog: PrismCore: Inventory Management > Mail Order > Catalog
Maintenance. Insert Record.

Featured items catalog: Create catalog in PrismCore normally, with the word
“featured” in the name, and send it to the web. Featured Items blocks will
automatically show up on the website.

New items catalog: Create in the PrismWeb Manager so the catalog will not
display in the normal site navigation (New Items and Exclude from Best Seller
are the only two catalogs that should be created in PrismWeb Manager).
Create catalog group: WPAdmin: Inventory Control > Parameters > Mail Order
Parameters > Catalog Groups. Insert record. Catalog group must be attached to
a catalog before moving over to the website.

PROMOTIONS, COUPONS, SALES EVENTS

Create promotion: PrismWeb Manager: Marketing > Promotions. Click New
Promotion. Once promotion is created, you will have the opportunity to attach it
to a catalog or a single product.

Create coupon: PrismWeb Manager: Marketing > Coupons. Click New Coupon.
Select Multi Use or Single Use, put in your parameters, and create the coupon.
Email coupon code: Site Marketing > Coupons. Click Email link next to coupon.
Create a sales event: PrismCore: Inventory Management > Sales Maintenance >
Sales Events. Insert Record.

CROSS-SELLING

Cross-sell GM/Tradebook items: PrismWeb Manager: Marketing > Manage
Tags. Or, Products > Products > Search for Product > Edit link > Add Cross-Sell
Product or Tag.

Cross-sell items with textbooks: PrismWeb Manager: Textbooks > Manage
Courses > Choose Campus, Term, Department, Course, Section > View Product
Details link under Section Products > Add Cross-Sell Product or Tag.
Cross-sell BarCharts: PrismWeb Manager: Marketing > BarCharts.

PROCESSING ORDERS:

Print orders for picking: PrismCore: Inventory Management > Mail Order > Enter
Mail Orders. Search for orders, then print.

Process orders (Ship Mail Orders): PrismCore: Inventory Management > Mail
Order > Ship Mail Orders. Insert Record.

Create Refund/Exchange: PrismCore: Inventory Management > Mail Order >
Refund/Exchange. Insert Record.
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IMAGES
Product images: PrismWeb Manager: Manage > Products navigate to the desired

product. Use Product Image: Choose Image to assign an image

Catalog images: PrismWeb Manager: Manage > Products>Catalogs navigate to

desired catalog. Use Catalog Image: Choose Image to assign an image.
Non-product images should be uploaded to images folder using an STFP
program and HTML editor.

SITE DESIGN

Link to a page on your website:

<a href="page_name.asp">Link Text or Image</a>

Link to another website:

<a href="http://www.theotherwebsite.com">Link Text or Image</a>

Link to an email address:

<a href="mailto:email@domain.com">Link Text or Image</a>

Hide a content block: Add a space between # and INCLUDE:

<!-- # INCLUDE FILE="outerweb/o_block_your_content_block.asp" -->
Content Deployment: PrismWeb Manager: Manage > Content Deployer. Click
Deploy. When deployment is finished, Status will say Complete.
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Textbook Express — Bookstore Overview

Textbook Express is a feature of PrismWeb that receives the student’s schedule
information from the campus website, and displays all of the books and materials for
their courses. From there, the books can be added to the shopping cart and purchased
or reserved. If configured, students can also pre-order their books.

Textbook Express is not just limited to the student’s schedule. Textbook Express can be
utilized to link to materials on a course by course basis. The links would generally
appear on the school's online course catalog listing or similar. This will allow the
students to view the information before they are enrolled in any classes.

To start the process, Campus IT will add code to student registration pages that will
dynamically generate a link on the student’s registration page. This is achieved by using
specific parameters set by PrismRBS. You can download specific details to give to your
Campus IT department at
http://support.nebook.com/Products/PrismWeb/TextbookExpress.aspx.

How Textbook Express Works

Below is an example campus registrar’'s website, with a student’s course schedule
brought up .

Textbook

Cores | 77y, Stote Unvivensity

Example

Example Student Schedule

Name: John Doe

Student ID: 1234

Summer 2013 Course Enrollment

[Dept Name] Course Name[Section Name |

ARH 2051 1
CHM 1020 1
ENC 1210 WEB
FRE 1121 1

Click here for all of your textbooks
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When a student clicks on the Click here for all your textbooks link shown in the image

above, they will be taken to a page on the bookstore website where the books for the

courses registered will be displayed.

Oty

Displaying Textbooks for ARH - 2051 , section ALL (ROBINSON)

Type

Gardner's Art Through Ages: VWestern Per Vol li 9
(W Kleiner |1SBM 9780 004806 Copyright 06
Publisher Wad Edition 12 B g Pape

Required

List Price o-00
@ @ Used $76.00

© New $100.00

Ususlly ships in 2-2 days

You Save: 524.00
Displaying Textbooks for CHM - 1020, section CAMPUS (BERGER)
Oty Type

World Of Chemistry:Essentials Joesten 1 List Price SEZ00

ISBN 975 058882 Copyright 99 = -
Publisher Holt & Edition 2 Binding Pape ® @ Used UL
Required @ New 867.00

Ususlly ships in 2-2 days
You Save: $16.00
Recommended Products
Oty Type
An L Simpson Hat VWht 0 WHITE 516.99 lz‘
/’\!\ Store Recommended
L4 //al
100% cotton white hat v nk emt ed FS interlocks all over the ha
Displaying Textbooks for ENC - 1210, section WEB (LEPSCHY)
Qty Type

Writing That Works Qfiv  1SBN 9780312448448 9 List Price $7075

Wiriting That Works Copyright 07 Publisher St Martins  Edition 9 . -
1 Binding Pape E @ Used $54.00
? Required @ New 570.75

1]

From this page the student can change the quantities and book type (new/used/rental),

and add books directly to their shopping cart. They can then proceed with the normal

checkout process to purchase their textbooks.
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Pre-Orders with Textbook Express

If you choose to use pre-orders through Textbook Express, the student will see a page
similar to the one below. Instead of seeing their book information, they will see their

courses listed with options to select their book preferences.

