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INTEGRATION OVERVIEW 
Data is passed to and from VisualRATEX and eRATEX through a powerful XML-written integration process. 

There are two integration types: an upload processor (web update) and a download processor (web download). 

Products (General Merchandise, Textbooks/Courses, Tradebooks), inventory updates, modifiers (i.e. a price 

change, title change, author change, etc.), and order status updates are sent from VisualRATEX to eRATEX via 

web update; web orders and adoptions are sent from eRATEX to VisualRATEX via web download.  

 

 
 

The integration process looks at an AV.PARAMETER file called WEB.UPDATE to send product data to 

eRATEX. AV.PARAMETER WEB.UPDATE is configured with file and attribute names; whenever an attribute 

in the list is modified, an update is sent to eRATEX with the change: 
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AV.PARAMETER.MNT 

AvParameter Maintenance screen, WEB.UPDATE 

 

Attributes in this screen should NOT be modified by a VisualRATEX user; this screen is shown for 

informational purposes only.  
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WEB UPDATE 
The web update processor can be monitored any time in VisualRATEX by going to the following menu path: 

Admin > Web Store > Web Update.  

 

 
WEB.UPDATE.BAT 

Web Update screen 

 

Select the store number and click Monitor: 
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WEB.UPDATE.INQ 

Web Update screen 

 

In this screen, data can be monitored as it is being uploaded to eRATEX. The grid shows how many updates are 

new, how many are in process, how many errored, and the total number of updates. The Flag column will 

display an abbreviation of what is being uploaded: 

 

GC - Gift Card record 

GM - GM record 

SO - Sales Order record (order updates) 

TR - Tradebook record 

TX - Textbook record 

WC - Web Course record 

WE - Web Enrollment record 

WR  Web Rule record 

 

If a record fails to load to the site, click the Resubmit Failed Updates button to resend it to the site. To clear 

failed records, click Cleared Failed Updates. 
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If the processor does not appear to be running, you can restart the processor in the VR Scheduler. Please 

contact RBS if you feel that your processor is having performance issues. 

WEB DOWNLOAD 
From the Web Update screen, select Web Download and click Monitor:  

 

 
WEB.UPDATE.INQ 

Web Download screen 

 

In this screen, data can be monitored as it is being downloaded from eRATEX. The number of internet orders 

and Verba adoptions (pending course requests) that were downloaded display in the grid. 

 
I/O Errors are internet orders that did not convert to sales orders and are stuck in Internet Order Processing. 

As these internet orders are either converted or canceled, the I/O Error count will decrease. 

 

Click Update WEB.CATEGORY to download your category structure to VisualRATEX. The Last Update field is 

populated with the date the category structure was last downloaded.  

 

http://support.ratex.com/issuetrak/TrakHome.asp
http://support.ratex.com/issuetrak/TrakHome.asp
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Once downloaded, category web rules can be created; GM products can be linked to additional categories, and 

those items will load to eRATEX with that category association.  

MULTI-STORE FUNCTIONALITY 
Multi-store functionality is available with eRATEX and Order Fulfillment in the 37A .18 release of 

VisualRATEX. Multi-store functionality allows the bookstore to create web products in different stores in 

VisualRATEX and have those products available to purchase on one eRATEX web site. Also, the functionality 

allows web products to be fulfilled from multiple stores in Order Fulfillment.  

 

Multi-store requires specific parameter setup in VisualRATEX, which is explained in the next section.  

GUIDELINES/PREREQUISITES 
IMPORTANT! In order to use the multi-store functionality, these guidelines/prerequisites MUST be followed: 

 All web products must have the SAME price across ALL stores. This includes promotional pricing (PCDs) 

and rental pricing. One eRATEX site can support one product record with one price; multiple prices by 

store cannot be supported on one eRATEX site. IF a product in VisualRATEX had price A in store 1 and 

price B in store 2, the price that is updated last will be sent to eRATEX and displayed on the site. 

 Course requests MUST be unique across ALL stores. Courses with the exact same 

term/campus/dept/course/section, but a different store, cannot be supported on one eRATEX site 

because the data will be overwritten. Courses with different campuses or different sections (etc.) will 

display on the courselistbuilder page without issue.  

 Shipping methods MUST be used across ALL stores.  One eRATEX web site offers one set of shipping 

methods during checkout. Each shipping method must be available to use in every store selling 

products on eRATEX.  

If the above guidelines can be followed, multi-store can be set up and used in eRATEX and Order Fulfillment. 

PARAMETER SETUP 
To send web products from multiple stores to eRATEX, and to fulfill web products from multiple stores in 

Order Fulfillment, specific parameters must be defined in Web Store Maintenance. To access this screen, click 

Admin > Web Store > Web Store Maintenance in VisualRATEX. The following screen will appear: 
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WEB.STORE.MNT 

Webstore Maintenance screen 

 

This screen has been modified in 37A .18 to include several parameters for multi-store use. Each parameter is 

described in detail below. By default, the store lists and fulfillment priority lists will be pre-populated with your 

integration store (for example, store 1) so the integration will continue to work seamlessly with eRATEX. The 

bookstore can change the fulfillment preferences described below at their discretion.  

 

Virtual Warehouse -- This field should be pre-populated with "99"; it should NOT be changed to a different 

store and it should NOT be blank. If this field is blank, enter "99." For more information about the virtual 

warehouse, please see box.  
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GM Settings/TR Settings/TX Settings -- Multi-store preferences can be set by module. The bookstore may 

want general merchandise products to be sent to eRATEX or fulfilled by Order Fulfillment using a different set 

of stores than textbooks, or tradebooks.  

 

Fulfillment Preference -- The Fulfillment Preference is an indication of how items on sales orders will be 

fulfilled. Make a selection for each module. There are two options: split shipments or transfers. 

 

Split Shipments -- If split shipments is selected as the fulfillment preference, items will be fulfilled based on the 

inventory in the stores in the fulfillment priority store list. If an item cannot be fulfilled by the first fulfillment 

priority store, it will be put onto a separate shipment to be fulfilled by a subsequent fulfillment priority store, 

whichever store has adequate inventory to fulfill the items on the subsequent shipment. If adequate inventory 

is not available, the shipment will not be pickable.  

 

Transfers -- If transfers is selected as the fulfillment preference, all items will be fulfilled out of the eRATEX 

integration store (i.e., the store your web site is integrated with). If inventory is not available in the eRATEX 

integration store, inventory will be evaluated in the fulfillment priority store list. If adequate inventory is 

available in a fulfillment priority store, a pending transfer record will be created to transfer stock from the 

subsequent fulfillment priority store to the eRATEX integration store. Once the transfer has been fulfilled, the 

order will become pickable. If adequate inventory is not available, the shipment will not be pickable.  

What is a Virtual Warehouse, and why is it “99”?  
During the internet order to sales order (IO to SO) conversion, all products on the order 

are validated in VisualRATEX to ensure the products exist in the system. If the products do 

not exist in VisualRATEX, the internet order will not convert to a sales order.  

exists in the same store as the web store (i.e. if the web store is 1, the product must exist in 

store 1). If this criteria is met, the internet order converts to a sales order. Internet orders 

can only convert to sales orders if the item exists in the web store. 

This presents a unique challenge with the multi-store logic, because products can 

potentially exist in number of different stores (2, 3, 4, etc.), not the web store (1). The 

 are 

converted to sales orders, the virtual warehouse is dropped, the products are reassigned to 

the appropriate store, the inventory is committed, and the orders are ready to pick. 
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Store List - This is a list of stores used to send web product data from VisualRATEX to eRATEX via web 

update records. By default, the store lists will show the eRATEX integration store; additional stores can be 

added by pressing F4 and adding the store number. If a product exists in multiple stores, the inventory from 

each store will be summed on eRATEX. If web product data was created prior to the addition of a store, the 

web product data (GM/TR/TX) will need to be refreshed to eRATEX. Future additions/updates/deletions will 

be sent to eRATEX automatically via the integration. Removing a store from the store list will stop any web 

update records from being created for web products within that store; removing a store will not remove that 

store's web product data from eRATEX.  

 

Fulfillment Priority - This is a list of stores used to fulfill items (GM/TR/TX) on sales orders. By default, the 

fulfillment priority lists will show the eRATEX integration store as the primary fulfillment store; additional 

stores can be added by pressing F4 and adding the store number. The first store in the list is the main 

fulfillment priority store; it is evaluated first to see if adequate inventory is available to fulfill the items on a 

sales order. Depending on whether split shipments or transfers is selected as the fulfillment preference, if 

inventory is not available in the first store, the second store in the list is checked, then the third store is 

checked, and so on; a split shipment will occur or a pending transfer will be created if adequate inventory is 

available. Removing a store from the fulfillment priority list will remove it as a fulfillment option for items on 

sales orders.  

 

Once this information is properly defined, web product data will be uploaded to eRATEX or downloaded to 

Order Fulfillment. Please see the Order Fulfillment section for information regarding how to fulfill sales orders 

from multiple stores.  

 

The next section describes how to create and maintain web product data.  

WEB PRODUCT DATA CREATION AND MAINTENANCE 
Web product data must be created in VisualRATEX before it can be displayed on eRATEX. Once created 

properly, it will be uploaded to eRATEX through the integration process described above.  

 

Not all data is created or processed the same way. The following section will describe three main areas where 

data needs to be created and maintained for eRATEX: General Merchandise, Trade, and Text (including 

courses and adoptions).  

GENERAL MERCHANDISE (GM) 
General Merchandise (GM) can be a large part of an eRATEX web site. Apparel, University memorabilia, gifts, 

and class supplies are just a few product areas to consider adding to eRATEX. GM items can be added to 

eRATEX by creating SKUs in SKU Maintenance, and associating those SKUs with a Web ID.  
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SKUS 
Every GM product must be created in SKU Maintenance. Important fields to enter for each SKU are the SKU 

description, class, manufacturer, vendor, size, color, store, price, and weight. If a product has multiple 

variations, the color and size must be uniquely defined for each SKU.  

 

Once the SKUs have been created, they must be associated with a unique Webstore Product ID (Web ID). 

 

WEB IDS 
Every GM product needs a unique Webstore Product ID associated with it. Webstore Product IDs can be 

created one of two ways: in SKU Maintenance or in Web Store Product Maintenance.   

 

SKU MAINTENANCE 
In SKU Maintenance, press F9 in the Webstore ID field to create a new Webstore ID. (This will not work if the 

SKU is associated with a Color/Size Matrix). The Webstore Product Maintenance screen is explained in detail 

below.  

 

WEBSTORE PRODUCT MAINTENANCE 
Webstore Product Maintenance is a screen where GM Webstore IDs are created and maintained. A Web ID 

can have a web product name, a short description, a long description, and other criteria that will be applicable 

to all of the corresponding SKUs that have varying sizes, colors, etc.  
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GM.WEB.MNT 

Webstore Product Maintenance screen 

 

SKUs MUST be associated with a Web ID in order to be sent to the web. To add a SKU to the SKU/Variant 

grid, enter the SKU number or perform a word search to find the SKU. Press F9 to call a GM Selection screen 

to easily search for SKUs.  

 

 
 

AVAILABLE ONLINE LOGIC 
 

Tip:   

 

Web IDs must NEVER be left blank. To associate a SKU 

with a different web ID, delete the original web ID, and 

put the product on the new web ID.  
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SKU association with a Web ID drives whether or not GM products are sent to eRATEX. Once a Web ID with 

 

 

The Available Online flag can be set by store, so those with multiple web sites can choose whether they want 

the product to be available in certain stores: 

 

 
 

If a SKU is removed from a Web ID, the SKU is removed (deleted) from eRATEX. 

 

If an entire Web ID is deleted, all SKUs are removed (deleted) from eRATEX.  

GIFT CARDS 
Gift cards have a few additional setup requirements in order to be sold in eRATEX. There are two ways to set 

Each method is explained below.  

 

GIFT CARD SKU SETUP 
Gift card SKUs must be defined in SKU Maintenance. The SKU must be set up in a specific way for Order 

 

 

Auto Fees - 

in Auto Fee Maintenance, located at GM > Database > Maintenance > Auto Fee Maintenance. The name of the 

Auto Fee needs to be your gift card fee letter [dot] 

 

 

Gift Card Fee Code Description - 

or else it will not be recognized properly in Order Fulfillment. If the description needs to be changed, change it 
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in POS-PM-11-3 and import it to VisualRATEX using the following menu path: Sales > Utilities > Sales Fee 

Maintenance.  

 

Gift Card Fee Code Definitions - Next, AV.PARAMETER GIFT.CARD.FEE.CODE must be defined with the 

Auto Fee that was created and assigned to your gift cards (ex. G.1). Order Fulfillment will recognize any fee 

codes that are entered here as gift cards. 

 

Gift Card Fee Code Classes - Next, AV.PARAMETER CLASS.FEE must be defined with the gift card fee 

 taxable and non-taxable. 

 

One this information is defined, the gift card setup is complete. 

 

“CUSTOMERS ENTER THEIR OWN PRICE” 
Customers can enter their own price for a gift card in eRATEX.  To do this, a gift card SKU must be set up in 

VisualRATEX with a price of 0.00, and the SKU must be associated to a web ID to send the product to 

eRATEX.  

 

In the eRATEX Admin, there is a prompt at the variant-

Yes to have the customer enter the price of the gift card. A price prompt can also be defined, as shown below: 
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Learn more about the gift card fulfillment process in the Order Fulfillment section.  

 

FEES 
In the 37A .18 release of VisualRATEX, fees can be applied to GM items in eRATEX and Order Fulfillment.  

An example of a fee is a recycling fee for electronics like computer monitors, or an additional charge for 

personalized apparel.  

 

To apply a fee to a GM item, an auto fee with a dollar value must be associated with the SKU record: 

 

 
GM.SKU.MNT 

GM SKU Maintenance screen, Auto Fee 

 

Auto Fees are created in Auto Fee Maintenance, located at GM > Database > Maintenance > Auto Fee 

Maintenance. The name of the Auto Fee can be anything. The POS Fee Code field must be a fee code used in 

POS. Fee Amount should be the amount of the fee (ex. 10.00).   
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In eRATEX, the fee will be treated as a separate line item. If a customer purchases an item that has a fee, they 

will see the fee when the item is added to their shopping cart, as shown below: 

 

 
 

 
 

Learn more about the fee fulfillment process in the Order Fulfillment section.  

 

TRADEBOOKS (TR) 
to display on eRATEX, 

a few steps are required to set up the data. 

 

ISBNS 
Every Trade product must be created in Tradebook Maintenance. Important fields to enter for each ISBN are 

author, title, publisher, vendor, volume, edition, copyright, binding, class, store, retail price, and weight.  

Tip:   
 
Fees are treated as “system products” in eRATEX. They cannot 
be searched for on the site or in the eRATEX Admin using normal 
searches. To add an image to a fee, search for “fee” in the 
eRATEX Admin using the Product Manager. The fee will be in 
the list of results. Click the fee and go to the Images tab to 
upload an image. 
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AVAILABLE ONLINE LOGIC 

sent to the 

unpublished from eRATEX.  

 

TEXTBOOKS (TX) & COURSES 
Textbooks (TX) can potentially be the largest part and driving force on eRATEX. Course and textbook data can 

be sent from VisualRATEX to eRATEX to be viewed & purchased online. 

 

There are a number of components that drive how course and textbook data is sent and viewed in eRATEX. 

Each component is described below. Textbook data will be described first, and then course data.  

 

TEXTBOOKS - ISBNS 
Every textbook must be created in Textbook Maintenance. Important fields to enter for each ISBN are author, 

title, publisher, vendor, volume, edition, copyright, binding, class, store, retail price, and weight.  

 

Textbook records must be created before creating course requests.  

 

AVAILABLE ONLINE LOGIC 
 one for the New book and one for the Used book. By default, the 

TEX automatically when it is created in VisualRATEX. The textbook does 

not have to be linked to a course request for it to be uploaded to eRATEX. The Available Online flag can be 

unpublished from eRATEX. 

 

COURSES - TERMS 
In VisualRATEX, course data is sent to eRATEX based on a set of terms defined in Text Parameter 

Maintenance, Term tab: 
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Courses created for any term listed here will be sent to eRATEX. This term list MUST be kept up to date. If it is 

not kept up to date, course data will not be sent to eRATEX once the list of terms expires.  

 

COURSES – CREATION & MAINTENANCE 
 

IN VISUALRATEX 
In VisualRATEX, courses are created and maintained in the Enter/Maintain Course Requests screen, located at 

Text > Course Requests > Enter/Maintain Course Requests. 

 

As soon as a course request is created and saved, the course information is sent to eRATEX (assuming it is a 

course created for a term specified in Text Parameter Maintenance, as explained above) and is displayed on the 

Course Selection page and Book List page in eRATEX. 

 

IN ERATEX 
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The Course Selection page displays selection boxes for campus, term, department, course, and section. Students 

can select the applicable data to select a course. One selected, the course will display on the right side of the 

screen, as shown:  

 

 
eRATEX 

Courselist Builder page 
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ill display the Book List page. This page that shows course data for the course that 

the student selected, including all books associated with that course: 

 

 
eRATEX 

Book List page 

 

The student can select which books they want to add to their cart and check out. (Tip: The Checkout process 

will be described in another part of this document  coming soon.) 

 

If the course is modified in VisualRATEX (i.e. a book is added to the course), the course is updated 

appropriately in eRATEX and the Book List page.  

 

COURSES – DELETIONS 
In VisualRATEX, if a book is removed from a course request, the book is removed from the Book List page in 

eRATEX.  If an entire course is deleted in VisualRATEX, the course information is removed from the Book List 

page in eRATEX. 
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INVENTORY SETTINGS 
Product inventory is sent to eRATEX on a near real-time basis. The inventory level shown in VisualRATEX for 

a text, trade, or general merchandise product is the inventory level shown in eRATEX.  

 

 
 

P

RATEX.PurchaseThreshold which can be applied to all products. Two additional purchase threshold settings 

can be defined in VisualRATEX which will override the eRATEX Admin purchase threshold setting. 

 

INVENTORY WEB RULE 
An inventory web rule can be created in VisualRATEX for a class of items; this setting will override the default 

purchase threshold in eRATEX.  