Express Textbooks

Reserve All Your Textbooks Now

Materials are not yet available for your courses. Reserve materials for the courses listed below and pick

them up at the bookstore when they are ready!

BSS Fall 2008 acct 1050 001

BSS Fall 2008 acct 2340 001
BSS Fall 2008 acct 2341 001
BSS Fall 2008 BS Biology 101 101

Select Book Preferences

Selected Materials Condition

‘; Required Only v | | Used Only -

create reservations »

Once the student creates their pre-order, the bookstore can process that pre-order
normally (refer to the Textbooks section of this manual for additional information about

pre-orders).
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PrismWeb Manager Options
There are four options to control Textbook Express in the PrismWeb Manager. Log in to
the PrismWeb Manager and navigate to Setup > Site Options > Textbook Options to see

the options available.
Parameter

Reserve via Textbook
Express?

Definition

Controls whether Textbook Express is enabled for
purchases or pre-orders. The options are:
e Purchase via Textbook Express: only allow
purchases through Textbook Express

e Pre-order via Textbook Express: only allow pre-

orders through Textbook Express

Textbook Express
Materials (Pre-Order
Only)

For pre-orders through Textbook Express only, this
allows you to set the default book materials options.
The options are:

e Al

¢ Required Only

¢ Required and Recommended

Textbook Express
Preference (Pre-Order
Only)

For pre-orders through Textbook Express only, this
allows you to set the default preference for type of
textbooks. The options are:

New Only

Used Only

Prefer New (will accept used)

Prefer Used (will accept new)

Textbook Express Course
Error Message

You can customize this error message that displays if

there are no courses found in a Textbook Express link.

Textbook Express Additional Information

Textbook Express is relatively easy to implement and deploy. After the initial
implementation, there is very little maintenance required.

If you have questions or need further information on getting started, please call
PrismRBS Support at 800-510-3911 or email us support@prismrbs.com.
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Textbook Express — Campus IT Technical
Details

Textbook Express is a feature of the PrismRBS PrismWeb e-commerce platform for
college bookstores. It receives the student’s schedule information from the campus
website via a specially formatted link, and takes them to a page where all of the books
and materials for their classes will be listed. From there, the student can add the books
to their shopping cart and purchase their materials. This feature ultimately lets the
student bypass the process of selecting course materials for each course individually.
Because Textbook Express receives information from the campus website, there will
need to be programming work done on the campus website to make this function
correctly. We do not have access to make these changes, so it will be up to the campus
IT personnel to make sure that correct information is being sent to the bookstore
website in the proper manner. If third-party software is used for the campus’s online
schedule, these programming requirements may need to be communicated with them.

Textbook Express Parameters

Textbook Express receives information from the campus website from parameters in the
URL. This can be done either by sending HTML form data using the “get” method or by
directly passing these parameters in the URL. The parameters that need to be passed to
the bookstore site in the URL are as follows:

Parameter | Definition

remote This must be set to the value “1” and is required.

ref This is the bookstore’s site ID. It can be set to “2023" by default, or it
can be the actual site ID as given by NBC. It is required.

student This parameter is required, however it is not required to have a value
(after the “equals” sign).

term This is the term description from the back office system of bookstore.
If the term is on the bookstore website, the description is what displays
in the drop-down menu after the first hyphen, i.e., “Fall 2012". This
description will need to be communicated between the campus and
the bookstore each term because they must match exactly. If you
need to know how to find the term description, please contact NBC
Support. This parameter is required.
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Parameter | Definition

dept

The department parameter is required. It is important that there is
communication between the bookstore and the campus that these
match up correctly. Forinstance, if the course abbreviation in the
bookstore is ACCT for Accounting, the campus link will need to send
ACCT or it will not work. The dept parameter will be repeated for as
many courses as the student is enrolled in. There is a minimum of one
department and a maximum of 50 departments.

course

The course is also required. It will also need to match exactly what the
bookstore has for the course number. There will be one course
parameter for each course the student is enrolled in (will match the
number of dept parameters).

section

The section is required. It will need to match exactly what the
bookstore uses for defining sections just like dept and course (e.g. 1 is
not the same as 001). There will be one section for each course the
student is enrolled in (will match the number of depts and courses).

getbooks

This is required and will always have the value “display+books”.

Important: If the bookstore groups sections and courses together that have the same
books, this will need to be changed. For example, course: 101/104 or section: 03-04.
This will need to be split into separate courses and sections by the bookstore, or the
Textbook Express feature will not work.

There are many ways of implementing Textbook Express, so the campus programmer
will need to decide which method works for him or her. Some examples of
implementation would be to put this information into an HTML form and use a “get”
method to send the data, or to set up the direct link using the parameters given. It
doesn’t matter how you go about setting up the link as long as it has all of the
parameters needed, in the correct order.
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Example Textbook Express Implementation

Below is an example of how the information might be interpreted from a simple online
schedule.

Textbook

Express 7/’77_ SHoife %M/My,

Example

Example Student Schedule

Name: John Doe

Student ID: 1234

Summer 2013 Course Enrollment

[Dept Name | Course Name] Section Name ]

ARH 2051 1
CHM 1020 1
ENC 1210 WEB
FRE 1121 1

Click here for all of your textbooks

Resulting URL from the Textbook Express link:
http://www.yourbookstore.com/textbook_express/get_txtexpress.asp?remote=1&ref=
2023&term=FALL+2012&dept=art&course=1201C&section=5&dept=chm&course=39308&secti
on=18&dept=eng&course=3014&section=3&dept=fre&course=32448&section=18&getbooks=di
splay+books

Links to Single Courses

Aside from creating links from a student’s schedule, the school may incorporate
separate Textbook Express links to specific courses listed in an online course catalog or
similar. Using the same parameters as listed above for the schedule link, single course
links can be constructed. Here is an example of what linking to one specific course
would look like:
http://www.yourbookstore.com/textbook_express/get_txtexpress.asp?remote=1&ref=
2023&student=&term=Fall+2012&dept=acct&course=100&section=01&getbooks=display+
books
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Links to Multiple Courses

Multiple courses can be included in the same link. Each course to be included in the link
needs to have a term, dept, course, and section specified. Here is an example link with
multiple courses in one link:
http://www.yourbookstore.com/textbook_express/ get txtexpress.asp?remote=1&ref
=20238&student=&term=FALL+2012&dept=CIVCF&course=1051&section=01&term=FALL+2012
&dept=CIVCF&course=1004&section=03&term=FALL+2012&dept=CIVCF&course=1015&secti
on=01&term=FALL+2012&dept=CIVCF&course=1048&section=01&term=FALL+2012&dept=CIV
CF&course=1233&section=02&term=FALL+2012&dept=DRAF&course=1113&section=02&term
=FALL+2012&dept=DRAF&course=1041&section=01&term=FALL+2012&dept=CIVCF&course=0
229&section=04&term=FALL+2012&dept=SEMR&course=92098&section=02&getbooks=displa
y+books

Important: When linking to Multiple Courses, note the change in the .ASP file. When
linking to single courses, the .ASP file is get_txtexpress.asp. When linking to multiple
courses, the .ASP file is _get_txtexpress.asp.

Textbook Express with Verba Compare

If the bookstore website uses Verba Compare, they can still use Textbook Express. The
only difference is that Textbook Express links will need to be sent to the bookstore’s
unique verbacompare.com address. Here is an example link to a Verba Compare site:
http://yourbookstore.verbacompare.com/textbook_express/get_txtexpress.asp?remo
te=1&ref=28&student=&term=Spring+2013&dept=PHIL&course=315&section=S&getbooks=
display+books
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Textbook Express with Course Registration IDs

An alternative link format for Textbook Express is to link to specific course registration
ID numbers.

Note: This method of Textbook Express is not commonly used.

Here are the parameters used by Textbook Express when using course registration IDs:

Parameter  Definition

step This must be set to the value of “2” and is required.

mode This must be set to the value of “1” and is required.

remote This must be set to the value “1” and is required.

ref This is the bookstore’s site ID. It can be set to “2023” by default, or it

can be the actual site ID as given by NBC. It is required.

student This parameter is not required.

regCampusX | The X’ in the parameter name must increment for each course in the
link. The value is equal to the term ID and is required.

regldX The X’ in the parameter name must increment for each course in the
link. The value is equal to the course registration ID and is required.

course_count | This is equal to the number of courses in the URL and is required.
For example, if there are 3 courses in the link, course_count=3

Each course registration ID must be included in the URL using an incrementing variable.
For example, the first course’s regld variable in the URL is regld1, followed by regld2,
regld3, etc.

For every regld, there must be a regCampus, even if the course is on the same term. The
first term’s regCampus is regCampus1, followed by regCampus2, regCampus3, etc.

The regCampus variable is equal to the PrismWeb term ID. It can only be found by
looking at the source code of the “Search by Course” drop down menu on the PrismWeb
site (usually found on the home page or Buy Textbooks page). The value of the
regCampus variable is equal to the dropdown option’s value (in the format of 5|6 or
25|31). The “I” (pipe) character cannot be read from the URL, so you must use “%7C”
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instead. For example, 5%7C6 instead of 5|6, or 25%7C31 instead of 25|31.

¥div id="buy-zearch-course">

method="post" id="form2" name="form2">
<label for="fCourseTerm">Search by Course</label:
<br>
Yiselect name="selTerm"

<opticn value="@|@">--=-==-- Select A Campus Term

<opticn value="52|94[">UNL - SPRING 2812</option:
<option walue="42[52[">UNL - SUMMER 2812</option>
</select>
<input type="submit"” value="GO0" class="button">
</ form>
<hr>
</divs

¥ <form action="http://demo.thecampushub.com/syssales/buy_courselisting.asp?”

id="FTerm" class="box" title="Select a campus term">

</option>

The regld variable can be found by logging into the PrismWeb Manager and navigating
to Textbooks > Manage Courses. Then select the Campus, Term, Department, Course,

and Section from the menus. The Registration # for
section information.

Section: "ACCOUNTING 141: 0309"

I Registration # 0309 I
Backoffice 3016774
Instructor Name STAFF

the section displays under the

In PrismCore, the regld variable is also the Section ID, found the course request.

Course

e T 2 012CMSU / My State

o 1843 Instructor EYERSON, PALL

E tict. Enroliment:

'] Est. Enraliment; 20

Section |

Do you want to print Shelf Tags? ’ MSU Boakstare
Comment. 157 SUMMER SESSION

Adophion Complete

Skatuis: OPEN

Department: ACCT / ACCOUNTING Boms |G
Carnment:
Description: ACCOUNTIMG PRINCIPLES |
Section
Sectior; | stane

Here is an example link with course registration IDs:

http://www.yourbookstore.com/textbook_express.

asp?ref=2023&step=2&mode=1&regCa

mpus1=0%7C0&regIld1=0330&regCampus2=0%7C0&regld2=0369&regCampus3=0%7CO&regId3=0
432&regCampus4=0%7CO&regld4=0456&regCampus5=0%7CO&regld5=0504&course_count=5
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Merchandise Packages

PrismWeb allows you to sell merchandise packages (like computers, gift baskets, etc.)
online. Shoppers can choose from different package options, depending on what you
create in PrismCore ICS. First, you have to add package elements as items in Item
Maintenance. Then, you will build a package-specific catalog in Catalog Maintenance to
send to the web. Once the catalog has been sent to the web, the package can be viewed
online. Shoppers use radio buttons and check boxes to make package-related
selections before adding the package to the shopping cart.