 

To create an inventory web rule in VisualRATEX, go to Admin > Web Store > Web Rule Maintenance. In the 

Class.Store field at the top of the screen, enter a CLASS.STORE combination. For example, if the Sweatshirt 

class is 1500 and the Store is 1, enter 1500.1 in the field and press Enter. 

 

 
 

Select Yes to create a new item.  

 

Tip:   

 

If using the multi-store logic, product inventory is 

in Web Store Maintenance. For example, if store 1 

has 10 on hand, store 2 has 20 on hand, and store 3 

has 30 on hand, eRATEX would have 60 on hand.  
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In the Context field, type VARIANT and press Enter or Tab. Select 

HideVariantsWithLessThanThisInventoryLevel for the Field selection and press OK. In the Value field, enter 

the product threshold for the class of items. Press F10 to save. 

 

OUT OF STOCK VALUE  
An out of stock value can be assigned to specific ISBNS/SKUs in VisualRATEX; this setting will override the 

default purchase threshold in eRATEX, and the inventory web rule, if defined.  

 

To assign an out of stock value to a product, open the product in Textbook Maintenance, Tradebook 

Maintenance, or SKU Maintenance.  Go to the Store Information tab (Text/Trade) or Web Information tab 

(GM) and enter a value in the Out of Stock column. Press F10 to save.  

 

REFRESHING WEB DATA 
Web data may need to be manually refreshed to eRATEX. If there is an integration failure, or web update 

creation failure, products may need to be manually refreshed to eRATEX.  

 

To refresh data, go to Admin > Web Store > Refresh Web Data. The following screen will display:  
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WEB.REFRESH.BAT 

Web Refresh screen 

 

Select an Area to Refresh. You can select one of the following files: 

 

GM.WEB - GM Web File  

POS.GST - Gift Card File  

SALES.ORDER - Sales Order File (for order updates)  

TAX.LOCALITY - Tax Locality File (this is not currently supported)  

TR.TMF - Trade Title Master File  

TX.CEF - Course Enrollments File  

TX.CRF - Course Request File  

TX.TMF - Text Title Master File  

WEB.RULES - Web Rules File  

 

Data in these files will be refreshed to your web site if they meet certain criteria. For example, only tradebooks 

that have an Available Online of "Y" will be refreshed to the web. 
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Term to Refresh is a required field in order to refresh the TX.CRF or TX.CEF. If a bookstore has more than 

one eRATEX site, data can be sent by Store. 

 

A list of data can be refreshed to eRATEX instead of an entire file of data. To refresh a list, create the list at TCL 

or using the Save List Maintenance screen. Select the List radio button and enter the list name in the List Name 

field. The List(s) grid will populate with the data in the list. 

 

When finished selecting the data to refresh, click the Load button. The data will be analyzed and the number of 

items that will be refreshed to the web will display in the Web Updates field. 

 

Click the Refresh button to refresh the items to eRATEX. An Information box will display the number of web 

update records that were created: 

 

 
 

Depending on the number of updates being sent, it could take a few seconds to a few minutes to a few hours for 

the data to be sent to eRATEX. 
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ERATEX ADMINISTRATION 
Web product data is maintained in the eRATEX Admin, located at 

http://www.yourwebsitename.com/ASPDNSF_ADMIN: 

 

 
eRATEX Admin 

Home 

 

A login and Admin privileges are required in order to access the Admin area of eRATEX. 

 

Admin, an Administrator can create categories, publish/unpublish web products, upload images, create page-

specific content, view orders, create and maintain customer data, and much more. The next several pages of 

this document will discuss these various functions of eRATEX.  

 

CONFIGURATION WIZARD 
The Configuration Wizard is home to many important setup features & configuration in eRATEX. The 

bookstore name, domain, origin zip code, and default currency are a few basic fields that must be defined here. 

More advanced setup for payment methods, a payment gateway, and e-mail can also be defined here.  

 

http://www.yourwebsitename.com/ASPDNSF_ADMIN


 

 

27 
© Copyright 2014 RATEX Business Solutions, Inc. 

PAYMENT METHODS 
eRATEX supports four payment methods: Credit Card, AR Charge, Student/Campus Charge, and Department 

to the payment method: 

 

 
 

Each payment method configuration is described below. Once the payment methods are configured, click the 

check box to display the payment method on the Checkout Payment page, so a customer can make their 

payment method selection when they place an order on eRATEX.  

 

CREDIT CARD CONFIGURATION 
Credit card is the most obvious configuration choice. There are several parameters that can be defined here: 
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The Transaction Mode should always be Auth. When a web order is placed, the full amount or partial amount 

will be authorized, and a charge/settlement will occur when the order ships/closes in Order Fulfillment.  

 

eRATEX does not use the Store Credit Cards, Validate Card Numbers, or 3DSecure Card Types parameters 

because eRATEX does not store credit card data; all credit card data is processed by the CyberSource Business 

Center. The Partial Auth parameters control the authing logic. Authorize Using New Textbook Price will 

auth for the new textbook price if a used textbook is ordered and the substitution preference is Yes. This can 

only be used for full auths.  

 

Click the Save and Close button to save the changes to the credit card configuration setup. 

 

AR CHARGE CONFIGURATION 
The Accounts Receivable (AR) module in VisualRATEX can be used as a payment method in eRATEX. A 

student can select AR during checkout, and the resulting sales order in Order Fulfillment will be charged 

one scholarship/grant per web order. A scholarship/grant and the available credit balance cannot be used on 

the same web order.  

 

 
 

If the AR account numbers are a specific alphanumeric length, define a mask in AR Charge Mask.  

 

The remaining parameters are for scholarship/grant information. Show Scholarship will show scholarship 

fields to the student during checkout. Scholarship Required will require a scholarship to be entered in order to 

proceed with the checkout. Scholarship Mask will validate the scholarship, if entered manually. Scholarship 

List will allow the student to select a scholarship from a dropdown, or manually enter a scholarship. To display 

the scholarships in a dropdown, enter the scholarships as 
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a blank field will display. The student can enter a scholarship name which can be validated by the Scholarship 

Mask.  

 

Click the Save and Close button to save the changes to the AR Charge configuration setup. 

 

STUDENT / CAMPUS CARD CONFIGURATION 
Student cards can be offered as a payment method in eRATEX.  

 

 
 

The majority of the student card functionality/logic takes place in Order Fulfillment/POS*Liberty, but in 

eRATEX, you can set up a Student / Campus Card Mask to ensure that the correct card length is entered 

during the checkout process. Student card funds are not validated in eRATEX; the student card is validated 

when the web order is downloaded to Order Fulfillment.   

 

Click the Save and Close button to save the changes to the Student / Campus Card configuration setup. 

 

DEPARTMENT CHARGE CONFIGURATION 
Department charges are similar to AR charges; instead of a student placing an order, a department is placing an 

order.  

 

 
 

If the department charge account numbers are a specific alphanumeric length, define a mask in Department 

Charge Mask.  

 

Authorized User Email List will only allow those with e-mail addresses defined here to place department 

charge orders. Department charge orders may not need to charge sales tax. If this is the case, set Charge No 

Tax On Orders to Yes.  
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Click the Save and Close button to save the changes to the Department Charge configuration setup. 

 

PAYMENT PROCESSING SOLUTIONS 
eRATEX supports three payment gateways for credit card processing: CyberSource, Moneris, and TouchNet. 

CyberSource and TouchNet are the payment gateways used by US customers. Moneris is the payment gateway 

used by Canadian customers.  Each payment gateway has a series of setup requirements for their respective 

Hosted Order Pages (HOP) and security files.  Please refer to Appendix A for CyberSource Setup, and 

Appendix B for Moneris Vault Setup. 

 

 
 

PAYMENT AUTHORIZATION OPTIONS  
For those bookstores accepting student cards and AR online, some additional options are available to 

authenticate students via an authentication service. Currently, OneCard and SAML/Shibboleth are supported; 

more options may be available in the future if the bookstore requests it. By default, these options are disabled.  

 

If your bookstore is interested in using an authorization service with student cards or AR charge, please contact 

RBS. 

 

 
 

CATEGORIES 
Web site categories must be created in the eRATEX Admin under Organization > Categories: 

 

mailto:vrsupport@ratex.com?subject=Authorization%20Options%20in%20eRATEX
mailto:vrsupport@ratex.com?subject=Authorization%20Options%20in%20eRATEX
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eRATEX Admin 

Categories 

 

To create a new category, click the green plus sign in the bottom left corner of the screen. Fill in the 

information in the Main tab; click Save and Close to save the category.  A category must be published in order 

to display on eRATEX. An Administrator can create as many categories and subcategories as necessary.  

 

 
 

PRODUCT ASSOCIATION  
Products can be associated with categories in two ways:  

 Exclusively on the web 

 In VisualRATEX 

Tip:   

The category/subcategory that will display the products on eRATEX needs 

to have the following XML Package selected:  

 

 entity.gridwithprices.xml.config 

 

Products will NOT display on eRATEX if this XML package is not selected.  
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IN ERATEX 
When products are uploaded to eRATEX, they can be mapped to a category by clicking a product to Add/Edit, 

and clicking the Mappings tab.  Products can be mapped to as many categories as necessary. Check the 

applicable categories and click the Update button at the bottom of the screen when finished.   

 

 
 

IN VISUALRATEX 
Instead of manually associating each product to a category as they upload to the web, the categories can be 

downloaded to VisualRATEX. In VisualRATEX, products can be associated to categories by creating a 

Category Web Rule.  

 

To download the categories to VisualRATEX, go to Admin > Web Store > Web Update, select Web Download, 

 

 

 
 

Click the UPDATE WEB.CATEGORY button to send an update to the web to download the categories to 

VisualRATEX.  

 

Once the categories have been downloaded to VisualRATEX, they can be assigned a Category Web Rule.  

 

CATEGORY WEB RULES 
To assign a category web rule in VisualRATEX, go to Admin > Web Store > Web Rule Maintenance. In the 

Class.Store field at the top of the screen, enter a CLASS.STORE combination. For example, if the Sweatshirt 

class is 1500 and the Store is 1, enter 1500.1 in the field and press Enter. 
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Select Yes to create a new item.  

 

 
 

In the Context field, type CATEGORY and press Enter or Tab. Select @XPath for the Field selection and press 

OK.  

 

 
 

In the Value column, press F9. The web categories will display in a pop-up box. Select which category to 

associate with the class and click OK.  
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WEB.RULE.MNT 

Webrule Maintenance screen 

 

If necessary, press F4 or  to add a line and associate the CLASS.STORE to another category. When 

finished, press F10 to save the record.  

 

ADDITIONAL CATEGORIES IN WEBSTORE PRODUCT MAINTENANCE 
Some specialty items on eRATEX may need to be associated to an additional category. For example, 

promotional items, holiday items, etc. may need to go in an additional category for a period of time.  A Web ID 

can be assigned to an additional category by opening the Web ID in GM Webstore Product Maintenance. In 

the bottom grid, enter the store number and press F9 in the Category column. The web categories will display 

in a pop up box. Select which category to associate with the web ID and click OK. Press F10 to save the record. 

An update will go to the web and the item will display in the additional category.  
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PRODUCTS 
As products are uploaded from VisualRATEX to eRATEX, they need to be reviewed, edited, mapped to a 

category, and published. Each step in this process is outlined below.  

 

REVIEWING/EDITING A PRODUCT 
To review/edit a product, search for it using the Search bar, the Product Manager, or find the product in the 

Category view in the Unpublished New Items category. Click the product to open it. When viewing a product, 

the following information will display: 

 

 
eRATEX 

Reviewing/Editing a Product 

 

There are several tabs of information. Each tab is briefly described below. For detailed information about each 

tab, please see ASPDOTNETSTOREFRONT http://manual.aspdotnetstorefront.com/p-960-

product-attributes.aspx  

 

Main 

http://manual.aspdotnetstorefront.com/p-960-product-attributes.aspx
http://manual.aspdotnetstorefront.com/p-960-product-attributes.aspx
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The Main tab shows basic information about the product, like the name, product type, manufacturer, SKU, and 

tax class. The Published Flag is also on this tab. By default, General Merchandise (GM) and Trade (TR) web 

products are NOT automatically published when they are uploaded to eRATEX. The products must be 

manually published by changing the Published radio button from No to Yes, as shown below:  

 

 
 

Textbooks are automatically published in eRATEX.  

 

To unpublish an item, change the Published radio button from Yes to No. 

 

Images 

The Images tab is where product images can be uploaded. For more information about uploading product 

 

 

Summary 

The Summary tab displays the short description of the product (GM) or the author (TX/TR) as defined in 

VisualRATEX. 

 

Description 

The Description tab displays the long description of the product (GM/TX/TR) as defined in VisualRATEX. 

 

Search Engine 

The Search Engine tab allows each product to have its own page title, keywords, description, and even alt text 

to help with Search Engine Optimization (SEO). For more information about SEO, please see 

http://manual.aspdotnetstorefront.com/p-1029-seo.aspx  

http://manual.aspdotnetstorefront.com/p-1029-seo.aspx
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Product Feeds 

The Product Feeds tab is an area to enter product descriptions used for export feeds.  

 

Mappings 

The Mappings tab is where products are mapped to categories. This is explained previously in the Categories 

section. 

 

Options 

 

 

Extension Data 

The Extension Data tab is used to enter misc text, notes, etc., about a product. Information entered here is not 

displayed anywhere on the site. 

 

PRODUCT IMAGES 
Every product on eRATEX should have at least one image assoicated with it.  Products can have up to 3 images: 

an icon (small) image, a medium image, and a large image. Images can be uploaded in one of two ways: using 

this Images tab, or using an FTP service. 

 

FTP 
Product images can be uploaded to the eRATEX Database via an FTP service. Images must be named a certain 

way in order for them to show properly on eRATEX. Images can be named by SKU (for GM SKU = Web ID) 

or by Product ID. Set eRATEX AppConfig UseSKUForProductImageName to Yes to use the SKU naming 

convention, or No to use the Product ID naming convention.  

 

Images can be uploaded into the icon, medium, and large image folders in the eRATEX database.  

 

ADMIN 
Product images can be uploaded in the eRATEX Admin. Each product has an Images tab to upload images. 

One benefit of using the eRATEX Admin interface is that the medium and icon images can be created 

automatically when the large image is uploaded. Various AppConfigs control the image sizes.  

 

The Multi-Image Manager allows multiple images to be uploaded for the same product. Up to 10 images can be 

uploaded per product.  
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Variant (SKU) images can be uploaded as well. Variant images are displayed on the site when a customer 

selects a specific color/size option from the dropdown. Variant images are also displayed in the shopping cart 

and in the product view on the Mobile application.   

 

 
eRATEX 

Product & Variant Images 

 

 
eRATEX 
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Product Images in the eRATEX Admin 

 

SHIPPING METHODS 
 

Shipping methods need to be set up in the eRATEX Admin so a customer can select a shipping method during 

the checkout process. There are a variety of shipping methods and rate calculations that are supported in 

eRATEX. 

 

SHIPPING METHOD SETUP 
First, decide which shipping methods to offer on eRATEX (UPS, FedEx, USPS, etc.) and define each method in 

the eRATEX Admin in the following menu location: Configuration > Shipping > Shipping Methods, as shown 

below: 

 

 
eRATEX 

Shipping Methods 

 

state(s) and 

be selected as well; selecting the country does NOT set all of the states/provinces within that country. For 

international shipping methods, Other (Non-  
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PICKUP METHOD SETUP 
-Store Pickup), 

additional information about the pickup method, as shown below: 

 

 
eRATEX 

Pickup Method Setup 

 

Fill in the fields for the Pickup method: 

 

VR Ship Method Name  Enter the name of the pickup method as defined in VisualRATEX.  

 

Show Pickup Contact Data  Select Yes to show pickup contact data when the pickup method is selected on 

the Shipping page, as shown below: 
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eRATEX 

Pickup Contact Data for Pickup Shipping Method 

 

Pickup contact data can be entered for the person who is going to pick up the order in the bookstore, for 

e-mail address in the fields. The pickup contact name and phone number will be sent down with the order on 

-mail address will be stored in eRATEX for e-mail communication that the order 

is ready for pickup.  

 

Default to Billing Address  Select Yes to default the cus -mail 

address as the pickup contact data.  

 

Pickup Address  enter the pickup address name, address, city, state, zip code, and country. This address will 

be used as the shipping address of the pickup order.  

 

Shipping Method screen.  

 

SHIPPING RATES 

go to the Rates page, or select Configuration > Shipping > Shipping Rates Table from the menu.  
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eRATEX 

Shipping Rates 

 

There are several rate options to choose from: Calculate Shipping by Weight or Total, Fixed Prices, Fixed 

Percentage of Total, Real Time Rates, Individual Item Shipping Costs, and Free Shipping.  Select which 

necessary rate information for the rate option.  

 

TIP: 

http://manual.aspdotnetstorefront.com/p-980-real-time-shipping-rates.aspx  

 

When the shipping method setup is complete in the eRATEX Admin, the same shipping methods must be 

defined in Order Fulfillment. 

 

FREE SHIPPING 
Free shipping can be offered in many ways in eRATEX. At the variant-level of every product, there is an option 

for Free Shipping: 

 

http://manual.aspdotnetstorefront.com/p-980-real-time-shipping-rates.aspx
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One option in the Coupon Setup is free shipping:  

 

 
 

Free shipping can be used for orders equal to or greater than a specific dollar amount by setting AppConfig 

FreeShippingThreshold: 

 

 
 

eBooks purchases are also given free shipping.  

 

If the above methods are used to offer free shipping on orders, it is not necessary to set up a free shipping 

method in the eRATEX Admin; a free shipping method is already created in eRATEX with an ID of 0 (zero). The 

 created in Order Fulfillment. 

 

SALES TAX 
Most products in eRATEX will need to charge some type of sales tax. Sales tax can be charged in a variety of 

ways in eRATEX.  

PRODUCT TAX CLASSES 
A product tax class is assigned to each product in eRATEX. The eRATEX Admin provides several default 

product tax classes, like Goods and Shipping.  The defaults can be used, or new product tax classes can be 

created. 

 

 
 

To create a new product tax class, click the ADD NEW button.  Enter the name of the new Product Tax Class, 

and if applicable, a tax code: 
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Click Submit to create the new product tax class.  

 

Once the product tax classes have been added, products can be assigned the tax classes. 