- Apple 12-Inch Machook

v Our Price: $1299.00
e

Choose A Finish

y B
_ ‘(‘ V None

Silver [Add $0.00]
Gold [Add $0.00]
Space Gray [Add $0.00]

Choose A Model

None

256GB flash storage, 1.1GHz dual-core Intel Core M, 8GB memory,
Intel HD Graphics 5300 [Add $0.00]

512GB flash storage, 1.2GHz dual-core Intel Core M, 8GB memory,
Intel HD Graphics 5300 [Add $300.00]

Processor Upgrade

1.3GHz dual-core Intel Core M [Add $150.00]

&e=—= Apple Usbh Superdrive

Apple USB SuperDrive [Add $79.00]

’ Applecare Protection Plan

-

AppleCare Protection Plan for MacBook [Add $249.00]

AppleCare
Note: Before attempting to create a package, please ensure that all package
components are entered as items in PrismCore Item Maintenance.

The package base and the selected components will be individually listed in the
shopping cart after the shopper clicks the Add to Cart button.
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My Cart

0 6 items have been added to your cart.

. Total
Price Qty i

Price

Package Base - Apple 12-Inch Macbook $1299.00 1 $1299.00
1021330884 remove
Apple Usb Superdrive 4.1 - Apple Usb Superdrive $79.00 1 $79.00
1023772483 remove
Usb-C Digital Av Multiport Adapter $79.00 1 $79.00
1023780983 remove
Choose A Finish 1.3 - Space Gray $0.00 1 $0.00
1023768783 remove
Applecare Protection Plan 5.1 - Applecare Protection Plan For Macbook  $245.00 1 $249.00
1023773183 remove
Choose A Model 2.2 - 512Gb Flash Storage, 1.2Ghz Dual-Core Intel Core $300.00 1 $300.00

M, 8Gb Memory, Intel Hd Graphics 5300 remove

1023770083
Update Totals
Coupon Code | m

Purchase Subtotal $2006.00

Save Cart For Later « Continue Shopping m

Creating a Merchandise Package

1. InPrismCore ICS, go to Inventory Management > Mail Order > Catalog
Maintenance (Ctrl+J 151).

Click the Insert Record button.
Enter the catalog name in the Catalog field.

Add Catalog T || =2

Catslog.  Apple MacBook Computer Package

w N

Description; Apple 12-inch MacB ook Computer Package

Status: [HDLD '] Tvpe: [Standard v]

Group: [GeneralMerchandise '] [ 0K ] ’ T ]

4. Optionally, enter a description for the catalog in the Description field.
5. From the Status menu, choose Hold.

6. From the Group menu, choose a catalog group.

7. From the Type menu, choose Standard.

8. Click OK.

9. Change the Start Date or Expire Date for the catalog, if desired.

10. Select the Locations in which this catalog will be active.
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11.

12.

Manually add a single Package Base item as an individual product family. Use
the below naming convention for the product family description.

Package Base Naming Convention:
The Package Base product family description must follow this naming
convention:

Package Base — (Description)

Example:
For our Apple MacBook, the product family description would be:
Package Base — Apple 12-inch MacBook

Manually add each Package Component item as an individual product family. If
you wish to control the grouping and order of the component items, follow the
below naming convention for the product family descriptions.

Package Component Naming Convention:
You can group components together and control the order they appear by
following this naming convention:

(Component Group) (X.Y) — (Description)

The (Component Group) placeholder represents the name of your group of
components. The (X.Y) placeholder allows you to control the order of the
component groups with the X digit, and the order of the items within the
component groups with the Y digit.

Example:
For our Apple MacBook, there is an option of three finishes, so they are placed
and ordered in a component group like this:

Choose a finish 1.1 - Silver

Choose a finish 1.2 - Gold

Choose a finish 1.3 - Space Gray

Prismirbs
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13.

14.

H 151 Catalog Maintenance
L3 - ¢4 * H Name P
Catalog: Apple MacBook Computer Package Created: 5/ 4/2015 B~
Description:  Apple 12-nch MacBook Computer Package StartDate: 5/ 42015 [~
Comment: - Expire Date: 5/ 42025  [E~
= Status: |HOLD -
Locations: MU Bkst E Type: |Standard
Item D Autogen Items Group: | ceneral Merchane +
WebPRISM Media: E]
Product Family Style/Matrix Location | Vendor Description Status
b [I10237858 APPO02 | Package Base - Apple 12-inch MacBook Active
10237663 APPO02 | Choose a finish 1.1 - Silver Active
10237670 APP002 | Choose a finish 1.2 - Gold Active
10237687 APPO02 | Choose a finish 1.3 - Space Gray Active
10237694 APPOOZ2 | Choose a model 2.1 - 256GB flash sterage, 1.1GHz duak| Active
10237700 APPO0Z2 | Choose a model 2.2 - 512GB flash sterage, 1.2GHz duak| Active
10237717 APPO02 | Processor upgrade 3.1 - 1.3GHz dual-core Intel Core M | Active
10237724 APPOOZ | Apple USB SuperDrive 4.1 - Apple USB SuperDrive Active
10237731 APPOOZ | AppleCare Protection Plan 5.1 - AppleCare Protection Pla | Active
10237748 APPO0Z | One te One 6.1 - One to One membership Active
10237755 APPOOZ | AirPort Time Capsule 7.1 - AirPort Time Capsule 2TB Active
10237762 APPO0Z | AirPort Time Capsule 7.2 - AirPort Time Capsule 3TB Active
10237779 AFPO0Z | Apple TV 81 - Apple TV Active
10237793 APPO0Z | USB-C to USB Adapter Active
10237809 APPO0Z | USB-C Digital AV Multiport Adapter Active
10237816 APPO0Z | USB-C VGA Multiport Adapter Active
I | | ' Product Family fn'g Detail )\ All :r\ Inventory fn'r

Miscellaneous Components:

Any miscellaneous component items that you don’t wish to have grouped will
appear at the bottom of the package options on the website. You do not need to
follow any specific naming convention for these items.