 

PRODUCT ASSOCIATION 
By default, all products uploaded to eRATEX are assigned a Product Tax Class of 1 (Goods).  To change the 

product tax class, edit a product and change the product tax class, as shown below: 

 

 
 

If many products need to use a different tax class, a web rule can be created in VisualRATEX to associated 

products to a tax class. 

 

TAX CLASS WEB RULES 
In VisualRATEX, a class web rule can be created to associate a class of products to a product tax class.  

 



 

 

45 
© Copyright 2014 RATEX Business Solutions, Inc. 

To assign a tax class web rule in VisualRATEX, go to Admin > Web Store > Web Rule Maintenance. In the 

Class.Store field at the top of the screen, enter a CLASS.STORE combination. For example, if the Sweatshirt 

class is 1500 and the Store is 1, enter 1500.1 in the field and press Enter. 

 

 
 

Select Yes to create a new item.  

 

 
 

In the Context field, type PRODUCT and press Enter or Tab. Select TaxClass/@ID for the Field selection and 

press OK. In the Value field, enter the ID of the product tax class, as shown below: 

 

 
 

When finished, press F10 to save the record. Updates will be sent to eRATEX to change the product tax class.  

 

TAX RATES 
Sales tax rates can be applied at three levels: country, state/province, and local/zip code. State/province is the 

most commonly used sales tax rates, but all three will be explained here. 

 

BY COUNTRY 
A country tax rate can be set up in the eRATEX Admin. To set up country tax rates, go to Configuration > 

Taxes > Edit Countries.  
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A list of countries will display. If necessary, a new country can be added so tax can be applied. To the right side 

of the screen, there is an area to specify the tax rates based on the product tax classes that were previously 

defined. To add a tax rate, click the Edit button and add the applicable rate to the applicable product tax class. 

Click Update to save the information.  

 

BY STATE/PROVINCE  
A state/province tax rate can be set up in the eRATEX Admin . To set up state/province tax rates, go to 

Configuration > Taxes > Edit States/Provinces.  

 

 
 

A list of states/provinces will display. If necessary, a new state/province can be added to tax can be applied. To 

add a tax rate, click the Edit button and add the applicable rate to the applicable product tax class. Click Update 

to save the information.   
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BY ZIP CODE 
A local/zip tax rate can be set up in the eRATEX Admin. To set up zip code tax rates, go to Configuration > 

Taxes > Tax Rates by Zip Code. 

 

 
 

Zip codes and rates need to be added manually. Click ADD NEW to enter a new zip code and tax rate. When 

the record is saved, the tax rate will be applied to the Goods product tax class.  

 

Click the Edit button and add the applicable rate to the applicable product tax class. Click Update to save the 

information.   

 

Once the sales tax rates have been defined in eRATEX, they must also be defined in Order Fulfillment.  

 

E-MAIL TYPES & SETTINGS 
All e-mail communication is sent from eRATEX. There are three different types of e-mails that can be 

configured and sent to customers or to an administrator, depending on your settings: 

 Receipt E-mail 

 Order Notification E-mail 

 Order Update E-mail 

o Shipped E-mail 

o Canceled E-mail 

o Credit Card Decline E-mail 

E-mail needs to be configured in the eRATEX Admin, and there are several XML packages and string resources 

that control how the e-mails are built & displayed.  

 

E-MAIL CONFIGURATION 
E-mail settings are configured in the eRATEX Admin under Configuration > Mailing Test: 
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eRATEX 

Mailing Test Wizard 

 

In this screen, specific e-mail parameters must be defined, like the mail server DNS, a username/password, the 

-mail address, and the XML packages used for each e-mail type. Once the settings are 

configured, the e- -

mails will be sent to the user who is logged into the eRATEX Admin. The New Order Notification e-mail will 

be sent to the e-mail address in  

 

Each e-mail type is explained below. 

 

RECEIPT E-MAIL 
A receipt e-mail is sent to a customer when they have successfully placed an order on eRATEX. The receipt 

summarizes their order information. An example of a receipt e-mail is below: 
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eRATEX 

Receipt E-mail Example 

 

The XML package that builds the receipt e-mail is notification.receipt.xml.config. The XML package can be 

modified to change certain properties of the e-mail, like font size, graphics, and color.  

 

STRING RESOURCES 
Parts of the e-mail can be changed by modifying string resources. Below is a list of string resources that pertain 

to the receipt e-mail: 

 

Common.cs.1  -mail: Receipt 

 

Common.cs.2  this controls the subject of the e-mail: {0} Receipt (TEST MODE), where {0} is the store name.  

 

Order.cs.71  this controls the text that displays below the common.cs.1 text: ***PLEASE PRINT RECEIPT 

OUT AND RETAIN IT FOR FUTURE REFERENCE*** 

 

ORDER NOTIFICATION E-MAIL 
An order notification e-mail can be sent to an administrator whenever an order is placed on eRATEX.  The 

order notification e-mail is a simple e-mail which has basic information about the order that was placed. An 

example of the order notification e-mail is below: 
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Order Notification E-mail Example 

 

The XML package that builds this e-mail is notification.adminneworder.xml.config . In the Mailing Test 

-mails to be sent. The e-mail address 

-mails.  

 

ORDER UPDATE E-MAIL 
An order update e-mail is sent to customers whenever their order is shipped or canceled during the Order 

Fulfillment process. The order update e-mail summarizes how many shipments are on the order, what was 

canceled, what was shipped, what is ready to be picked up (for in-store pickup orders), and what is processing. 

An example of the order update e-mail is below: 
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eRATEX 

Order Update E-mail Example 

 

The XML package that builds this e-mail is notification.orderupdate.xml.config.  

 

There are AppConfigs that control whether or not the order update e-mail is sent: 

 

SendShippedEMailToCustomer  -mails 

SendCanceledEMailToCustomer  -mails 

 

STRING RESOURCES 
Parts of the e-mail can be changed by modifying string resources. Below is a list of string resources that pertain 

to the order update e-mail: 

 

Orderupdate.1  this controls the e-mail subject: {0} Order {1} Status Update - where {0} is StoreName and {1} 

is order number 
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Notification.orderupdate.1  this controls the text at the beginning of the e-mail: Hi {0},  <br/><br/>  We just 

wanted to let you know that we've updated the status of your order {1}, placed on {2}.  <br/>  Please contact us if 

you have any questions about this order.  <br/><br/>  Thanks for shopping with us,  <br/>{3} Customer Service 

 where {0} is the customer first name, {1} is order number, {2} is order date, and {3} is StoreName 

 

Notification.orderupdate.2  this controls the text that appears immediately after the orderupdate.1 text: 

Please note: Replies to this e-mail will not be answered. If you require assistance please visit our website for 

contact information. 

 

Notification.orderupdate.3  this controls the text that appears for a split shipment order: Your order was split 

into multiple shipments for faster processing.  The shipments are shown below with the products in each 

shipment. 

 

Notification.orderupdate.4 - .7  these control the shipment statuses: 

 4  Ready to be picked up 

 5  Shipped on {0} via {1}, where {0} is ShipDate and {1} is Shipping Method 

 6  Canceled 

 7  Processing 

Notification.orderupdate.8  this controls the text that displays the shipment number and the shipment 

status: Shipment {0}: {1} 

 

Notification.orderupdate.9  this controls the text that displays the tracking number (if a tracking number 

was entered during the Order Fulfillment processing): Tracking number:  

 

Notification.orderupdate.10  this controls the text that displays in the HTML title tag of the e-mail: Order 

Status Update 

 

Notification.orderupdate.11  this controls the text that displays next to the internet order number: Order 

Number: 

 

CANCELATION STATUS CODES & MESSAGES 
When a sales order is canceled in Order Fulfillment, a cancel status code is selected. A cancelation e-mail is sent 

to the customer based on the cancel status code. In eRATEX 3.0, cancelation messages can be added to each 

cancel code and included in the order update e-mail. Additional cancel status codes can be created in Order 

Fulfillment based on the needs of the bookstore. 
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In VisualRATEX, cancel status codes are maintained using the following menu path: Order Fulfillment > 

Maintenance & Setup > Orders > Line Statuses: 

 

 
OF.ORDER.LINE.STATUS.MNT 

Order Line Status Maintenance screen 

 

To create a new cancel code, enter a code, typically 4 characters in length, in the Order Line Status ID field and 

press Enter; the user will be prompted to add a new record. The cancel code MUST begin wi
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For new cancel codes to display in the cancel window in Sales Order Maintenance, the codes must be added to 

a parameter file. In VisualRATEX, go to Admin > Parameters > AvParameter, select 

SALES.ORDER.CANCEL, and add the new code(s) to the list: 

 

 
AV.PARAMETER.MNT 

AvParameter Maintenance screen, SALES.ORDER.CANCEL 

 

There are two lists of codes: Information and Data1. Information 

ypically INPR 

sales orders).  

 

In the eRATEX Admin, cancel messages can be added to cancel codes by creating string resources. Go to 

Content > String Resource Mgr shipping.linestatus

results: 
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Click Edit next to a line status and modify the Value section. This is where the cancel message is maintained. 

Any text entered here will display on the order update e-mail when the code is selected in Order Fulfillment.  

 

To create a string resource for a new cancel code, click ADD NEW String. The name of the string resource 

 

 

CREDIT CARD DECLINE E-MAIL NOTIFICATIONS 
Logic has been added to eRATEX to send the customer  and the bookstore if necessary  e-mail notifications 

when a sales order fails to close due to a credit card decline.  

 

PARAMETER SETTINGS 
To send these e-mails, the following parameters must be defined in the Configuration Wizard, under the Credit 

Card Configuration:  
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Send Order Update on Card Decline  -mail when a credit card 

declines upon shipment close. 

Decline Status Codes  ich is the decline status code used for credit cards.  

Notify Admin on Card Decline  -mail to an administrator when a credit card 

declines upon shipment close. The e-mail will be sent to the e-

AppConfig. 

XML Package to use for Admin Notification  The XML package used to send the Admin notifications is 

notification.adminorderdecline.xml.config.  

 

STRING RESOURCES  
The following string resources have been added:  

 

notification.admin.declinesubject  This string resource will display the Admin email subject when using live 

transactions. 

notification.admin.declinesubjecttest - This string resource will display the Admin email subject when using 

test transactions. 

notification.orderupdate.shipmentdecline - This string resource will display a note next to the shipment 
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number on the Order Notification e-mail and in the Order History page. By default, it set to display "Credit 

card problems - Please contact Customer Service" in red. 

 

TOPICS 
The following topics have been added:  

 

OrderDeclineHeader  This topic displays at the top of the Order Notification e-mail and in the Order History 

page.  

 

CREDIT CARD DECLINE E-MAIL EXAMPLES 
Below are some examples of Credit Card decline e-mails, the first sent to a student, the second to an Admin: 
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OTHER FEATURES 
The eRATEX Admin has numerous other features and functionality. Some of these features are described 

below. For a complete list of features in eRATEX Admin, please refer to the AspDotNetStoreFront 

documentation located here. Please note that RBS does not support every single feature in the eRATEX Admin 

interface. If you have questions about an eRATEX Admin feature, please contact RBS. 

 

SALE PRICES 
Items on eRATEX can be put on sale: 

 

 
 

Sale prices must come from VisualRATEX by putting the item on a Price Change Directive (PCD) to change 

the price by a set amount for a set period of time. 

eRATEX Admin that can be edited, sale prices should NOT be manually entered in the eRATEX Admin. Due 

to the integration between VisualRATEX and eRATEX, any manual sale prices entered in the eRATEX Admin 

will be cleared when a product update is sent from VisualRATEX to eRATEX. Therefore, any sale prices must 

come from VisualRATEX in the form of a PCD.  

 

An on-  category level 

and at the product level. The prompt and text color are controlled by AppConfigs and can be changed: 

 

http://manual.aspdotnetstorefront.com/c-79-multistore.aspx
mailto:vrsupport@ratex.com?subject=Questions%20about%20eRATEX
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Admin_DefaultSalesPromptID  -- this AppConfig controls which on-sale prompt will display when a product 

ID number. Sale prompts are maintained at the following menu path in the eRATEX Admin: Configuration > 

Pricing & Promotions > Sale Prompts:  

 

 
 

 

 

OnSaleForTextColor  this AppConfig controls the text color of th

can be changed by entering a different color name or HTML color code.  

 

PERSONALIZATION 
Items on eRATEX can be personalized. To set up personalization, view a product in the eRATEX Admin. At 

the bottom of the Add/  

 

  
 

r views the product, they will see the 

Field Prompt and a box to enter the personalization, as shown below:  
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If personalization is turned on, text must be entered into the text box to add the item to the shopping cart.  

 

FEES 
Any GM item on eRATEX can be charged an additional fee. Personalized items (explained above) may need to 

charge an additional fee; in the state of California, all computers and electronics must be charged a recycle fee. 

A fee can be added to any GM SKU by creating a GM Auto Fee and assigning it to a SKU in SKU Maintenance, 

as shown below:  

 

 
 

Once assigned, the fee is sent to eRATEX automatically. When a customer adds an item with a fee to their 

shopping cart, the fee will display in the cart and throughout the checkout process, as shown below. An image 

can be uploaded for the fee by searching for the fee in the Product Manager, located under the Products > 

Product Manager menu. 

 



 

 

61 
© Copyright 2014 RATEX Business Solutions, Inc. 

  
 

COUPONS 
NOTE: Coupons are available in eRATEX 3.3 and prior. 

 

Coupon codes can be set up in the eRATEX Admin under Configuration > Pricing & Promotions > Coupons. 

The coupon can be applied to the order subtotal or to specific products. The coupon can be for a percentage 

amount off or dollar amount off. Coupons can also include free shipping, a minimum order amount, and they 

 

 

is successfully applied to an order, the discount is applied, and the discounted amount is sent to Order 

Fulfillment.  

 

QUANTITY DISCOUNTS 
Quantity discounts can also be set up in the eRATEX Admin under Configuration > Pricing & Promotions > 

Quantity Discounts. Quantity discounts give customers discounts for buying in bulk. For example, if a 

customer buys 2 of an item, they can get 25% off. If they buy 5, they can get 50% off, and so on. A Quantity 

Discount table can be created with as many low/high values and amount off values.  

 

PROMOTIONS 
NOTE: Promotions are available in eRATEX 4.1. 

 

Items in eRATEX can be put on promotion by using a promotions engine located under Configuration > 

Pricing & Promotions > Promotions.  
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eRATEX 

Promotions Engine 

 

Promotions can be defined in a number of new and exciting ways. For a full list of promotions features, please 

see the AspDotNetStoreFront documentation, located here: http://manual.aspdotnetstorefront.com/p-1581-

promotions.aspx  

 

ERATEX MENU 
 top right of the screen. This area is where all RBS-

made pages/functionality reside. The following section describes each screen under the eRATEX menu. Please 

read everything carefully, as there is a lot of important information here. 

 

NOTE: The eRATEX Menu options reflect the eRATEX 4.4 release: 

 

http://manual.aspdotnetstorefront.com/p-1581-promotions.aspx
http://manual.aspdotnetstorefront.com/p-1581-promotions.aspx
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Past eRATEX releases (3.0  4.3) may have different menu paths and screens. For a complete list of features in 

each eRATEX patch release, please see the eRATEX 3 Overview and eRATEX 4 Overview Guides in the 

IssueTrak Knowledge Base.  

 

BOOKLIST CONFIGURATION 
The Booklist Configuration displays a series of settings that control various features on the Booklist page. Each 

setting is described below. To access this page, go to eRATEX > Booklist Config: 
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eRATEX 

Booklist Configuration Page 

 

Textbook Inventory Handlling  This controls how textbooks will display to students on the booklist page. 

There are four options: 

 Ignore Inventory  Always display text and always sell text. (All textbooks will display to the student, 

regardless of inventory.) 

 Honor Inventory  Only display text and only sell text if adequate inventory. (Only textbooks with 

inventory will display to the student; textbooks with inadequate inventory will be hidden.) 

 Honor Inventory  Always display text and only sell text if adequate inventory. (All textbooks will 

display to the student, but only textbooks with inventory can be purchased. Textbooks with inadequate 

inventory wil be grayed out/unselectable.) 

 Ignore Inventory  Always display text and never sell text. (All textbooks will display to the student, 

but all textbooks will be grayed out/unselectable.) 

Display Out of Stock Message & Out of Stock Message  Textbooks that have no inventory can display an out 

 

 

Display Expected Date  If a textbook is on a purchase order, and the purchase order has an Expected Date, 

the Expected Date will display next to the textbook on the Booklist page. 

 

Disable New Textbook Purchase  If a used textbook is available, the student will be unable to purchase the 

new textbook. Used books will take precdence over new books; the new textbook will be purchaseable when 

there is no longer any used in stock. 

 

Show Product Detail Overlay  When viewing the textbooks on the Booklist page, the textbook image and 

related information (author, ISBN, publisher, copyright, etc.) can display in a popup window/overlay, or 

directly on the page. 
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Show ISBN, Author, Description, Publisher, Volume, Edition, Copyright, Course Comments   This option 

will show or hide the relevant information on the Booklist page.    

 

Hide Global Substitution Popup  When a student goes to the Booklist page for the first time, depending on 

the substitution behavior, they have to read and agree to a substitution popup. This option controls whether 

the Substitution Popup will display automatically to the student.  

 

Substitution Behavior  Textbooks can be substituted, or not substitued, based on the selection defined here: 

 Allow Customer Selection  This option allows the customer to choose whether or not to substitute a 

textbook. On the Booklist page, a Substitution option will display next to each textbook. A student must 

make a substitution selection before the book can be added to their shopping cart.  

 Always Substitutute  Textbooks will always have the option to be substituted; the student will not get 

a choice. The Substitution option will be hidden from the Booklist page. 

 Never Substitute  Textbooks will never be substituted; the student will not get a choice. The 

Substitution option will be hidden from the Booklist page. 

Rental Substitution Behavior  New and used rental textbooks can be substituted just like new and used 

books, based on the selection defined here: 

 Allow Customer Selection  This option allows the customer to choose whether or not to substitute a 

new or used rental textbook. On the Booklist page, a Substitution option will display next to each 

textbook. A student must make a substitution selection before the book can be added to their shopping 

cart.  

 Always Substitutute  New and used rental textbooks will always have the option to be substituted; the 

student will not get a choice. The Substitution option will be hidden from the Booklist page. 
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 Never Substitute  New and used rental extbooks will never be substituted; the student will not get a 

choice. The Substitution option will be hidden from the Booklist page. 

Restrict Textbook Purchases to Booklist  Customers will be unable to purchase textbooks by searching for 

them and using the Product Detail page. Textbooks must be purchased by going through the Courselist Builder 

and Booklist pages.  

 

Restrict to Single Campus  If multiple campuses display on the Courelist Builder page, once a customer 

selects a campus and begins making courses selections, they will be unable to select a different campus to make 

additional selections. The student is restricted to one campus selection on the Courselist Builder page.   

 

Course Sort Method  Some bookstores have alphanumeric courses (i.e. 1B, 11A, 5C). There are two options 

to sort the courses on the Courselist Builder page: 

 Sort Courses Alphabetically  Courses will be displayed in alphabetical order.  

 Strips All Non-Numeric Values from Course and Sort Numerically --  Courses will be displayed in 

numerical order.  

Section Sort Method  Some bookstores have alphanumeric sections (ex. 100A, A500, 15C). Thre are two 

options to sort the sections on the Courselist Builder page: 

 Sort Sections Alphabetically  Courses will be displayed alphabetically.   

 Sort Numeric Sections Numerically, Then All Others Alphabetically --  Numeric-only sections are 

sorted first, and then any sections with letters are sorted alphabetically. 

Display-Only Term Message  In the Modify Terms pag

entered here will display on the Booklist page to the student. 

 

All Section Name  

into this field. For example,  

 

Hide Enrollments with All Section  If enrollments (TX.CEF) are sent to eRATEX, and a course (TX.CRF) is 

 

 

Automatically Add All Section  If there are courses (TX.CEF) that have a combination of sections and an 

 

 

Enable Booklist Personalization  Background: For schools who would like to offer booklist personalization 
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select courses from the course list), some schools may wish for a student to be authenticated and the 

personalized booklist generated when the student accesses the courselistbuilder page itself.  One eRATEX user, 

The University of Tennessee, was able to do this by creating an iFrame within the courselistbuilder page; the 

iFrame communicates to a University web site/server requesting the student to be authenticated. Once the 

resulting data is returned to eRATEX. Here is a screenshot of 

page:  

 

 
 

RBS has taken this idea and has given the eRATEX user choices on how to use this logic by setting the 

following parameters: 

 

 
 

Enable Booklist Configuration must be set to Yes to use the logic.  

 

Booklist Personalization Type -- there are four Booklist Personalization Types to choose from:  
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1. Topic Only  

authentication and personalized booklist generation. The topic must be called 

BooklistPersonalization. This is the option that RBS recommends, as it is something that the 

bookstore can configure and requires no additional logic.  

2. StudentScheduleImport  This option requires the university to load a student schedule file from a 

specified location to the eRATEX database on a daily basis, and have the student schedules populate 

from this file, instead of having direct communication with a service like Banner. This option requires 

the Student Schedule File Import page, located under the eRATEX menu, to be defined: 

 

 
eRATEX 

Student Schedule File Import 

 

The file path, column delimiter, and file positions for important columns must be identified. If Term or 

Campus is not identified in the file, they can be added in the Static Value fields; these fields are required 

in eRATEX. The settings can then be saved, or saved and the information imported to the eRATEX 

database. The student schedule file must be continuously updated to the eRATEX database in order to 

have the most up-to-date student schedules for the personalized booklists.   
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3. Student Authentication  The student authentication process can be used to authenticate a student 

please 

contact RBS if you are interested in using student authentication with Booklist Personalization.  

4. Schedule Import with Student Authentication  If uploading a student schedule import to eRATEX 

(option #2), student authentication can also be used for this process. Some configuration is required to 

enable this functionality; please contact RBS if you are interested in using student authentication 

with the Student Schedule Import. 

Clear Course List On Error  If Student Schedule Import is the selected Booklist Personalization Type, and 

there is an error loading the data and/or the course the student selected could not b

course list can be cleared by setting this to Yes.  

 

Set Display Order for Textbooks  This option controls the display order of all textbook variants, including 

new and used rental textbooks, on the booklist page and product detail page.  

 

Enable Affiliate Rentals  Background: 

 

 

 
 

When the link is clicked, a pop-up window will display the available rental options, as shown below: 
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eRATEX 

Affiliate Rental Options 

 

 

 

To enable this logic, set the following parameters on the Booklist Configuration page: 

 

Enable Affiliate Rentals   

 

  

affiliaterental.norentals string 

resource.  
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Override Out of Stock Rental  If an in-store rental is out of stock, the in-store rental will be hidden in favor 

 

 

Affiliate Rentals Popup Width & Height  These options display the height and width of the affiliate rental 

popup window.  

 

Affiliate Rental Provider -- 

the API call and cart URL for the rental affiliate.  

 

MODIFY TERMS 

eRATEX > Modify Terms. This page lists all terms that have been uploaded to eRATEX from VisualRATEX:  

 

 
 

Cli

in the Courselist Builder page so a student can select their courses and purchase textbooks. Changing the Term 

at term in the Courselist Builder page. Changing the Term Status to 

textbooks.  

 

the right of the page.  

 

Before publishing a term and making the courses viewable to students, review the Booklist Configuration 

settings to make sure that the books, substitution preferences, etc., will display correctly. 

 

TIP: If selling rentals online, a Rental Agreement topic must be created and selected here, and a Rental Return 

Date must be defined. If a Rental Return Date is not defined or if it is in the past, rentals will not be displayed. 

This allows the ability for multiple terms to show or hide rental information as necessary. If a term is set to 

. 
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MODIFY CAMPUSES 
A bookstore may have multiple campuses to display on the Booklist page. The Modify Campuses page, located 

under eRATEX > Modify Campuses, allows the user to publish/unpublish campuses and change the display 

order of campuses on the Courselist Builder page: 

 

 
 

PRODUCT DATA CONFIGURATION 
The Product Data Configuration page, located at eRATEX > Product Data Configuration, allows the 

bookstore to configure their Bowker Books In Print (BIP) credentials and settings, as well as the Maintain 

Product Data Elements on Web settings.  
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eRATEX 

Product Data Configuration 

 



 

 

76 
© Copyright 2014 RATEX Business Solutions, Inc. 

 

Background: Prior to eRATEX 3.0, the Bowker Books In Print (BIP) service could be used to display textbook 

and tradebook images on an eRATEX site. The process required the user to fill in AppConfigs with their BIP 

information; the images would automatically display on the site when the textbooks or tradebooks were added 

to the site. With eRATEX 3.0, the process has been modified to give the user more control not only in regards 

to images, but other data as well, like the textbook/tradebook name, author, description, volume, edition, and 

weight. When this information is properly defined, the textbooks or tradebooks will automatically populate 

this information as they are added to eRATEX, which can save a considerable amount of time for the web staff.  

 

Each section of the screen is described below. 

 

Cover Images 

Provider  

username and password.  

 

Metadata 

Provider  

username and password. 

Enabled  Select Yes to enable metadata updates from Bowker BIP. This will allow the checked tradebook and 

textbook elements to be updated from Bowker BIP.  

Refresh Metadata on Updates  When metadata is enabled for the first time, all existing textbooks and 

tradebooks need to be refreshed from VisualRATEX to eRATEX so the metadata will display for those 

 

Tradebook Elements  several tradebook elements can be updated from Bowker BIP. They include name 

(title), summary (author), description, volume, edition, and weight.  Place a checkbox next to the element that 

you want to get from Bowker BIP.  

Textbook Elements -- several textbook elements can be updated from Bowker BIP. They include name (title), 

summary (author), description, volume, edition, and weight.  Place a checkbox next to the elements to 

download from Bowker BIP. 

 

Maintain Product Data Elements on Web 

The bookstore may choose to maintain certain data elements on the web instead of VisualRATEX. Data 

elements from GM, Trade and Text can be maintained on the web. 

 

GM Elements  several GM elements can be maintained on eRATEX. They include Name, Summary, 

Description, Variant Name, Variant Description, and Variant Weight. Place a checkbox next to the elements to 

maintain on eRATEX.  
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Tradebook Elements  several trade elements can be maintained on eRATEX. They include Name, Summary, 

Description, Variant Name, Variant Description, and Variant Weight. Place a checkbox next to the elements to 

maintain on eRATEX. 

 

Textbook Elements  several textbook elements can be maintained on eRATEX. They include Name, 

Summary, Description, Variant Name, Variant Description, and Variant Weight. Place a checkbox next to the 

elements to maintain on eRATEX. 

 

Miscellaneous Configuration 

Hide Single GM Variant Name  For single variant GM products that have no color or size defined, the 

Product Name and Variant Name are identical, which is shown to the customer when the item is added to the 

to the customer. 

 

Showing Variant Name:  

 

  
Hiding Variant Name:  

 

 
 

Tip: For the blank variant name to take effect, GM products must be refreshed from VR to eRATEX. 

 

RENTAL AND EBOOK CONFIGURATION 
The Rental and eBook Configuration page, located at eRATEX > Rental and eBook Configuration, allows the 

bookstore to maintain rental and eBook settings. 
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DID YOU KNOW? 
The Textbook Rental Configuration section in eRATEX 4.1 is compatible with new/used 

lity in VisualRATEX 19.1 and prior. Read each 

rental parameter below and set them according to your VR release. 
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eRATEX 

Rental and eBook Configuration 

 

Each section of the screen is described below. 

 

eBook Configuration 

Disabled  this parameter shows or hides eBooks on the booklist page.  

Activation Email BBC List  any e-mail addresses entered here will be copied on all order update e-mails sent 

to students that have eBook activation codes.  Separate multiple e-mail addresses by commas.   

Show eBook SKU on Emails  if set to yes, the Order Update e-mail will display the eBook SKU. If set to No, 

the Order Update e-mail will display the parent ISBN.  

eBook Vendors  eRATEX currently supports EC  CourseSmart and ES  CafeScribe. These parameters are 

set up by an RBS programmer prior to a client using eBooks on eRATEX 

 

Textbook Rental Configuration 

Disabled  this parameter shows or hides Rentals on the booklist page.  

Out of Stock Option  this parameter controls when rental varian

options:  

 Rental   

 New   

 Used  Rental  

 NewAndUsed  

out of stock.  

Require Collateral  If the bookstore is on VisualRATEX 19.2 or higher, collateral can be collected for 

new/used rental purchases. The Require Collateral parameter can be defined in one of the following ways: 

 

For both in-store and vendor owned textbook rentals  Collateral is required for all rental purchases (Store 

and Vendor rentals). 

For vendor owned textbook rentals only  Collateral is required for Vendor rental purchases ONLY. 

Collateral is not required for Store rental purchases.  

Do not require collateral at all  Collateral is not required for rental purchases.  

 

TIP:  with older releases of VisualRATEX which use the rental fee and 

rental replacement fee. If the bookstore is on VisualRATEX 19.1 or prior, the Damaged and Purchase Rental 

fees are not supported and should be hidden by modifying the following parameters:  
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Hide Damage Fee  Set this parameter to Yes to hide the Damage fee.  

Hide Purchase Fee  Set this parameter to Yes to hide the Purchase fee.  

 

Honor New Available Online  

setting for the new book. Textbooks must be refreshed to the site for changes to take effect. 

Honor Used Available Online -- Set this parameter to Yes to have us

setting for the used book. Textbooks must be refreshed to the site for changes to take effect. 

 

For more information about new/used rental functionality, please see the Rental Enhancements section.  

 

REPORTS 
AspDotNetStoreFront is moving to a new report interface, and the reports were removed under the Orders > 

Reports menu. The reports still exist, and several clients use them, so RBS has added them back under eRATEX 

> Reports. 

 

COURSE PRODUCTS 
Several universities offer non-textbook items on courses; for example, study guides, supplies, iClickers, or other 

items that are necessary for a particular course. These items can be associated to courses on eRATEX, so the 

student can see not only their required/optional textbooks, but also any other products that an instructor 

deems necessary for a course. How to assign and remove course products is explained in this section. Course 

Types will also be reviewed. 

 

ASSIGN PRODUCTS TO COURSES 
Course products can be assigned to a course by using the following menu option: eRATEX > Course Products 

> Assign Products To Courses: 
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Select a term and campus. Select one or more departments and click Load Courses. Please note that selecting 

multiple departments at once may cause a large number of courses to load and may impact performance. Select 

as few departments as necessary. Select the course or courses that you want to assign a product to, and then 

search for the product in the Product Search field. Select the product, and then say whether or not the product 

is required, optional, or another course product type (explained below). When finished, click the Assign 

Products To Courses button to assign the product to the selected courses.  
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REMOVE PRODUCTS FROM COURSES 
Once a product is assigned to a course, it can be removed from a course by using the following menu option: 

eRATEX > Course Products > Remove Products from Courses: 

 

 
 

Select a term and campus. Select one or more departments, and click Load Courses. Please note that selecting 

multiple departments at once may cause a large number of courses to load and may impact performance. Select 

as few departments as necessary.   Select the course that you want to remove a product from, and then select 
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the product or products to remove. Click the Remove Products from Courses button to remove the product 

from the course.   

 

COURSE PRODUCT TYPES 

The bookstore can add as many additional course product types that they like using the following menu 

option: eRATEX > Course Products > Course Product Types: 

 

 
 

To add a new course product type, click the ADD NEW button. Enter the name of the Course Product Type, 

the Display Order, and Set the Published flag to Yes.  

 

The Required and Optional product types are required for textbooks and cannot be removed. Their Display 

Order can be changed, and the Required and Optional text can be changed by adding/editing string resource: 

booklist.courseproduttype.typeid.  

 

A course product type can be set as a default by setting the Is Default flag to Yes.  

 

Once the course product types have been added, they can be assigned to products by selecting the course 

cts To Courses screen. If a course 

 As  dropdown. 

 

TEXTBOOK PRE-ORDERS 
Textbook pre-orders allows students to pre-order courses on eRATEX. Students can select courses from a list 

or by manual entry, and check out through the normal checkout flow. All pre-orders are viewable in the 

eRATEX Admin and will be converted to internet orders when certain preferences are met. 

 

The textbook pre-order process is explained later in this document. Click here to advance to the textbook pre-

order section of this document.   

 



 

 

84 
© Copyright 2014 RATEX Business Solutions, Inc. 

ZIP TAX RATES 
Some bookstores calculate sales tax by zip code. It can be cumbersome to use the eRATEX Tax Rates by Zip 

Code screen because a user has to enter every zip code, one by one, as well as the tax rate for each zip code. To 

help with this task, two screens located under eRATEX > Zip Tax Rates, have been added to make the process 

easier. Each screen is described below.  

 

ZIP TAX RATE IMPORT 
The Import screen allows a user to quickly upload zip code rates from a file like a .txt file or Excel document. 

The file must have 3 columns: Zip Code, Tax Class ID, and Tax Rate. 

 

 
 

Fill in the following fields: 

 

Zip Tax File  Browse for the sales tax file on a computer.  

Ignore First Row  Select the checkbox to ignore the first row of the document, if the first row has column 

names.  

Column Delimiter  Enter a column delimiter for the file being used for the import.  

Import For Country  Select the country that the zip codes and rates apply.  
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Click the Start Import button to import the zip tax rates into eRATEX. 

 

ZIP TAX RATE EXPORT 
The Export screen allows a user to quickly export all zip code rates (or a specific zip code range) in the eRATEX 

Admin into a .txt file. 

 

 
 

Fill in the following fields: 

 

From Zip Code  Enter a zip code. 

To Zip Code  Enter a zip code. 

Column Delimiter  Enter a column delimiter for the export file.  

 

Click the Start Export button to export the sales tax rates to a .txt file.  

 

ADVANCED 
The Advanced section includes more complicated pages that should only be modified by advanced users.  

 

STUDENT AUTHENTICATION RULES 
eRATEX provides a way to authenticate a student using SAML/Shibboleth when they perform certain actions 

on eRATEX, like adding a rental to their shopping cart, or selecting a certain shipping method or payment 
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method.  The next few pages describe how to set up authentication rules for use with SAML/Shibboleth. If you 

are interested in setting up SAML/Shibboleth in eRATEX, please contact RBS for assistance.  

 

Students can be prompted to authenticate  

 

 
 

To set up an authentication rule, fill in the following parameters:  

 

Enable Authentication Rules  Select Yes to turn on authentication rules. You will be able to set up rules and 

conditions in the second half of the screen. If set to No, rules will not be enabled.  

Authentication Service  Select the authentication service for rules setup. Currently, only SAML/Shibboleth is 

supported.  

 

mailto:vrsupport@ratex.com?subject=I%20am%20interested%20in%20setting%20up%20SAML/Shibboleth%20in%20eRATEX.
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When finished, click Save Configuration.  

 

If Authentication Enabled is set to Yes, authentication rules can be set up. To set up rules, an Authentication 

Trigger must be selected. The two Trigger options are: 

 

Shipping Method Selection  The user will be prompted for authentication when they select a shipping 

method during checkout. 

Rental Agreement Acceptance  The user will be prompted for authentication when they have a rental in their 

shopping cart, and agree to the rental agreement.  

 

 

 

 
 

Click the Enabled checkbox to enable the Authentication Rule, and click Save to save the rule, or Delete Rule to 

delete the rule.   

 

CONDITIONS  
Each Authentication Rule can have conditions. Conditions are optional, and do not have to be defined. 

Conditions can be set by VR Product Type (TX, TR, GM), Shipping Method ID, and/or Textbook Type (New 

and Used, Rental, eBook), and can be set to include or exclude options. For example, the Shipping Method 

Selection Trigger can have a condition to only prompt for authentication for in-store pickup orders, or orders 

that have rental textbooks.  

 

Click Add Condition to set up conditions for the authentication rule, and click Save when finished defining the 

information, or Cancel to delete the condition, as shown below: 
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Below is an example of 3 conditions that have been set up for Shipping Method Selection:  

 

 
 

In this example, a student will be prompted for authentication when they select a shipping method, but only if 

they have a textbook in their shopping cart, their shipping method has an ID of 6, and the textbook is not an 

eBook.  

 

When finished creating conditions, click the Save link to save the Authentication Rule with the Conditions.  

 

AUTHENTICATION SERVICES 
Authentication Services is used to set up parameters for the authentication services that eRATEX supports. 

Currently, only SAML/Shibboleth is supported, but more services (like LDAP) may be added in the future. 