Other Options

USB-C VGA Multiport Adapter [Add $79.00]
USB-C Digital AV Multiport Adapter [Add $79.00]
USB-C to USBE Adapter [Add $19.00]

+ Add To Cart

After all product family descriptions in the catalog have been modified, check the

PrismWeb box.

Save the catalog or close Catalog Maintenance to send the catalog to PrismWeb.
Since the status of the catalog is set to Hold, it will not be visible on the website
- this is a good thing, because it wouldn't display correctly as a normal catalog.
You can view the catalog in the PrismWeb Manager in 20-40 minutes.

Merchandise Packages
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15. You will need to create a link to the package in order to make it available to
shoppers. This is the proper link format:
<a href="shop_package.asp?packageID=XX">Link Text or Image</a>

Note: XX is the package ID number, which can be found in the PrismWeb
Manager.
a. Goto Products > Catalogs.
b. Click Edit next to the package catalog that you sent from PrismCore.
c. The package ID number is the catalog ID number in the right column,
under the Link to this catalog information.
Link to this catalog

Copy and paste the following code into
any include file to provide a link for
users to jump directly to this catalog.

<a href="shep_product_list.asp?
cataleg_name=0XBwbGUgTWFjQmSvayBD
b2 1wedXRIciBQYWHNrWdl&catalog_id=223">
Apple MacBook Computer Package</a=>

d. Inthis example, the link code contains catalog_id=223, so the link to the
package would look like this:
<a href="shop_package.asp?packageID=223">Link Text or Image</a>

16. Test your link on staging to verify it is working correctly, then deploy to your live
site.
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Site Variables File

There is a file in the Includes folder of your site called site_variables.asp. This file allows
you to edit variables for the name of your university/school, phone number, etc. The
values set in the site_variables.asp file will be used in many locations on your website.
For example, if your phone number changes in the future, you can change the number in
one location and it will change it on the entire site.

1. Log into your staging website with an HTML editor (see Logging into Your
Staging Website in the Site Design section of this manual for additional
information).

2. Double-click the Includes > site_variables.asp file to edit it.

3. Inthe code of site_variables.asp, you will see a list of variables that you can
change.

|| Web Site ||site_variables.asp

<body =

<3

PN

o

& university name = "My University"™
7 g_date = "2001"

10 '"Bookstore contact Info

12 g_phone_nurker = "800.510.3911"

13 g_fax_number = "266.372.1646"

14 g address = "4700 5. 19th Street™
15 g_location = "Lincoln, NE &2312"

16 g_email = "bookstorefbockstore.com”
17 manager_name = "John Smith"

20 %>

4. Change the text within the quotes for the variable you wish to change. For
example, if you want to change the name of your university/school, change the
text that says My University to the name of your school.

5. Save the file.

6. Verify that the changes you made in your HTML editor are working correctly by
opening your web browser and going to the page you edited.

7. If you are done with making changes to your site, you will need to deploy the
content to your live website. See Deploying Content in the Site Design section of
the manual for more information.
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About Content Blocks

This section contains additional information about content blocks that are included with
PrismWeb, how you can customize them, and additional content block sizes that are
available.

Content Block Sizes
There are two main sizes for content blocks:

e Large: defined by the block-twocol CSS class

e Small: defined by the block-onecol CSS class
Newer PrismWeb templates are responsively designed with a flexible layout. This allows
the website to be displayed optimally on whatever device it's being viewed (e.g., phone,
tablet, laptop, etc.). Because of this flexible layout, content blocks do not always appear
at the same size or in the same location on the page, depending on the size of the device
viewing the website. This is an important factor to remember when customizing your
homepage, but you can use the Large and Small sizes above to “suggest” a size for a
content block to the browser.

Additional Content Block Sizes

In addition to the standard Large and Small content block sizes, there are two additional
sizes pre-defined in newer PrismWeb templates:
¢ Slideshow: if your homepage has a slideshow, it may be configured to be larger
than the Large size
e Advertising: if your homepage has some ads for vendors, you can put those ad
blocks in a special advertising area, which will reduce the size of the those
blocks
Note: More information about using these additional content block sizes can be found
in the Appendix.

Creating Content Blocks
1. Log into your staging website through your HTML editor.
2. In the Outerweb folder, there is a file called o_site_blank.asp. Right-click this file
and choose Copy.
3. Right-click the Outerweb folder and select Paste.
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The copied file will be added at the very bottom of the Outerweb folder as
o_site_blank_copy(1).asp. Right-click o_site_blank_copy(1).asp and select
Rename.

QJ o_site_terms_of _use.asp

@) o_swap_buytext.asp

‘Mj 0_swap_maintext,asp

Qj o_swap_selltext.asp

gbj o_textbook_adoptions.asp
@) o_site_blank_copy(1).asp

Rename the file by prefixing the name of your block with “o_block_". For
example, if you were creating a Store Hours block, you might rename the file
o_block_store_hours.asp.

Double-click the file to edit it.

Tip: You should never edit the o_site_blank.asp file, only a copy. You never know
when you might want to create another new content block.

In the Code view, delete all the existing code in the file, so it is now completely
blank.

(4l Web Site || o_block_store_hours.asp b4

kg;><3r.a:1>-<%=strIitle%)—(_.-‘spa:1><_.-'h1>
<diy class="hr"»g<hr (< /div>

Cdpesign Bsplit ElCode  « !