This section will describe the general configuration for SAML/Shibboleth. If you are interested in setting up 

SAML/Shibboleth in eRATEX, please contact RBS for assistance. 

 

Click the Configure link next to SAML/Shibboleth to review and set the following parameters:  

 

mailto:vrsupport@ratex.com?subject=I%20am%20interested%20in%20setting%20up%20SAML/Shibboleth%20in%20eRATEX.
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Popup Width  This sets the width (in pixels) of the authentication popup window. 

Popup Height  This sets the height (in pixels) of the authentication popup window.  

SAML Token Lifetime in Seconds  This sets how long the authentication token is valid. If null or zero, the 

user will be prompted to authenticate every time authentication is required. If a value is entered (ex. 300 

seconds), when the user is authenticated, it will last for 300 seconds (5 minutes) before they are prompted to 

authenticate again when authentication is required. 

Preserve Token on Signin  A user may be prompted to authenticate when they are not signed in to eRATEX. 

If they proceed to sign into their eRATEX account, the authentication token can be preserved, so they will not 

be prompted to authenticate again. Set this to Yes to preserve the authentication token, or No to not preserve 

the token.   

SAML Time Skew in Seconds conditions of the SAML 

response, and adjusts for differences between the eRATEX server and the IDP server. This should be set to a 

small timeframe (i.e. 10 seconds or less).  

Enable Authn Response Debugging  Set to Yes to send any Authorization Response code as XML to the 

/images folder for debugging.  

 

STUDENT SCHEDULE FILE IMPORT 

Click here to go to the Booklist Personalization 

section to read more about this logic & setup.  

 

RE-SEND ORDERS TO VISUALRATEX 
This page allows an order to be re-sent to VisualRATEX: 
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In the rare event that an order was created in eRATEX but never sent to VisualRATEX (and cannot be found in 

Order Fulfillment), the order number can be typed into the field and can be re-sent to VisualRATEX. 

 

INTEGRATION CONFIGURATION 
eRATEX provides the ability to record and store logging information for the integration services between 

VisualRATEX, Verba, and SciQuest, as shown below: 

 

 
 

operations to log. Please contact RBS Support if you need assistance with this setup.   

 

TIP: In the VR  Configure setup, there are parameters to automatically re-publish GM and TR products:  
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automatically re- - -

-publish these products w  

 

MANAGE ERATEX LICENSES 

which features a user can license, go the Manage eRATEX Licenses page: 

 

 
 

duration of the licensing period.  
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If the bookstore has test web site, all licensed features are available to review and test free of charge. Make sure 

 

 

The features that are currently available to license are: Textbook Pre-Orders and Basic One Page Checkout. 

 

PLACING AN ORDER 
Once categories, products, shipping methods, sales tax, e-mail, and payment methods are set up, students can 

access the web site and place an order. This section describes how an order is placed on eRATEX. 

 

SHOPPING CART 
As a student browses the site, he can add items to his shopping cart. Below is an example of a shopping cart, 

and some of the features of the shopping cart: 

 



 

 

93 
© Copyright 2014 RATEX Business Solutions, Inc. 

 
eRATEX 

Customer Shopping Cart 

 

Products in the shopping cart are displayed at the top of the page. The customer has the ability to increase the 

quantity of products they are ordering, or remove the product from their shopping cart. There are also options 

to enter a coupon or a gift card, order notes, and item notes. The student can continue shopping by clicking the 

 

 



 

 

94 
© Copyright 2014 RATEX Business Solutions, Inc. 

LOGGING IN / CREATING AN ACCOUNT 
When the student clicks Checkout Now from the shopping cart, they must log in to begin the checkout process, 

as shown below: 

 

 
eRATEX 

Log-In screen 

 

If the student has not created an account, they must click the Register & Checkout button. If they have 

previously created an account, they can enter their e-mail address and password to sign in and check out. The 

normal checkout process is described in the next few sections; basic one page checkout and anonymous 

checkout are also available.  

 

BASIC ONE PAGE CHECKOUT 
Basic One Page Checkout functionality is available with eRATEX 4.1! This feature allows users to checkout on 

a single page, vs. having to enter their billing/shipping addresses, shipping selections, and payment on separate 

pages. Below is a screen shot of the one page checkout: 
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eRATEX 

Basic One Page Checkout screen 
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NOTE: Basic One Page Checkout is a licensed feature. If you are interested in aquiring a license, pelase contact 

RBS.  

 

ANONYMOUS CHECKOUT 
Anonymous checkout allows a student to place an order without creating an account on eRATEX. To enable 

this functionality, set the following AppConfigs: 

 PasswordIsOptionalDuringCheckout  Set this AppConfig to TRUE. 

 AnonCheckoutReqEmail  Set this AppConfig to TRUE. This is necessary for customers using the 

CyberSource payment gateway, because CyberSource requires an e-mail address for settlements.  

SHIPPING OPTIONS 
After logging in, if basic one page checkout or anonymous checkout are not being used, the student must select 

a shipping option from the list of shipping methods, as shown below: 
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eRATEX 

Shipping Options page 

 

PAYMENT INFORMATION 
When a shipping method is selected, the student must click select Shipping Method to continue to the Payment 

Information page, as shown below: 
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eRATEX 

Payment Information page 

 

Here, the student will select a payment method from the list of options and click Continue Checkout.  

Depending on the payment method selected, the student will be redirected to a payment gateway to enter 

credit card information, or they will be prompted to enter an account number or student card number to 

complete the order.  

 

ORDER CONFIRMATION 
When the appropriate payment details have been entered successfully, the student will be redirected to an 

Order Confirmation page, as shown below: 
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eRATEX 

Order Confirmation page 

 

The student will be shown an order number and an e-mail receipt will be sent to them immediately. The 

student can view their order status in their Account page. 

 

TEXTBOOK PRE-ORDERS 
 
Textbook pre-orders is available in eRATEX 4.1. Textbook pre-orders allows a student to select courses from a 
list or by manual entry, and check out through the normal checkout flow. All pre-orders are viewable in the 
eRATEX Admin and will be converted to internet orders when certain preferences are met. Each step in the 
pre-order process is descibed below, from the setup requirements to the pre-order conversion to internet 
orders. 
 
NOTE: Textbook Pre-Orders is a licensed feature. If you are interested in aquiring a license, pelase contact 
RBS.  
 

TEXTBOOK PRE-ORDER CONFIGURATION 
To use textbook pre-orders, certain parameters must be configured under the following menu option: eRATEX 

> Textbook Pre-Orders > Pre-Order Configuration:  
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Fill out each field: 

 

Pre-Order Term  this is the term that the students will select their courses to build their pre-order. Select a 

term from the dropdown.  
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Pre-Order Start Date  the start date is the earliest day that a student can access the pre-order page and create 

a pre-order. If they try to access the pre-order page before this date, it will not be accessible. 

Pre-Order End Date  the end date is the last day that a student can access the pre-order page and create a pre-

order. If they try to access the pre-order page after this date, it will not be accessible. 

Pre-Order Product ID  -

-order product is a single product that keeps track of 

-order selections and preferences. The pre-order product  must be created in the eRATEX 

Admin by an Adminstrator. To create the pre-order product, go to Products > Products Manager and select 

the green plus sign in the lower left corner of the screen. The pre-order product must have the following fields 

defined: 

 

 Name (ex. PRE-ORDER) 

 Product Type (ex. Generic Product) 

 SKU (ex. TXPREORDER) 

 Price (ex. .01  defined on the Variant)  

 

An image can be added to the pre-order product in the Images tab. 

 

Below is an example of a pre-order product: 

 

 
eRATEX 

Pre-Order Product 
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The pre-order product ID at the top of the screen (605 in the above example) should be entered in the Pre-

Order Product ID field.  

 

Students have the option to manually enter a department, course, and section to place a pre-order. The 

following parameters are used to define a format/mask for the department, course, and section, to prevent a 

student from entering an incorrect pattern. Regular expressions are used to define the format. If you need help 

creating regular expressions, please contact RBS for assistance. 

 

Department Display Format  Enter a department display format. Regular expressions are used to define the 

format. For example, ^[A-Z]{3}$ means a student enter a 3-character alpha department (ex. ENG or SCI).  

Course Display Format  Enter a course display format. Regular expressions are used to define the format. For 

example, ^[0-9]{3}$ means a student enter a 3-character numeric course (ex. 100 or 200). 

Section Display Format  Enter a section display format. Regular expressions are used to define the format. 

For example, ^[0-9]{3}$ means a student enter a 3-character numeric section (ex. 001 or 100). 

 

Pre-Order Substitution Behavior  Select the appropriate substitution behavior for pre-orders. The selections 

are the same as the booklist configurations parameters: 

 

 Allow Customer Selection  

to purchase.  

 Always Substitute  

purchase; they will be able to select one option. The bookstore can substitute any textbooks while 

processing the order. 

 Never Substitute  

purchase; they will be able to select one option. Substitution is not allowed while processing the order.  

 

Default Material Ranking  If a student has never placed a pre-order before, and the pre-order substitution 

accept or change. The default ranking options can be listed here from 1-4, 1 being the preferred preference, 2 

being the next preferred preference, 3 being the next preferred prefeence, and 4 being the last and final 

preference. Leave blank to have no default material ranking options.  

 

Send Receipt E-mail  When a pre-order is placed, a pre-order receipt e-mail can be sent which summarizes 

the courses and preferences that were selected by the student. Select Yes to send a pre-order receipt e-mail. Yes 

is the recommended option. 

Send Email on Pre-Order Update  When a pre-order is converted to an internet order, a pre-order update e-

mail can be sent which summarizes the courses from the pre-order, the textbooks from each course, and 
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pricing of each textbook that have been ordered. The internet order number is also included in this e-mail. 

Select Yes to send a pre-order update e-mail. Yes is the recommended option. 

Send Email on Course Update  After a pre-order is converted to an internet order, and another book is 

added to a course, an e-mail can be sent to the student telling them that the course on their pre-order has been 

updated with additional materials, with a link to purchase the textbook. Select Yes to send this e-mail. Yes is 

the recommended option.  

 

Pre-Order Conversion Auto Run 

 

The Pre-Order Conv -orders to internet 

orders. The process can run once a day, every day, for the date range specified. If this process is not enabled, all 

pre-orders will need to be converted manually. This will be explained in more detail in the Pre-Order Queue 

section.  

 

Enabled  -Order Conversion Auto-Run logic.  

Auto-Run Start Date  -orders can 

automatically convert to internet orders.  

Auto-Run End Date  -orders can 

automatically convert to internet orders.  

Daily Auto-Run Time   -orders will 

automatically convert to internet orders.  

Convert Remaining Pre-Orders  When the Pre-Order End Date is reached, any pre-orders that have not 

s logic. Any pre-orders that 

cannot convert will be canceled.  

Next Scheduled Auto-Run  If the auto-run logic is turned on, the next date/time that it is scheduled to run is 

displayed here.  

 

When finished defining these parameters, click Save Settings.  

 

PAGES, TOPICS, AND E-MAIL SETUP 
 
PAGES 
 

Several new pages were created for textbook pre-orders: 

 

http://www.yourwebsite.com/preordercourselist.aspx 

http://www.yourwebsite.com/preorderoptions.aspx 

http://www.yourwebsite.com/preordermerge.aspx  

http://www.yourwebsite.com/preordercourselist.aspx
http://www.yourwebsite.com/preorderoptions.aspx
http://www.yourwebsite.com/preordermerge.aspx
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http://www.yourwebsite.com/preorderrentalagreement.aspx 

http://www.yourwebsite.com/preorderconfirmation.aspx 

 

A student will access these pages to select courses and options for their pre-order, and will be explained in 

-  

 

TOPICS 
Throughout the pre-order creation and checkout process, various prompts and text will display; this 

information is controlled by topics. Below is a list of each topic used throughout the pre-order process. They 

are listed in alphabetical order. 

 

PreorderCheckoutPaymentWarning  this topic displays on the checkoutpayment.aspx page if a customer 

has a pre-order and another item in their shopping cart. 

PreorderCheckoutShippingWarning  this topic displays on the checkoutshipping.aspx page if a customer 

has a pre-order and another item in their shopping cart.  

PreorderCourseListEntryInfo  this topic displays on the preordercourselist.aspx page above the prompts to 

manually enter a department, course, and section.  

PreorderCourseListInfo  this topic displays on the preordercourselist.aspx page above the Campus prompt.  

PreorderCourseListSelectInfo  this topic displays on the preordercourselist.aspx page above the Department 

prompt.  

PreorderEditWarning  this topic displays on the preordercourselist.aspx and preorderoptions.aspx pages at 

the top of the screen when a student is editing an active pre-order.  

PreorderMaterialInfo  this topic displays on the preorderoptions.aspx page above the textbook materials 

options when substitution is not allowed.  

PreorderMergeWarning  this topic displays on the preordermerge.aspx page when a customer creates a pre-

order, logs in, and already has an active pre-order. 

PreorderNotAvailable  this topic displays on the preordercourselist.aspx page if the student accesses the page 

before the Pre-Order Start Date. 

PreorderNotFound  this topic displays when the customer tries to view their receipt and the pre-order cannot 

be found.  

PreorderPersonalization  this topic di

Your Pre-  

PreorderRentalAgreement  this topic displays on the preorderrentalagreement.aspx page if a customer has 

omer must agree to the pre-order rental agreement to 

continue checking out.  

PreorderSubstitutionInfo  this topic displays on the preorderoptions.aspx page above the type and ranking 

options.  

http://www.yourwebsite.com/preorderrentalagreement.aspx
http://www.yourwebsite.com/preorderconfirmation.aspx
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PreorderTypeInfo  this topic displays on the preorderoptions.aspx page above the textbook material options 

(Required Only or All). 

 

E-MAIL 
Three e-mails are sent during the pre-order process: 

 

Pre-Order Receipt  A receipt e-mail is sent to a customer when they have successfully placed a pre-order. The 

receipt summarizes the pre-order information. The XML package that builds the pre-order receipt e-mail is 

notification.preorderreceipt.xml.config. The XML package can be modified to change certain properties of 

the e-mail, like font size, graphics, and color.  

 

Pre-Order Update E-mail  A pre-order update e-mail is sent to a customer when their pre-order has 

successfully converted to an internet order. The pre-order update e-mail summarizes the courses and textbooks 

that were converted onto the internet order. The XML package that builds the pre-order update e-mail is 

notification.preorderupdate.xml.config. The XML package can be modified to change certain properties of 

the e-mail, like font size, graphics, and color. 

 

Pre-Order Course Update E-mail  A pre-order course update e-mail is sent to a customer when a course 

request in VisualRATEX is updated with additional materials and uploaded to eRATEX after a pre-order was 

converted to an internet order. The pre-order course update e-mail lists the pre-order number, course 

information, and new materials, with a link to purchase the new materials on eRATEX. The XML package that 

builds the pre-order update e-mail is notification.preordercourseupdate.xml.config. The XML package can 

be modified to change certain properties of the e-mail, like font size, graphics, and color. 

 

Once this information is reviewed and updated, a student can place a textbook pre-order on eRATEX. 

 

PLACING A TEXTBOOK PRE-ORDER  
Pre-orders can be placed any time between the Pre-Order Start Date and End Date by accessing the following 

link: 

 

http://www.yourwebsite.com/preordercourselist.aspx 

 

The following page will display: 

 

http://www.yourwebsite.com/preordercourselist.aspx
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eRATEX 

Pre-Order Courselist Page 

 

Here, a student can begin the pre-order process by selecting departments, courses, and sections from the lists, 

or they can manually enter departments, courses and sections at the bottom of the screen.  

 

 

IMPORTANT: 
 
RBS recommends uploading the Course Enrollment file (TX.CEF) to 
eRATEX for the pre-order term. The Course Enrollment file gives 
students the best selection when they look up their courses on the 
pre-order page. If the Course Enrollment file cannot be obtained, the 
Course Request file (TX.CRF) will be used to display courses on the 
pre-order page. 
 
If your bookstore auto-populates course information for students on 
the booklist page, the same logic can be applied to the pre-order 
page.   
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As a student makes course selections, the courses display on the right-hand side of the screen: 

 

 
 

-

page to select their pre-order options: 
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eRATEX 

Pre-  Substitution Preference 

 

Here, the student can select if they want required books only, or all books (required and 

optional/recommended). If the pre-

ew, used, rental, and eBook) and must select 

one material, as shown below:  
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eRATEX 

Pre-  

 

If the pre- nk the textbook 

materials that they want (see image on previous page). At least one ranking must be selected to continue 

placing the pre-order. Textbooks can be ranked from 1 to 4, 1 being the preferred preference, 2 being the next 

preferred preference, 3 being the next preferred prefeence, and 4 being the last and final preference. A student 

does not have to rank all 4; they can rank any combination of 1-4. In the above example, the student entered a 

e ranked. This means that the student only wants rental 

they want used, but if used is not available, they will get new. Ranking is very important during the pre-order 

conversion process and will be discussed in more detail in the Pre-Order Queue section.  

 

When the student clicks Save and Continue, the Pre-Order will be added to the shopping cart: 

 

 
eRATEX 

Shopping Cart with Pre-Order 

 

When the pre- -

of their courses, preferences, and ranking options. At this point, the student can begin the checkout process. 

The student must create an account/login to continue checking out. The student must select a shipping option 

on the Shipping page. All shipping options are shown to the student, but prices are NOT calculated, since this 

is a pre-order and eRATEX does not yet know how many textbooks are going to be on the final order.  
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eRATEX 

Shipping Page 

 

Once a shipping address is selected, the pre-order rental agreement is shown to the student if rentals was 

selected as a ranking option. The student must agree to the pre-order rental agreement to continue checkout:  

 

 
eRATEX 

Pre-Order Rental Agreement Page 

 

When the student accepts the rental agreement and continues checkout, they must select a payment type to 

complete the checkout process: 
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eRATEX 

Payment Page 

 

The total amount of the pre-order is the amount of the pre-order product (.01 in the above example). Shipping 

the customer is sent to the applicable payment gateway (i.e. CyberSource) to enter their credit card 

information.  The credit card will be used when the pre-order is converted to an internet order and the sales 

order is processed through Order Fulfillment. If another payment type is used, it is stored with the pre-order 

and used when the pre-order is converted to an internet order and the sales order is processed through Order 

Fulfillment. If a student enters a gift card during checkout, they will be prompted to enter another form of 

payment to complete the pre-order. 
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When the applicable payment information has been entered, the textbook pre-order has been successfully 

placed, and the student will receive a pre-order number and a pre-order receipt e-mail summarizing their pre-

order information: 

 

 
eRATEX 

Pre-Order Confirmation Page 

 

 

 
eRATEX 

Pre-Order Receipt E-mail 
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In the pre-order receipt e-mail, there is a link for the student to view or edit their pre-order.  A student can edit 

their pre- -Order 

-order, view their receipt, and make changes or cancel their pre-

order: 

 

 
eRATEX 

My Account Page with Pre-Order History Link 

 

 
eRATEX 

Pre-Order History section of My Account Page 

 

If the student wants to edit their pre-order, they will be taken back to the Pre-Order Course List page which 

will display a message saying that they are editing their active pre-order: 
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eRATEX 

Editing an Active Pre-Order 

 

The student can cancel their pre- -Order History 

section.  

 

MERGING PRE-ORDERS 
Students can only have one active pre-order at a time.  It is possible for a student to submit a pre-order, forget 

that they submitted a pre-order, and create a new pre-order when logged out. When they log in to check out, a 

pre-order merge page will display: 
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eRATEX 

Pre-Order Merge Page 

 

The student will see their original pre-order, and what their merged pre-order will look like, with any new 

courses and material options highlighted in red. The student can cancel the pre-order merge, or save their 

merged pre-order.  

 

PLACING A TEXTBOOK PRE-ORDER WITH OTHER ITEMS 
A student can place a textbook pre-order with other items in the shopping cart. The other items in the 

shopping cart will be processed separately from the pre-order. During checkout, the student will be shown 

shipping methods with pricing for the non-pre-order items in the shopping cart. A warning message will 

display stating that the shipping method selected will be used for the pre-order and non-pre-order items.  
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eRATEX 

Shipping Page 

 

Similiarly, when a student selects a payment method, a warning message will display stating that the payment 

method selected will be used for the pre-order and non-pre-order items. 
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eRATEX 

Payment Information Page 

 

When the payment information is entered, the student will receive a confirmation page for both the pre-order 

and the internet order that was created for the non-pre-order items.  
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eRATEX 

Order Confirmation Page 

 

PRE-ORDER QUEUE 
As pre-orders are placed, they are logged in the eRATEX Admin in the Pre-Order Queue, located under 

eRATEX > Textbook Pre-Orders > Pre-Order Queue:  
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eRATEX 

Textbook Pre-Order Queue 

 

Pre-orders can be in one of four queues:  

 

 Ready to Convert 

 Pending 

 Closed 

 Canceled 

 

Each queue is described below. 

 

Ready to Convert  Pre- -order has 

choices AND adequate inventory is available. (Inventory is reviewed if the booklist configuration inventory 
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eRATEX 

Ready to Convert Queue 

 

Pending  Pre- -order have not 

unavailable. 

 

 
eRATEX 

Pending Queue 

 

A color-coded system is in place to determine why a pre-  

 

Green  A course request has been uploaded to eRATEX, every book on the course meets the customer 

preference/ranking, and inventory is available. 

Yellow (Preference Not Available)  A course request has been uploaded to eRATEX, but at least one book on 

the course does not meet the customer  preference/ranking, or inventory is not available. To see details about 

rence Not 

-up window, as shown below:  
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Red (No Adoption Received)  A course request has not been uploaded to eRATEX.  

 

When all courses are green, the pre-order moves from the Pending queue to the Ready to Convert queue.  

 

Closed  Pre- -order is closed, 

it can no longer be edited in the eRATEX Admin or by the student. The first column states the internet order 

number that the pre-order converted to, as well as the date and time the conversion occurred.  

 

 
eRATEX 

Closed Queue 

 

Canceled  Pre-orders are canceled when a student decides to cancel their pre-order, an administrator cancels 

a pre-order in the pre- -

and/or preferences met. The first column states the date and time the cancellation occurred. 
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eRATEX 

Canceled Queue 

 

EDITING PRE-ORDERS 
An eRATEX Administror can edit a pending or ready to convert pre-order at any time.  To edit a pre-order, 

 

 

 
 

A window will display the pre-order information, including the courses that were selected for the pre-order, 

options to add a course, change the required/optional preference, and the ranking order: 
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eRATEX 

Editing a Pre-Order 

 

To remove a course from a pre-order, check the box next to the course and click the Save button. The following 

prompt will display: 
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Select OK to remove the course from the pre-order or Cancel to go back to the Edit screen.  

 

CONVERTING PRE-ORDERS TO INTERNET ORDERS 
Ready to convert pre-orders can be converted to internet orders at any time by by placing a check in the 

checkbox next to the pre-

-order that is ready to convert. If the auto-run logic is turned on, every pre-

order that is ready to convert will be converted to internet orders when the process runs at the specified time.  

 

Pre-orders in the Pending queue can also be converted to internet orders by placing a check in the checkbox 

next the pre-order and selectin The pending pre-order 

queue allows partially complete pending orders to remain open after converting the available course materials 

to an internet order. This allows one pre-order to keep track of and process multiple internet orders, 

depending on the availability of the courses and textbooks at the time of the pre-order conversion. By default, a 

pending pre-order will remain open if course(s) on the pending pre-order cannot convert, but a selecting a 

c  
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Once materials on a pending pre-order have been converted to at least one internet order, new Order Action 

options are available: 

 

Close  A Close link has been added if a user wishes to close the pre-order; this action cancels any courses that 

have not been converted.  

Re-Send E-mail  A Re-Send E-mail link has been added to re-send the Pre-Order Update e-mail to the 

student. 

 

A student cannot edit or cancel any courses that have already been converted on a pending pre-order.  

 

For partially complete pending pre-orders, the Pre-Order History and Pre-Order Update E-mails display which 

courses converted on which internet orders, which courses are still pending, and which courses were canceled. 

 

When a pre-order converts to an internet order, the student will receive a pre-order update e-mail saying that 

their pre-order has been updated. Listed in the e-mail are the courses with books and prices, and the internet 

order number that was created. Below are examples of the pre-order update e-mail, the first is a completed pre-

order, and the second is a partically complete pre-order:  
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eRATEX 

Textbook Pre-Order Update E-mail Example 
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eRATEX 

Partially Complete Textbook Pre-Order Update E-mail Example 

 

The regular eRATEX receipt e-mail will also be sent with the order summary information, including shipping 

& handling charges, sales tax, order total, and the rental agreement, if rentals were purchased. Below is an 

example of the eRATEX Receipt e-mail: 
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eRATEX Receipt Example 

 

If a textbook is added to a course request after the pre-order has been converted to an internet order, a separate 

e-mail will be sent alerting the student that a course has been updated with additional materials that were not 

included when the pre-order was completed. The e-mail will have a link to go directly to the product to 

purchase it. Below is an example of the Textbook Pre-Order Course Update Notice e-mail:  
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Textbook Pre-Order Course Update E-mail Example 

 

ORDER FULFILLMENT 
 

PARAMETERS & SETUP 
Order Fulfillment has a variety of parameters and additional setup options that are necessary to review to 

ensure that Order Fulfillment works properly and effectively.  

 

WEB TENDER SETUP 
In order to process web orders, returns in POS*Liberty, etc., web tender codes need to be set up in both 

POS*Liberty and VisualRATEX.  

 

IN POS*LIBERTY:  
Check POS-PM-6  (General Parameters)  Maximum Number of Tenders Allowed in System. This 

parameter needs to be set to the appropriate number to accommodate the 4 web tender codes that must be 

added to the system. For example, if the maximum number of tender codes is 24, increase the number to 28 so 

the 4 web tender codes can be added. 
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Next, go to POS-PM-11-2 (Tender Code Maintenance).  Four blank tender codes will be at the end of the list. 

Enter the line number to modify and create the tender codes.  The tender codes are Web on Account (WA), 

Web Credit Card (WC), Web Gift Card (WG), and Web Student Card (WS).   

 

Example screen shots of each tender code are listed below. 

 

Tips: For WS (Web  Student Card), enter the authorization service that campus cards will be authorized and 

settled under. CSGold is an example of an authorization service.   

 

WC (Web Credit Card) does not require an authorization service because the credit cards are authed/settled in 

Cybersource. Beginning with release 37A .16, WC (Web Credit Card) will have an authorization service of 
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IN VISUALRATEX: 
Once the web tender codes have been added in POS*Liberty, go to VisualRATEX, Sales Audit > Utilities 

>Tender Maintenance. Click the Build from POS*Liberty button to import the POS web tender codes. 

 

 
                                                                      SALES.TENDER.MNT 

                                                              Sales Tender Maintenance screen 
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Next, go to Admin > Parameters > AvParameter.  Select SALES.ORDER from the dropdown.  Add the web 

tender codes to the Information & Data 1 sections. Once the web tender codes have been added to 

SALES.ORDER, the setup is complete. 

 

 
AV.PARAMETER.MNT 

AvParameter Maintenance screen, SALES.ORDER 
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WEB REGISTER SETUP 
eRATEX sales are processed through a web register. Like the web tender setup, the web register needs to be 

defined in POS*Liberty and VisualRATEX.  

 

IN POS*LIBERTY 
The web register definition should look similar to registers previously defined in POS*Liberty. The web register 

does not need keyboard map or printer setup. To set up a web register, go to POS-PM-2 (Register 

Maintenance), select a store, and add the new web register. Below is an example of what the web register 

should look like: 

 

 
 

IN VISUALRATEX 
Once the web register has been defined in POS*Liberty, it must be imported into VisualRATEX. In 

VisualRATEX, go to Sales Audit > Utilities > Register Maintenance. Click the Build from POS*Liberty 

button to import the web register. 

 

The web register must be entered in AV.PARAMETER SALES.ORDER, Data2, Value 1, so Order Fulfillment 

will process the web orders will be through the web register.  
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Sales Order Parameter Setup  

An important setup screen in the eRATEX/Order Fulfillment module is AV.PARAMETER SALES.ORDER: 

 

 
AV.PARAMETER.MNT 

AvParameter Maintenance screen, SALES.ORDER 

 

Location: Admin > Parameters > AvParameter. Select SALES.ORDER from the dropdown.  

 

This screen controls a lot of Order Fulfillment functionality, including how certain attributes are written to the 

sales transaction records. If these parameters are not set up properly, Order Fulfillment will not function 

properly!  

 

The screen is divided into several columns of parameters.  Each column is described below. 
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Information & Data1 

 
 

These columns should already look familiar from the Web Tender section above. Here, the web tenders are 

defined; the web tender prefixes and numbers should be identical to the web tenders in SALES.TENDER.MNT. 

The tenders defined here will be written to sales orders in Order Fulfillment, and will be written to sales 

transaction records when sales orders are processed and closed in Order Fulfillment.  

 

Data2 

 
 

Cells 1 & 2  These two cells define the register and drawer that web sales will be authed and settled under. In 

the screen capture above, the register is 26 and the drawer is 1. Change these values to  

register and drawer.  
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Cell 3  This cell defines the Shipping & Handling Fee Code. This code is maintained in POS*Liberty. In 

POS*Liberty, go to PM  11  3 (Fee Definition).  Fees/credits are defined here. Enter the POS fee code that has 

been set up for shipping & handling in Cell 3.  

 

Cell 4  This cell defines the GL Account the S&H will be applied to. Enter a GL Account in Cell 4. 

 

Cell 5  This cell defines the default Sales Tax Code, which is based on the default tax code in Store 

Maintenance in POS.  In POS*Liberty, go to PM  1  select a store and press Enter.  The default tax code will 

display at the top of the screen. Enter the default tax code in Cell 5.  

Cell 6  If applicable, enter a GST Code in Cell 6. (This is for Canadian clients only.) 

 

Cell 7  If applicable, enter a POS Markdown Code. This code is used to record promotions/discounts (i.e. 

PCDs) on sales order transactions.  In POS*Liberty, go to PM  11  5 (Item Discount Modifiers). Enter the 

appropriate markdown code in Cell 7.  

 

Cell 8  If coupons will be used in eRATEX, enter a Coupon Code. In POS*Liberty, go to PM  11  3 (Fee 

Definition) and enter the coupon code in Cell 8.   

 

Data 3  

 
 

When a customer places an order on eRATEX, and the customer does not exist in VisualRATEX , a customer 

record is created in VisualRATEX and will be given several default settings as defined in Data3. Other settings 

in this column are for the customer credit limit and order handling.  

 

Cell 1  When a new customer record is created, the Customer Type is I-Internet. (The Customer Type of I-

Internet needs to exist in the the CD.CF.TYPE file.) 

 

Cell 2  This cell defines the customer credit limit (the default is zero so there are no credit limits).  

 

Cell 3  This cell defines the default handling of an order. Every sales order that comes through Order 

Fulfillment will be given the handling code defined here. There are three handling options supported by Order 

Fulfillment: NB (No Backorders), CB (Ship Current  Backorder Balance), CN (Ship Current  No Backorder).  
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Cell 4  When a new customer record is created, this cell defines what the Taxable Flag will be   Y or N.   

 

Cell 5  When new customer records are created, the Source is WS-Web Sales File Load. (The Source of WS 

Web Sales File Load needs to exist in the CD.CF.SOURCE file.) 

 

Cell 6   it can be used to print course information on pick lists. By 

default, the current selling term is used to print course information on pick lists. A different term can be 

entered in this cell will override the selling term. If null, the current selling term is used to print course 

information on pick lists. 

 

Data 4 

 
 

Cell 1  This cell defines whether the Auto Print Pick Lists logic is on or off.  Y turns Auto Print Pick Lists on 

and N turns it off.  

 

Cell 2  This cell is used for UPS integration with Order Fulfillment, which is functional in VisualRATEX 

release 37A .17 or later. Please contact RBS to setup and use this functionality.  

 

Cell 3  This cell is used for FedEx integration with Order Fulfillment which is still being developed. This 

should be set to N. 

 

Data 5 

 
 

Cell 1  

ckorder packing list (packinglist2.doc).  

 

Cells 2 & 3  

h to the 

thumbnail images. The thumbnail pick list logic requires template picklist3.dotm.  
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Shipping Method Setup 

 

Each shipping method being offered in eRATEX needs to be defined in Order Fulfillment.  

 

VR - SHIPPING METHOD MAINTENANCE 
In Order Fulfillment, shipping methods are maintained in Order Fulfillment > Maintenance & Setup > Ship > 

Methods, as shown below: 

 

 
OF.SHIP.METHOD.MNT 

Shipping Method Maintenance screen 

 

RBS provides several default shipping methods which can be used, or new shipping methods can be created. To 

add a new shipping method, type the shipping method code for the shipping method in the Ship Method field 

and press the Enter key: 
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A Possible Choices prompt will appear with an option to add the new shipping method: 

 

 
 

Various criteria can be defined for the shipping method, for example, what days of the week the shipping 

method provides service, whether the shipping method provides next day, two day delivery, or three day 

delivery, or PO Box delivery. A Ship Calender must also be defined properly for the shipping method. Lastly, 

the shipping method needs to be defined with a Web Ship Method number. Every shipping method that is 

created in the eRATEX Admin is assigned an ID number: 
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This ID number must be mapped to the Web Ship Method field so Order Fulfillment will recognize and assign 

the correct shipping method to the sales order.  

 

Once this criteria has been entered for the shipping method, save (F10) the shipping method. Create/modify 

any additional shipping methods.  

 

 
 

VR – SHIP DAYS MAINTENANCE  
In addition to creating the shipping method, a corresponding Ship Days record needs to be created as well. The 

Ship Days record calculates how long it will take (in days) for an order to arrive to its destination based on zip 

code ranges.  

 

In Order Fulfillment, Ship Days records are maintained in Order Fulfillment > Maintenance & Setup > Ship > 

Days, as shown below: 

Tip:   

 

If free shipping is offered in eRATEX, the shipping 

method ID number is 0 (zero). Create a shipping method 

in VisualRATEX for free shipping (ex. FREE) with a Web 

Ship Method number of 0.   
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OF.SHIP.DAYS.MNT 

Ship Days Maintenance screen 

 

To add a new Ship Days record, type the shipping method code plus a store number in the Ship Days field and 

press the Enter key: 

 

 
 

A Possible Choices prompt will display with an option to add the new Ship Days record: 
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Enter an origin zip code (first 3 characters), a zip code range, and the number of days it will take for the item to 

arrive to its destination based on the origin zip and zip range entered. Comments can be entered about the Ship 

Days record, if necessary.  

 

Once the criteria has been entered, save (F10) the Ship Days record. Enter/modify any other Ship Days records 

for the remaining shipping methods.  

 

VR – SHIPMENT CALENDARS 
Shipment calendars must be defined for every shipping method/carrier (UPS, USPS, etc.) in Order Fulfillment. 

Shipping calendars are used to define holidays and other unique days where the carrier WILL or WILL NOT be 

shipping products. The dates defined in the shipping calendar assist in calculating the Schedule and Arrival 

Date of every sales order in Order Fulfillment.  The shipment calendars must be kept up to date or else the 

Schedule & Arrival Dates may not be calculated correctly.  

 

In Order Fulfillment, Shipment Calendars are maintained in Order Fulfillment > Maintenance & Setup > 

Shipment Calendars, as shown below: 
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OF.SHIP.CALENDAR.MNT 

Shipment Calendars screen 

 

Select a shipment calendar to edit from the Ship Calendar dropdown. 

 

Select whether the carrier operates on Saturdays or Sundays, what holidays the carrier does not work, unusual 

days where the carrier normally does not work but IS working, and days the carrier picks up but does not 

deliver.  

 

Once the criteria has been entered, save (F10) the shipment calendar. Modify any other shipment calendars.  
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SALES TAX SETUP 
Sales tax rates must be defined in Order Fulfillment in addition to eRATEX.  If a sales order is modified, Order 

Fulfillment needs to know the applicable sales tax rate to charge on products and freight. 

 

 
 

TAX LOCALITY SETUP – 37A .17 (AND PRIOR) 
In Order Fulfillment, sales tax rates are maintained in Order Fulfillment > Maintenance & Setup > Tax 

Localities, as shown below.  In 37A .17, the menu path has changed to Admin > Parameters > Tax Localities in 

preparation for the new tax logic. 

 

Tip:   

 

Federal holidays for the year are typically added to 

the base shipment calendars during client 

installation. It is up to the client to make sure the 

ship calendars are kept up to date every year.  