Enter all of the content (text, images, etc.) you would like in the content block.
Tips: Some recommendations for building content blocks:
e If youinclude an image in a content block, make sure it fits well -
resize it in Photoshop or another image editor if necessary.
e For consistency, include a heading at the top of each content block -
a Heading 3 works well.
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X

|4 Web Site || o_block_store_hours.asp*
E| <body>= |I|

<h3>Store Hours</h3>
<p>Monday-Friday: E8:00am - 5:00pm<br>
Saturday: 12:00pm - &:00pm<br>
Sunday: Closed</p>

(2 R Ry

Store Hours

Monday-Friday: 8:00am - 5:00pm
Saturday: 12:00pm - 6:00pm
Sunday: Closed

CdDesign Bsplit Bl Code | + }

9. Inthe Code view, add an opening <div> tag at the very beginning of your code,
and a closing </div> tag at the very end of your code.

4] Web site || o_block_store_hours.asp™ >

q <diy class="block-ocnecocl">
<h3>Store Hours</h3»

<prMonday-Friday: 8:00am - 5:00pm<brs
Saturday: 12:00pm - &:00pm<brs>

Sunday: Closed</p>
</divs

Etore Hours

AL | T d = QN0 kT

If you want to create a Small content block, use the following code:
<div class="block-onecol">
The rest of your code goes here
</div>
If you want to create a Large content block, use the following code:
<div class="block-twocol">
The rest of your code goes here
</div>
Tip: Feel free to add blank lines or indent the code to make it easier to read. Any
whitespace you add in the code will be ignored.
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10. Save the file.

11. In the root (top-level) folder of your staging site, open the default.asp file.

12. Decide where you want the content block to go on the page — the blocks on the
page are displayed in the order they are listed in the code in default.asp. Each
content block is loaded with a line of code that begins with: <!-- #INCLUDE...

Add a new #INCLUDE line where you want the block to be loaded. For the store
hours block example, the code would be:

<!-- #INCLUDE FILE="outerweb/o_block_store_hours.asp" -->
Change o_block_store_hours.asp to whatever your block is named.
Tip: Feel free to add blank lines or indent the code to make it easier to read. Any
whitespace you add in the code will be ignored.

[,_nj Web site ”o_block_store_hours.asp \\{default.asp* x

<& name="content"></ar

m

<%

block_title "Departments”

block_width 1

£ ad
CdDesign Blsplit ElCode  « ’

13. Save the file.

14. Verify that block is loading correctly by opening the homepage of your staging
website in your browser.
Note: If you already have the page open in your web browser, you will need to
refresh the page in your browser.

If you are done with making changes to your site, you will need to deploy the content to
your live website.

Included Content Blocks

This section details all of the available content blocks that are built-in to PrismWeb and
are included with site templates.
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Find Your Books

This block lets students build their course list on your homepage, and then click a button
to get the books for all their courses. It can be added to your homepage with the
following line of code:

<!-- #INCLUDE VIRTUAL="/innerweb/v3.1/i_home_textbook_express.asp" -->

&) FIND YOUR BOOKS

The fastest way to get the books
you need for all your courses!

Select Your Courses

There are currently no courses
added to your list.

Buyback
This block shows a button to quickly access the buyback page of the website. It usually
shows up automatically if you have the buyback function enabled on the site, or you can
add it to your homepage with the following line of code:

<!-- #INCLUDE VIRTUAL="/innerweb/v3.1/i_home_buyback.asp” -->

(21 TEXTBOOK BUYBACK

Get the most cash right now at
WebPRISM 3 and help make more
used books available to My
University students!

Check Buyback Prices

Pre-Orders

This block shows a button to quickly access the pre-order (reserve) page of the website.
It usually shows up automatically if you have pre-orders enabled on the site, or you can
add it to your homepage with the following line of code:

<!-- #INCLUDE VIRTUAL="/innerweb/v3.1/i_home_reserve.asp" -->

RESERVE YOUR TEXTBOOKS

Reserve your textbooks here and save! Request used
books to save even more.
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Departments

This block shows a list of links of the catalog groups you have on your website. It can
be added to your homepage with the following line of code:
<!-- #INCLUDE VIRTUAL="/innerweb/v3.1/i_home_departments.asp" -->

W DEPARTMENTS

Children Gifts

General Merchandise Graduation

Miscellaneous General Books

Men's Apparel Women's Apparel
Featured Items

This block shows products that are in the site’s ‘featured’ catalog. It usually shows up
automatically if the ‘featured’ catalog is present on the website. The code to add it to
your homepage is:

<!-- #INCLUDE VIRTUAL="/innerweb/v3.1/i_home_featureditem.asp" -->
FEATURED ITEMS

Ashworth Solid Columbia Sharp Lsl

Pique Shirt

View more Featured View more Featured it
Items » Items »

Best Sellers / Popular Items
This block shows the best-selling products on the website. It usually shows up

automatically after there are enough sales, or it can be added to your homepage with the
following line of code:
<!-- #INCLUDE VIRTUAL="/innerweb/v3.1/i_home_bestsellers.asp" -->

BEST SELLERS
Antigua L Hoody Antigua L Rhythm
Gar Short
View more Women's View more Women's
Sweats » Shorts/Pants »
»
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Welcome Message
This block can show a welcome message to visitors on your homepage. It can be added

with the following line of code:
<!-- #INCLUDE FILE="outerweb/o_home_info.asp" -->

Welcome

WebPRISM 3 online is your place for My University textbooks,
gear and supplies. Buy or sell used and new textbooks, find
My University gear, and purchase software and gifts - all
online. Learn more about our store and our promise of high
quality and excellent service here.