Tip:   

 

In the 37A .18 release of VisualRATEX, the sales tax 

structure has changed to allow for multiple tax 

codes, tax rates, and tax exemptions by class. The 

current method and the 37A .18 method is described 

below.   
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OF.TAX.LOCALITY.MNT 

Tax Locality Maintenance screen 

 

To enter/maintain sales tax rates for a tax locality, select a tax locality from the dropdown. If the tax locality 

does not exist, enter the tax locality code (state abbreviation, zip code, etc.) and press Enter. A prompt to add a 

new record will display. Click OK to add the new tax locality to the system.  

 

Enter the primary tax rate and secondary tax rate into the Primary Tax Percentage and Secondary Tax 

Percentage fields. If tax is being charged for freight, add tax rates to the Freight Primary Tax Percentage and 

Freight Secondary Tax Percentage fields. A corresponding primary/secondary POS tax code must be entered 

for the primary/secondary tax percentages as well.  

 

When finished, press F10 to save the information. 

 

TAX LOCALITY SETUP – 37A .18 
In 37A .18, the tax locality screen has changed significantly, allowing for an unlimited number of sales tax 

codes and sales tax rates. The software is no longer bound by two tax rates (primary and secondary); you can 

have as many rates as you wish for whatever sales tax needs to be collected.  
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For eRATEX/OF clients who already have sales tax rates defined in the 37A .17 version of the Tax Locality 

screen, the sales tax rates and POS tax codes will be converted to the new screen format when they are 

upgraded to 37A .18.  

 

Below is an explanation of the new screen and logic. 

 

At the top of the Tax Locality screen, select a Tax Locality from the dropdown and press Enter. The name of 

the tax locality, the applicable tax codes, and the tax rates will display in the screen. The center grid displays the 

tax (based on the primary/secondary tax flags in Inventory Class Maintenance), or a class that has the primary 

tax flag set to Yes and the Secondary Tax Flag set to No, or vice versa. The classes that do not charge tax will 

not have any tax rates next to them. If a class does not display in the grid, it charges tax based on the CLASS tax 

rate in the first line.  

 

The Exception Class grid at the bottom of the screen is used to exempt a class from charging sales tax for a 

certain period of time. For example, certain state

logic will prevent sales tax from being charged based on the classes listed in the Exception Class grid.  

 



 

 

149 
© Copyright 2014 RATEX Business Solutions, Inc. 

 
CO.TAX.LOCALITY.MNT 

Tax Locality Maintenance screen 

 

An existing tax locality can be replicated by opening the tax locality to replicate, clearing the screen, creating a 

additions of new tax localities (by zip code, for example), and the user will not have to manually enter all of the 

data in the Class and/or Exception Class grids.  

 

TAX CODE SETUP – 37A .18 
When the tax localities are converted to the new Tax Locality screen, the POS Tax Codes that were associated 

menu path: Admin > Parameters > Tax Codes, as shown below: 
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CO.TAX.CODE.MNT 

Tax Code screen 

 

The tax codes can be modified to include information like a description, label, address, and tax number. New 

dd 

 

 

 
 

Once the tax codes have been added to the Tax Code screen, they can be associated to a tax locality in Tax 

Locality Maintenance.  
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HANDLING/BACKORDER OPTIONS 
Order Fulfillment can process sales orders in a number of different ways. Three handling codes that Order 

Fulfillment supports are:  

 

NB  No backorders, ship when complete  

CB  Ship current, backorder balance 

CN  Ship current, no backorder 

 

By default, every sales order is stamped with a default handling code; the default handling code is defined in the 

Sales Order Parameter setup.  

 

Each method is explained in detail below.  

 

NB 
If NB is the default handling method, sales orders will not be pickable until ALL items on the order have the 

necessary stock to fulfill the order.  

 

CB 
If CB is the default handling method, when sales orders are processed in Order Fulfillment, all items on the 

order that have stock will be placed on shipment 001, and items that do not have stock will be placed on a 

separate shipment, shipment 002. Shipment 001 can be picked immediately, and the second shipment can be 

picked when stock for the items are replenished. This is the default handling method recommended by RBS.  

 

CN 
If CN is the default handling method, when sales orders are processed in Order Fulfillment, all items on the 

order that have stock will be placed on shipment 001, and items that do not have stock will be canceled 

automatically.  CN will only work on single shipment orders. Multiple shipments do not honor the CN 

handling.  

 

SALES ORDER PROCESS FLOW 
When a web order (WO) is placed online, it is downloaded to Order Fulfillment as an internet order (IO). The 

internet order is checked for accuracy and is converted to a sales order (SO).  

 

INTERNET ORDERS 
During the internet order to sales order conversion, the internet order data is checked for accuracy. Address 

information including zip code validation, ISBNs/SKUs, sales tax, shipping methods, and more are checked to 

ensure that the appropriate data is properly defined in VisualRATEX.   
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If there is a data problem with an internet order, it will not convert to a sales order.  The internet order will 

need to be evaluated in the Internet Order processing queue, located at Order Fulfillment > Order Entry and 

Customer Service > Internet Order Processing: 

 

 
OF.INTERNET.ORDER.LIST.BAT 

Internet Order Processing screen 

 

Open an order to review it.  Convert the internet order to a sales order by pressing F10 and selecting Convert to 

Sales Order: 
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The internet order will convert to a sales order.  

 

If there is still a data problem with the internet order, a message will display explaining the problem and what 

needs to be done to properly convert the internet order to a sales order.  

 

To cancel an internet order, open the internet order, press F10, an

order will be canceled.  

 

See Appendix D for a list of internet order messages and how to resolve them.  

 

CUSTOMER MATCHING 
During the internet order to sales order conversion, the customer record database in VisualRATEX is 

evaluated. If the e-mail address on the internet order matches an e-mail address on an existing customer 

record, that customer record is used on the internet order and resulting sales order. If there is no e-mail match, 

a brand new customer record is created. 

 

This logic is applied to every internet order except internet orders using the WA (Web On Account) (AR) 

payment type. If an internet order is using the WA (AR) payment type, the account number entered during 

eRATEX checkout is evaluated against the customer record database to find a match, NOT the e-mail address.  

If there is no match, the internet order remains in the internet order queue and is not converted to a sales 

order. A new customer record is not created. The internet order must be evaluated and corrected by a) creating 

the customer in VisualRATEX with the account number on the internet order, or b) entering the correct 

account number in the Payment Type area of the internet order. Once the correct account number is on the 

internet order and in VisualRATEX, the internet order can be converted to a sales order. 

 

SALES ORDERS 
When internet orders convert to sales orders, they will display in a Sales Order Overview screen, located at 

Order Fulfillment > Sales Order Overview:  
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OF.SALES.ORDER.LIST.BAT 

Sales Order Overview screen 

 

A normal sales order will have a status of In Process (INPR) and line statuses of Ready To Pick (RDPK).  If the 

sales order meets the criteria, it is ready to go through the sales order process flow of: 

 

Picking the order 

Pick Verifying the order 

Shipping/Closing the order 

 

Only orders that have a status of INPR/RDPK can be picked. If the sales order has a status other than 

INPR/RDPK, it will need to be reviewed to determine why it is in that status, and be released from that status. 

An explanation of common order statuses, and how to release them, are explained in Appendix B.  

 

SALES ORDER HANDLING 
Depending on the time of year, the bookstore may want to process sales orders differently. By default, a 

handling code is stamped on every sales order as it is created in Order Fulfillment. The handling code choices 

are described in the previous section, Handling/Backorder Options. The default handling code can be changed 
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at any time in the Sales Order Parameter setup. If the handling code is changed, all future orders that come 

into Order Fulfillment will use the new default handling code. Existing sales orders are not updated, unless the 

Sales Order Handling screen is utilized.  The Sales Order Handling screen will update ALL sales orders that are 

INPR/RDPK with the selected handling code. Any sales orders that have already been picked are not changed. 

 

 
 

Screen Name: Sales Order Handling 

Location: Order Fulfillment > Sales Order Handling 

 

 
OF.SALES.ORDER.HANDLING.MNT 

Sales Order Handling screen 

 

The following fields are optional, and will "filter" any sales orders based on the entered criteria: 

 

Date - Enter a date to filter sales orders with a date prior to the date entered. 

Quantity - Enter a quantity to filter sales orders with the oldest quantity of eligible orders. 

Tip:  Sales Order Handling is new in the 19.1 release of VisualRATEX. 
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System - Enter a system flag (GM/TR/TX) to filter sales orders with at least one line with the system flag. 

Include Ship Method(s) - Enter a shipping method (ex. FEDX) to filter sales orders with only the shipping 

methods entered. Press F9 to see a list of available shipping methods. 

Exclude Ship Method(s) - Enter a shipping method (ex. FEDX) to filter sales orders with shipping methods 

EXCEPT those entered. Press F9 to see a list of available shipping methods. 

When finished entering the above criteria, click Select. The number of sales orders that will be changed are 

listed in the Records field. 

Next, select a Handling code from the dropdown. This is required. The selected handling code will be applied to 

all applicable sales orders. 

 

Click Process to update the selected sales orders with the selected handling code. The process will complete and 

the screen will close automatically. Proceed to the Pick List Selection screen to print pick lists for the sales 

orders. 

 

PICKING SALES ORDERS 
Once a sales order is INPR/RDPK, it can be picked and prepared for verification.  

 

 
 

Sales orders can be picked in two ways: automatically or manually.  

 

AUTOMATIC PICKING 
If the Auto Print Pick List Sales Order parameter set to Y, all qualifying orders with a status of INPR/RDPK will 

be printed when this screen is accessed.  

 

Tip:   
 
In order to print pick lists, the following template is required:  
 
PickList.doc  
 
This template should be placed in your RATEX_Templates folder. 
Additional versions of the Pick List are: 

PickList2.doc 

PickList3.dotm 

below.  
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Screen Name: Pick List Print 

Location: Order Fulfillment > Warehouse Management > Utilities > Pick List Print 

 

 
OF.PICK.LIST.PRINT.BAT 

Pick List Print screen 

 

As soon as this screen is accessed, the Quantity of unprinted pick lists will display in the Quantity field. Click 

Process, or wait a few seconds, and the Pick Lists will print automatically to the default printer assigned to the 

logged in user record.  
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MANUAL PICKING 
If Automatic Picking is not turned on, pick lists will need to be printed manually. The manual method allows a 

user to select which pick lists to print based on various criteria.  

 

Screen Name: Pick List Selection 

Location: Order Fulfillment > Pick List Selection 

 

 
OF.PICK.LIST.MNT 

Pick List Selection screen 

 

Most fields on this screen are optional and do not need to be filled out. At a minimum, Store, Type, and 

Warehouse need to be entered. Click the Calculate button to review how many sales orders will have pick lists 

printed based on the defined criteria. The sales orders that qualify to be picked will be displayed in the 

Shipment List grid. If necessary, redefine the criteria and click Calculate again to change how many pick lists 

will be printed. Click the Process button to print the pick lists. The qualifying pick lists will print:  
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PICK LIST VERSIONS 
Several versions of the pick list are available. Each version is described below. 

 

ORIGINAL PICK LIST – PICKLIST.DOC 

generated. In the Pick List Selection screen, the Summary field tells the picking process which pick list to print: 

 

 
 

S  Simple Summary, the default, will print the original pick list, as shown below.  

 

 
Example Pick List 

 

One pick list will print per shipment. All items on the shipment will display in the center grid; other 

information, like the shipment number, shipping method, date, time, and basic customer information is 
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printed at the top of the pick list. There is also a barcode, which is the shipment number; this can be used 

during pick list verification to scan the shipment number, instead of manually keying in the shipment number.  

 

If more than one pick list is printed in a batch, a Pick List Summary will print at the end of the run, as shown 

below. 

 

 
Example Pick List Summary 

 

The Pick List Summary lists every item on every shipment in the batch, and sums the quantity ordered. The 

Pick List Summary also displays a Pick List ID number, which is useful if the pick list batch needs to be 

reprinted (see the Pick List Reprint section).  

 

N  No Summary will print the original pick list as indicated 

above, but no summary sheet will print.  

 

CART PICK LIST – PICKLIST2.DOC 

original pick list:  

 

C  Cart Summary organizes the items differently than the 

original pick list; instead of printing a pick list for each shipment, 

all of the item quantities are summed and display in descending order. Other information, like the color, size, 

and SKU (GM), or author and title (TX/TR), are also displayed. This version of the pick list is designed to make 

the picking process more efficient by sorting the items that need to be picked by the quantity ordered.   

 

The original pick list will also print, in addition to the cart pick list.  
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Example Cart Pick List Summary 

 

IMAGE PICK LIST – PICKLIST3.DOTM 

or cart summary pick list. This version of the pick list prints a thumbnail image for every item on each 

shipment, as shown below:  

 

 
Example Image Pick List 

 

The thumbnail images to be used on the image pick list must be defined in a specific directory location, for 

example, a local directory (C:\) or a network directory (M:\). The entire path, including a slash at the end of the 

path, must be entered in AV.PARAMETER SALES.ORDER, Data 5, Cell 3,as shown below:  



 

 

162 
© Copyright 2014 RATEX Business Solutions, Inc. 

 

 
 

null, the original pick list will be used.  

 

The images must be named SKU.jpg. The reason for this is because you can have different images for each 

color/size of a particular item. The images will be automatically resized to 100x100 pixels when generated onto 

the image pick list.  

 

PICK LIST COMPLETE 

 also 

during Pick List Verification.  

 

Screen Name: Pick List Complete 

Location: Order Fulfillment > Pick List Complete 
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OF.PICK.COMPLETE.MNT 

Pick List Complete 

 

Verification,  

 

PICK VERIFYING SALES ORDERS 
Once sales orders have been picked, they can be pick verified, and the packing lists can be printed and prepared 

for shipment.   

 

Screen Name: Pick List Verification 

Location: Order Fulfillment > Pick List Verification 
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When the screen is accessed from the menu, a Shipment Number prompt appears. At the prompt, enter the 

sales order number + shipping ID and click OK.  

 

 
 

The Pick Verify Maintenance screen will appear: 

 

Tips:   
 

The sales order must have a line status of PICK or PCKD in order to Pick Verify the sales 

order. If the sales order has not yet been picked, a prompt will display stating that pick 

verify is not allowed. Go back to the Pick List Selection screen and pick the order. 

 

In order to print packing lists, the following template is required:  

 

PackingList.doc  

 

This template should be placed in your RATEX_Templates folder. 
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OF.PICK.VERIFY.MNT 

Pick Verify Maintenance screen 

 

Select the user who picked the order and the user who will pack the order. 

 

In the Scanned Entry field, scan the item to be packed/shipped. When an item is scanned, the Pick List is read 

by the system to confirm that the item is a part of the sales order. If the item is part of the order, it will be added 

to the grid in the center of the screen:  

 

 
 

Continue to scan the remaining items on the sales order.  

 

Optional: Press F9 on the Scanned Entry field to display the following prompt: 
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Display Missing Products will display all items on the pick list that have not been 

scanned in the first and third grids on the screen. 

 

When finished scanning items, press F10. The packing list will print:  

 

 
 

PACKING LIST VERSIONS 
Several versions of the packing list are available. Each version is described below. 

 

ORIGINAL PACKING LIST – PACKINGLIST.DOC 
The original packing list is titled PackingList.doc . 

lists are generated, as shown below: 
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Example Packing List 

 

The packing list displays the number of items on the shipment, the price each, the amount, the subtotal, 

shipping, sales tax, order total, as well as the billing and shipping address of the order. The bottom of the 

packing list displays Ship To and Return To addresses, which can be peeled off and placed on the shipment and 

return packages.  

 

One packing list prints per shipment.  

 

BACKORDER PACKING LIST – PACKINGLIST2.DOC  
lable to use instead of the 

original packing list. This packing list is nearly identical to the original packing list; the main difference is this 

version shows items on subsequent shipments that are backordered, as shown below: 
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Example Backorder Packing List 

 

and will be shipped separately.  

 

, as 

shown below: 

 

  
 

 

 

UPS PACKING LIST – UPSPACKINGLIST.DOC 
In the 37A .17 release of VisualRATEX, a UPS version of the packing list is available to use instead of the 

original packing list or backorder packing list. This version of the packing list will print a UPS label in the 

bottom half of the document, which can be peeled off and placed on the package. This logic requires special 
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parameter setup; 

Fulfillment can communicate with UPS directly to generate a label and tracking number for the shipment 

during Pick List Verification.  

 

RBS requires the following information: 

 

UPS Information: 

Access Key (License Number) 

User ID 

Password 

Shipping Information: 

Name 

Attention 

Phone Number & Extension 

Shipper Number (Account Number) 

Address 

City 

State 

Zip 

Country 

 

Once this information is entered into Order Fulfillment, UPS labels can be generated by turning on a 

activate the UPS logic: 

 

  
 

 
 

Tip:   

 

In addition to adding the UpsPackingList.doc template 

to the RATEX_Templates folder, a pscp.exe file must be 

added to the template folder as well. This file helps 

generate the label properly. 
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UPS LABEL / TRACKING NUMBER GENERATION 

During Pick List Verification, after all items have been scanned, press F10.  

 

In order to generate a correct UPS label, the weight of the items is a requirement. If the weight is not already 

entered in VisualRATEX for the items, the user will be prompted to add the weight, as shown below: 

 

 
 

Once the weight has been entered, several things happen at once.  

 

If there is a problem charging the c

default printer, a tracking number is generated and added to the shipment, the shipment is closed, and an 

order update e-mail is sent to the customer with the tracking number included.   

 

The integration with UPS saves the Order Fulfillment user time, because they do not have to manually generate 

labels, tracking numbers, or even close the shipments. The UPS logic takes care of all of this.  