Slideshow

This block can show a rotating slideshow of images on your homepage. It can be added
with the following line of code:
<!-- #INCLUDE FILE="slideshow/slideshow.asp" -->

Social Network Feed
This block can show posts from your bookstore’s Twitter, Facebook, or other social

networking account. It can be added with the following line of code:
<!-- #INCLUDE FILE="outerweb/o_twitter_feed.asp" -->

FOLLOW US ON TWITTER

o Nebraska Book Co. @NebraskaBookCo 10 Mar
We're excited about all the activity in booth 3930, but we
4 want to see YOU! #NBCCAMEX14 #CAMEXshow
facebook.comv/photo.php?v=61...
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Customizing Built-in Content Blocks

Many of the content blocks included with PrismWeb are innerweb files, i.e., files that you
cannot directly edit through an HTML editor. While you can't directly edit these content
blocks, you can customize certain aspects of them by setting your own values on some

ASP variables.
Variable Purpose Values Applies to
block_title Set your own title for a block | Any string | Any innerweb block
block_width Specify whether a block is Tor2 Any innerweb block
Small (.block-onecol) or
Large (.block_twocol)
block_max_items | Specify the maximum 1-10 Featured Items and
number of items to display in Popular Items
a block blocks only

About Content Blocks

You can customize a block by adding these variables in a block of ASP code
(surrounded by <% and %> ), immediately before the #INCLUDE for the content block you
want to customize.

<%

block title = "Our Hottest New Products™
block width = 2

block max_items = 10

>

Additional Content Block Sizes

In addition to the standard Large and Small content block sizes, there are two additional
sizes pre-defined in newer PrismWeb templates:
¢ Slideshow: if your homepage has a slideshow, it may be configured to be larger
than the Large size
e Advertising: if your homepage has some ads for vendors, you can put those ad
blocks in a special advertising area, which will reduce the size of those blocks
Advertisement blocks can be built just like any other content block, but if the #INCLUDE
statements for those blocks are placed within a special vendor <div>, they will be
reduced in size, slightly.

gl 2zes TUENLOE
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About Editing CSS

Cascading Style Sheets (CSS) is a language used to separate design elements from the
markup of a web page. For example, your content may reside in the o_site_about_us.asp
page, but the code that tells the page the way the font color and font size is displayed
resides in the CSS file.

There are CSS files located in the Includes folder, and there are also some innerweb CSS
files that you can't edit. However, the innerweb CSS files may be overridden with rules
you add to a CSS file in the Includes folder.

Because CSS is code, you must use an HTML editor such as Microsoft SharePoint
Designer 2007, Microsoft Expression Web, or another program to edit CSS files.

For further information on CSS, visit the World Wide Web Consortium website at
http://www.w3.org/Style/CSS/.

Recommended Tools

Although you will be making edits to your website's CSS code with an HTML editor, there
are some very useful browser-based tools to make finding and manipulating CSS code
much easier and more efficient. If you want to make edits to your site’s CSS code it is
recommended that you utilize one of the tools below:

e Google Chrome developer tools

e Mozilla Firefox developer tools
Both of these developer tools are built into the Google Chrome and Mozilla Firefox web
browsers. You can access these tools in the same way. First, open your website in the
browser. Next, right-click an element on your webpage and select Inspect Element.
For editing CSS, most of the time you will work in the Inspector or Elements tabs of the
developer tools. This tab shows you both the HTML source code for the page and the
CSS styles affecting whatever element you have selected on the page or code.
You can make changes to the code in the developer tools window. This will show you an
immediate preview of your changes on the webpage. Making changes in the developer
tools does not actually make changes to your site. If you reload or navigate away from
the page you are on, the changes you made will disappear.
The developer tools will also tell you line numbers and file names for CSS rules. So, if
you make a change in the developer tools that you want to keep, you can quickly find
what line and in what file that rule is on, so you can make the change for real.

Workflow for Editing CSS Code

1. Open your staging website in either Google Chrome or Firefox.

2. Select the element on your webpage in Chrome or Firefox developer tools, using
the inspector or by selecting the element in the HTML source.

3. Find the CSS property you wish to modify.
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4. Change the CSS property value to preview your changes in your browser.
5. Once you have the preview the way you want, you will need to edit the
appropriate CSS file in your HTML editor:

e If the CSS selector (class, ID, or element) are present in one of the CSS files in
your Includes folder, open the appropriate file and make the change.

e If the CSS selector or the specific property you wish to change is not present
in one of the CSS files in your Includes folder, i.e., it is an innerweb CSS file,
then add that CSS selector and attribute to the styles.css file in your Includes
folder. Any changes you make to the styles.css file will override the master
CSS files.

Note: If you are using an older PrismWeb template and do not have a
styles.css file in your Includes folder, most likely you will have a
customize.css file — make the changes in that file instead.

6. Save the CSS file.

7. Reload the webpage in your browser and verify the new CSS code is displaying
correctly.

8. If you are finished making changes to your staging site, deploy your CSS changes
to the live website.
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Privacy Policies

The California Online Privacy Protection Act (OPPA) became effective on July 1, 2004,
and is the first state law in the nation to require owners of commercial websites or
online services to post a privacy policy. OPPA’s reach extends beyond California’s
borders to require any person or company in the United States that operates a website
that collects personally identifiable information from California consumers to post a
conspicuous privacy policy on its website stating what information is collected and with
whom it is shared, and to comply with such policy. Those who do not comply with OPPA
risk civil suits for unfair business practices.

What does OPPA mean for NBC bookstores?

Since PrismWeb websites collect personally identifiable information from customers
when the customer account is created and when orders are placed on the website, any
PrismWeb site that does business with customers in California is subject to the law. If
you do not currently have a conspicuous privacy policy posted on your website, you will
want to put one in place as soon as possible. If you do not have a privacy policy posted
and you are notified of noncompliance, you will have 30 days to correct the situation
before you are deemed in violation of OPPA.

What kind of information should be included in my privacy policy?
OPPA requires the following features in your privacy policy:
e Alist of the categories of personally identifiable information
e Alist of the categories of third parties with whom the operator may share such
personally identifiable information
e A description of the process (if any) by which the customer can review and
request changes to his or her personally identifiable information collected by the
operator
e A description of the process by which the operator notifies consumers of
material changes to the operator’s privacy policy
e The effective date of the privacy policy

Please refer to the next section for a Sample Privacy Policy. Feel free touseitas a
template when drafting your own privacy policy.
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Where on my website should | post my privacy policy?
OPPA requires that your privacy policy be posted in a conspicuous place. According to
OPPA, a privacy policy is conspicuously posted on a website when:

e The privacy policy displays on the homepage of the website; or

e The privacy policy is directly linked to the homepage via an icon that contains the
word “privacy,” and such icon displays in a color different from the background of
the homepage; or

e The privacy policy is linked to the homepage via a hypertext link that contains the
word “privacy,” is written in capital letters equal to or greater in size than the
surrounding text, is written in a type, font, or color that contrasts with the
surrounding text of the same size, or is otherwise distinguishable from
surrounding text on the homepage.

Options for posting your privacy policy therefore include:
e Placing the privacy policy directly on the storefront page; or
e Placing a link to the privacy policy in your bottom navigational area; or
e Placing a link to the privacy policy in your right navigational bar, or in any other
prominent place on the storefront page.

Much of this information was taken from the Cooley Godward LLP website explaining the California Online
Privacy Protection Act (http://www.cooley.com/news/alerts.aspx?ID=38606820).

To view the California Online Privacy Protection Act of 2003 in its entirety, please visit:
http://www.leginfo.ca.gov/cqgi-bin/displaycode?section=bpc&group=22001-23000&file=22575-22579.
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Sample Privacy Policy

General

NBC has established this policy and is providing it to you so that you can understand the
manner in which we use your information and the efforts we use to protect it. We at NBC
are committed to protecting your online privacy.

Service Provider

Please note, NBC is a service provider. We provide hosting services to many different
college bookstores. This is an explanation of NBC’s privacy policy - it describes the
efforts that NBC goes to when collecting and managing your information. It does not
necessarily reflect the policies of individual bookstores that use NBC as a hosting
service. Please refer to the policy statements on the individual bookstore sites for more
information.

Personal Information

We recognize the need for consumers to control the use and management of personal
information. By personal information we mean information that can be used to identify
or contact an individual. This includes a first and last name, a physical address, an e-
mail address, or a phone number. In most cases, you can visit NBC’s web pages without
providing us with this type of information. (Exceptions to this are when you submit a
request that we contact you or you submit a question to our customer service
department.) If you do choose to provide us with personal information or if we receive
your information from one of our bookstore partners, we may transfer that information
within NBC or to agents or employees of our bookstore partners and/or third-party
service providers. We will only transfer the information to the extent necessary to
provide the requested information, service, or product to you. We do not sell or trade
your personal information to unrelated third parties and we do not utilize e-mail
marketing.

Automatic Information

Please note that NBC uses various technologies to collect information about types and
versions of Internet browsers used when accessing our Web servers. This information,
and information about Internet IP addresses, as well as date and time web pages are
visited are stored in various security and traffic logs. We review these logs, using
statistical analysis, in an effort to track and predict traffic patterns and estimate
resource needs. Unless we have been asked to identify technical problems or we
suspect either fraudulent behavior or illegal conduct we do not trace specific user
sessions.

Supplemental Technologies
If available, NBC’s Web servers may use cookies, session identifiers, JavaScript™, and
browser detection technology to provide consumers with a more pleasant online
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experience. Many browsers provide consumers with the ability to disable some or all of
these technologies. Disabling these technologies, especially in the case of JavaScript™
may prevent you from using some web pages.

Children

NBC serves the college bookstore industry and as such is not meant to attract children.
We do not intend to collect personal information from anyone we know to be under 13
years of age.

Security and Confidentiality

NBC takes reasonable steps to ensure that your personal information is protected. We
use industry standard Secure Sockets Layer (SSL) encryption when collecting and
transferring your data. Within our data center, we make use of multiple levels of
redundant firewalls and we use database encryption. Internally, we limit access to
personal information to those employees or agents who we believe have reasonable
need to use the information to provide products or services to you, or to perform their
jobs. NBC is a VeriSign™ Premier Partner and we utilize VeriSign™ SSL certificates where
SSL is required.

Third Parties

We partner with other third parties to provide various services and products. When a
user signs up for these services or products we may share personal information that is
necessary for the third party to provide the product or service to the consumer. NBC will
take reasonable steps to only provide personal information to third parties when
necessary and to ensure that these third parties are obligated to protect personal
information on NBC's behalf. It is also against NBC's policy to sell or trade personal
information collected online, without consumer consent. Note that, unless legally
required to do otherwise, NBC does not intend to transfer personal information to third
parties that are not bound to act on NBC’s behalf. If legally compelled to release
personal information to a third party, NBC may or may not notify customers of such
release. Notification will be at the discretion of NBC and will be based on the nature and
conditions surrounding the release of personal information.

Notifications

Consumer notifications may be performed by NBC directly, or by our bookstore partners.
When NBC performs a notification it will be sent to the e-mail address associated with
your account. NBC will send the e-mail but we cannot guarantee delivery. You are
responsible for providing a valid e-mail address and for updating it as your address
changes. NBC may, depending on the importance and urgency of the notification,
choose to contact you via telephone or postal mail. When doing so we will use the phone
number and/or address associated with your account or transaction.
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Modifications

Periodically NBC will make changes to this privacy policy. The History section, below,
summarizes those changes and includes the current policy effective date. NBC does not
make any effort to notify consumers of privacy policy changes. You may view the current
policy by returning to this website.

History

NBC first established a privacy policy in 2001. In August of 2003 it was completely
restructured and updated to look much as it does today. In June and July of 2004 the
policy was updated to include History and Notification sections as well as other wording
changes made for clarification purposes. The last change was made effective July 9,
2004.

Consent
By using NBC’s website you consent to the terms of our privacy policy. If you do not
agree to the terms of this policy, please stop using NBC's website immediately.

Contact
If you have any questions about this policy or would like additional information, you may
e-mail us at webhelp@nebook.com or contact us by postal mail at:

Nebraska Book Company
ATTN: Privacy Issues
4700 S. 19' St.

Lincoln, NE 68501
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