 

Below is an example of what the UPS packing list looks like: 
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Example UPS Packing List 
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ERROR HANDLING 

If there is a problem generating a UPS label (address verification issue, credit card decline, etc.), a warning 

message will display on the screen describing the nature of the problem:  

 

 
 

When the UPS label fails to print, the regular packing list will generate instead, which the user can print to the 

printer or the screen: 

 

 
 

When the regular packing list prints, the sales order status is INPR/RDSH. The user has three choices on how 

to finish processing the sales order, depending on the nature of the problem: 

1. Close the shipment in Shipment Maintenance.  

2. Cancel the shipment in Shipment Maintenance. 

3. Create a new shipment, process the new shipment, and cancel the previous shipment. 

If you are interested in using the UPS packing list with Order Fulfillment, please contact RBS. 
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FEDEX PACKING LIST – FEDEXPACKINGLIST.DOTM 
In the 37A .18 release of VisualRATEX, a FedEx version of the packing list is available to use instead of the 

original packing list, backorder packing list, or UPS packing list. This version of the packing list will print a 

FedEx label in the bottom half of the document, which can be peeled off and placed on the package. This logic 

 to be entered into Order 

Fulfillment, so Order Fulfillment can communicate with FedEx directly to generate a label and tracking 

number for the shipment during Pick List Verification.  

 

RBS requires the following information: 

 

FedEx Information: 

Access Key (License Number) 

Meter Number 

User ID 

Password 

Shipping Information: 

Name 

Attention 

Phone Number & Extension 

Shipper Number (Account Number) 

Address 

City 

State 

Zip 

Country 

 

Once this information is entered into Order Fulfillment, FedEx labels can be generated by turning on a 

activate the FedEx logic: 
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FEDEX LABEL / TRACKING NUMBER GENERATION 

During Pick List Verification, after all items have been scanned, press F10.  

 

In order to generate a correct FedEx label, the weight of the items is a requirement. If the weight is not already 

entered in VisualRATEX for the items, the user will be prompted to add the weight, as shown below: 

 

 
 

Once the weight has been entered, several things happen at once.  

 

the credit card auth/capture has been completed, FedEx is contacted, a label is generated and printed to the 

an order update e-mail is sent to the customer with the tracking number included.   

 

The integration with FedEx saves the Order Fulfillment user time, because they do not have to manually 

generate labels, tracking numbers, or even close the shipments. The FedEx logic takes care of all of this.  

 

Below is an example of what the FedEx packing list looks like: 

 

Tip:   

 

In addition to adding the FEDEXPackingList.dotm template to the 

RATEX_Templates folder, a pscp.exe file must be added to the 

template folder as well. This file helps generate the label properly. 
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Example FedEx Packing List 



 

 

176 
© Copyright 2014 RATEX Business Solutions, Inc. 

ERROR HANDLING 

If there is a problem generating a FedEx label (address verification issue, credit card decline, etc.), a warning 

message will display on the screen describing the nature of the problem:  

 

 
 

When the FedEx label fails to print, the regular packing list will print instead, which the user can print to the 

printer or the screen: 

 

 
 

When the regular packing list prints, the sales order status is INPR/RDSH. The user has three choices on how 

to finish processing the sales order, depending on the nature of the problem: 

1. Close the shipment in Shipment Maintenance.  

2. Cancel the shipment in Shipment Maintenance. 

3. Create a new shipment, process the new shipment, and cancel the previous shipment. 

If you are interested in using the FedEx packing list with Order Fulfillment, please contact RBS. 
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SHIPPING/CLOSING SALES ORDERS 
Once sales orders have been prepared for shipment in the Pick Verification screen, they can be closed. If the 

sales order is being tracked, tracking information can be entered during this step.  

 

 
 

Screen Name: Shipment 

Location: Order Fulfillment > Shipment 

 

 
OF.SHIPMENT.MNT 

Shipment Maintenance screen 

 

Enter the sales order number + shipping ID in the Shipment ID field and press Enter:  

Tip:   

 

If using the UPS/FedEx integration described above, this 

step is completed automatically.  
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Enter today's date in the Closed Date field. (If a date other than today's date is entered, you will be prompted to 

enter today's date). If the sales order is being tracked, enter tracking details in the Tracking grid in the bottom 

half of the screen. When finished entering the information, press F10 to save the record. Upon pressing F10, 

the sales order will close and payment will be settled through the CyberSource Business Center. (See the 

Authorizations and Settlements section for additional information regarding authorizations and settlements 

with CyberSource and the Declines/Resolutions section regarding how to process declined sales orders.) 

 

The sales order status will change to CLSD (Closed).  

 

MULTI-STORE FULFILLMENT / SALES ORDER PROCESS FLOW 
Fulfilling sales orders from multiple stores presents a higher level of complexity to the sales order process flow. 

In general, the process is the same: sales orders are picked, pick verified, and shipped. Some explanation is 

 

require a transfer or split shipment to fulfill the order.  

 

STORE VS. WAREHOUSE 

eRATEX is integrated with in Web Store Maintenance, as shown below:  

 

 
Web Store Maintenance screen  Store 1 
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Sales Order Overview screen 

 

The web store is automatically assigned to every sales order. This is NOT necessarily the store that will fulfill 

the items on the order. T

below:  

 

 
OF.SALES.ORDER.MNT 

Sales Order Maintenance screen 

 

1-to-1 relationship. If the store was 1, the warehouse was 1, no exceptions.  

The multi-store logic in 37A .18 changes this dynamic. The warehouse can potentially be any store in the 

fulfillment priority list (for information on how to set up fulfillment priority lists, see previous section), 

depending on the fulfillment preferences that were selected by module.  

The warehouse is assigned based on th

preference is described below. 

 



 

 

180 
© Copyright 2014 RATEX Business Solutions, Inc. 

TRANSFERS & WAREHOUSE ASSIGNMENT 

(sometimes called th

are no exceptions to this logic. Therefore, at a minimum, all web products should exist in the eRATEX 

integration store. When a sales order comes into Order Fulfillment, inventory is evaluated for all items on the 

sales order. If an item does not have inventory in the eRATEX integration store, the first store in the fulfillment 

priority store list is checked for adequate inventory; if adequate inventory is not found in the first store, the 

second store is checked, and so on, until sufficient inventory is found. When inventory is found, a pending 

transfer is created to transfer inventory from the subsequent fulfillment priority store to the eRATEX 

integration store. Once the transfer process has been completed (i.e. the transfer has been RECEIVED), the 

shipment will be updated and will be pickable.  

 

If an item has no inventory in any fulfillment priority stores, meaning no inventory can be transferred to the 

eRATEX integration store, the shipment will not be pickable.  

 

 
 

If an item on eRATEX does not exist in the eRATEX integration store, or if an item is added to an open sales 

order that does not exist in the eRATEX integration store, warning messages will display on the screen letting 

the user know that the product does not exist in the store. In the test case below, a store 10 only item was added 

 

 

 
 

How is the Pending Transfer Created? 

A program called AVPR.OF.TRANSFER.CREATE runs 

Auto 

transferred by order fulfillment

n that this transfer was 

created by Order Fulfillment.  
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These messages tell the user that the product is not set up in store 1, the first fulfillment priority store. The item 

will not be able to be processed until the product is added to store 1.  

 

If the bookstore has items that only exist in one store (and not across stores), consider using the Split 

Shipments fulfillment preference, described in the next section. 

 

BACKORDERS AND TRANSFERS 

pending transfer to be fulfilled will be backordered, i.e., placed on a separate shipment. This will occur because 

any items that are out of stock are put onto separate shipments when a sales order is downloaded to Order 

Fulfillment and the order handling  

 

 

 

This parameter is accessed at the following VisualRATEX menu path:  Admin > Parameters > AvParameter. 

Select BACKORDER.THRESHOLD from the dropdown. 
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AV.PARAMETER.MNT 

AvParameter Maintenance screen, BACKORDER.THRESHOLD 

 

For example, if the number of days is 5, a backorder/split shipment for out of stock items will not be created for 

5 days. This allows adequate time for the pending transfer to be fulfilled.  

 

SPLIT SHIPMENTS & WAREHOUSE ASSIGNMENT 

inventory in each of the fulfillment priority stores. If all items have adequate inventory in the first fulfillment 

priority store, all items will be on shipment 001.  If an item does not have inventory in the first fulfillment 

priority store but has inventory in the second fulfillment priority store, that item will be placed on a separate 

shipment to be fulfilled by the second fulfillment priority store. If there is no inventory in the second fulfillment 

priority store, the third fulfillment priority store is checked, and so on, until adequate inventory is found in a 

subsequent fulfillment priority store. If there is no inventory in any stores, the item will be placed on a separate 

shipment, with the warehouse being the first fulfillment priority store; the shipment will not be pickable.  

If a customer orders an item quantity that exceeds the available inventory in the first fulfillment priority store 

(ex. customer orders 25 pens and only 5 are on hand in the first fulfillment priority store), the subsequent 

stores are checked; if a subsequent store has available inventory to cover the entire quantity (ex. 25), that store 

will be used to fulfill the order.  
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OF.SALES.ORDER.MNT 

Sales Order Maintenance screen 

 

In the above example, a customer ordered 10 sweatshirts. Store 10 is the first fulfillment priority store, but store 

10 only has 4 sweatshirts on hand. Store 1 has 96 sweatshirts on hand, therefore, store 1 is being used to fulfill 

the 10 sweatshirts on the order.  

 

PICKING MULTI-STORE SHIPMENTS 
When picking sales orders, the store and the warehouse must be properly selected in the Pick List Selection 

ays the 

the inventory is decremented.  

 

If the incorrect store or warehouse is selected in the screen, the following prompt may appear:  



 

 

184 
© Copyright 2014 RATEX Business Solutions, Inc. 

 
 

This message is saying that there are no shipping records that match the selection criteria (i.e. the selected store 

and warehouse). Make sure that the correct store and warehouse are selected in the screen, and pick lists will 

print normally. 

  

 
OF.PICK.LIST.MNT 
Pick List Selection 

Once the picking process is complete, inventory is decremented for the appropriate items in the appropriate 

stores, and the rest of the sales order process flow is normal.   
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AUTHORIZATIONS AND SETTLEMENTS 
When sales orders are processed through eRATEX/Order Fulfillment, payment is processed through a payment 

gateway like the CyberSource Business Center. Prior to going live with eRATEX, each client sets up a live 

account with a payment gateway to process credit card transactions. Credit card information, authorizations, 

and settlements are processed entirely through the the payment gateway. Credit card information is not stored 

in VisualRATEX or eRATEX.   

 

There are two methods used to authorize and settle credit card payments.  

 

AUTH/SETTLE METHOD 1 – FULL AUTHS (WC) 

order amount. Any changes, additional shipments, etc. requires an additional authorization for the difference 

 

 

While this method is the standard auth/settle logic used by many companies throughout the world, the college 

bookstore industry presents its own set of unique challenges that makes a full authorization at the time the 

order is placed difficult to handle, especially when textbooks, substitutions, and additional shipments are 

involved.  

 

A second method, explained below, has been developed to handle authorizations differently.  

 

AUTH/SETTLE METHOD 2 – PARTIAL AUTHS (WB) 

 

 

A full authorization and settlement will occur when the sales order is closed in Order Fulfillment. 

 

PARAMETER SETUP 
To implement Auth/Settle Method 2, a few parameters must be set up in the eRATEX Admin. They are: 

 

 Partial Auth  Enabled 

 Partial Auth  Amount 

 Partial Auth  Message 

 Partial Auth  Disable Auto Reversal  
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These parameters are located in the eRATEX Admin under Configuration > Run Config Wizard. Go to the 

 

 

 
 

The following screen will display: 

 

 
 

Partial Auth - Enabled must be set to true to implement the logic.  

Partial Auth - Amount is the amount which the customer will be initially authorized. It can be any amount 

except 0.00. RBS recommends an amount between .01 - $1.00.  

Partial Auth - Message is the message that will display on the customer checkout page when the customer is 

entering their credit card information. 

Partial Auth  Disable Auto Reversal controls whether or not to automatically reverse the partial auth amount 
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eRATEX 

Partial Auth amount and message seen during checkout 

 

ORDER PROCESSING 
When the web order is downloaded to Order Fulfillment, it is processed like any other sales order (see the Sales 

Order Processing section above). Any changes requiring a payment increase are added to the order total, but 

the customer is NOT authorized for them. The sales order will be authorized for the full amount of the 

shipment, and settled, when the shipment is closed in Shipment Maintenance.  

 

DECLINES & RESOLUTIONS 
It is possible that a sales order will fail to authorize and/or settle for the order total when it tries to close in 

Shipment Maintenance.  There are a number of reasons why an order could fail to auth or settle. (Review the 

CyberSource documentation for a list of Reason Codes that describe various auth, settlement, and processing 

failures.)  If a sales order declines, a message similar to the below screen capture will display in Shipment 

Maintenance. The message will explain why the failure occurred. The sales order and line statuses will change 

from INPR/RDSH (In Process/Ready To Ship) to HCSD/HDSH (Hold Credit Shipment Decline/Hold Decline 

Ship). 

 

 
 

Depending on the failure, there are several options to fix the order. In Sales Order Overview, open the Sales 

 

 

http://apps.cybersource.com/library/documentation/sbc/HOP_UG/html/ch_4_-_interpreting_receipt.htm#ch_4___interpreting_receipt_11273_48932
http://apps.cybersource.com/library/documentation/sbc/HOP_UG/html/ch_4_-_interpreting_receipt.htm#ch_4___interpreting_receipt_11273_48932
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Selection this option and click OK. Three options will display: 

 

 
 

Select the option that best describes how to process the sales order: 

 

following prompt will display: 

 

 
 

Click OK. The sales order will be saved and the sales order/line statuses will change back to INPR/RDSH. Close 

the sales order again in Shipment Maintenance.   
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. The 

following prompt will display: 

 

 
 

Click OK. The sales order has been canceled. 

 

 following prompt will display: 

 

 
 

Click OK. The sales order has been closed.  
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SALES ORDER MANAGEMENT  
A sales order may need modifications as it progresses through the sales order process flow. Below are some 

common scenarios that a University bookstore may need to address while taking a sales order through the 

process flow.  

 

CANCELING SALES ORDERS 
A customer may contact the bookstore requesting that they no longer want an item that they ordered on 

eRATEX. They may want to partially-cancel or completely cancel their sales order. The ability to cancel 

individual lines or whole sales orders varies depending on the stage of the order. 

 

CANCELING RDPK SALES ORDERS 
If an order is RDPK, one or more lines can be canceled by doing the following:  

 

Open the order in Sales Order Maintenance and go to the Product Information tab. Highlight the RDPK line to 

cancel and press F9. The following prompt will appear:  

 

 
 

Select Cancel Line Item and click OK.  

 

The following prompt will appear asking for a reason you are canceling the line:  
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Select one of the reasons and click OK. The line will be canceled.   

 

To cancel the entire sales order, open the order in Sales Order Maintenance and go to the Order Information 

tab. Press F9. The following prompt will appear:  

 

 
 

Select Cancel Editable Lines and click OK. 

 

The following prompt will appear asking for a reason you are canceling the sales order:  
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Select one of the reasons and click OK. The sales order will be canceled. 

 

CANCELING PICK SALES ORDERS 

Once a sales order has been picked, it cannot be canceled from the Sales Order Maintenance screen. It must 

first be canceled in Pick Verify.  

 

Open the sales order in Pick List Verification: 

 

 
 

 
OF.PICK.VERIFY.MNT 

Pick Verify Maintenance screen 

 



 

 

193 
© Copyright 2014 RATEX Business Solutions, Inc. 

Scan the lines that will be packed and shipped. Do not scan the lines that need to be canceled. Do not enter any 

information if the entire shipment needs to be canceled. Press F10. The following prompt will display: 

 

 
 

Select Process The Shipment and click OK. The items that were not scanned will be put on ORDR 

(backorder). The lines that were scanned will be RDSH and can be shipped.  

 

In Sales Order Maintenance, open the sales order and go to the Order Information tab. Press F9. The following 

prompt will display:  

 

 
 

Select Cancel Editable Lines and click OK. 

 

The following prompt will display asking for a reason the lines are being canceled:  
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Select one of the reasons and click OK. The backordered lines will be canceled.  

 

CANCELING RDSH SALES ORDERS 
Once a sales order has been Pick Verified, it cannot be canceled from the Sales Order Maintenance screen. It 

must be canceled in Shipment Maintenance. 

 

Open the sales order in Shipment Maintenance: 

 

 
OF.SHIPMENT.MNT 
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Shipment Maintenance screen 

 

Press F9 on the Close Date field. The following prompt will display: 

 

 
 

Select Yes to cancel the shipment and return stock to inventory. The following verification prompt will display:  

 

 
 

Press ESC to exit the screen.  

 

REPRINTING PICK LISTS 
Pick lists can be reprinted by going to the following menu location: Order Fulfillment > Warehouse 

Management > Utilities > Pick List Reprint: 
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OF.PICK.LIST.REPRINT.BAT 

Pick List Reprint screen 

 

There are two reprint types: 

 

 Pick List - to print an entire pick list run/batch, select Pick List and enter the Pick List ID in the Process 

Record field. The Pick List ID is NOT the sales order number. When pick lists are printed in Pick List 

Maintenance, each sales order is assigned a specific Pick List ID. The Pick List ID can be found on the 

printed pick list summary sheet, or in the Pick List field in Shipment Maintenance. (To access this, open 

the sales order, go to the Product Information tab, press F9, and select Shipment Detail. This will open 

the order in OF.SHIPMENT.MNT.  If the order has been picked, you will see the Pick List ID in the 

Pick List field in the grid.) 

 Single Shipment - to print a pick list for a single shipment, select Single Shipment and enter the sales 

order number and the shipment ID in the Process Record field (ex. 0000123001, 0000123 being the sales 

order number and 001 being the shipment ID). 

 

Click Process to reprint the pick list(s).  

 



 

 

197 
© Copyright 2014 RATEX Business Solutions, Inc. 

REPRINTING PACKING LISTS 
Packing lists can be reprinted by going to the following menu location: Order Fulfillment > Warehouse 

Management > Utilities > Packing List Reprint: 

 

 
OF.PACKING.LIST.REPRINT.BAT 

Packing List Reprint screen 

 

Packing lists can be reprinted one at a time. Enter the sales order number and the shipment ID in the Shipment 

field (ex. 0000123001, 0000123 being the sales order number and 001 being the shipment ID). Click Process to 

reprint the packing list.  

 

UPDATING ADDRESS INFORMATION 
The billing address and/or shipping address may need to be updated during sales order processing. A customer 

may contact the bookstore requesting a shipping address change. Or, if an order is put on fraud hold (HFAV), 

the billing address may need to be updated to reflect the correct billing address. If a sales order is INPR/RDPK, 

the billing address or the shipping address can be updated. Once an order has been picked, the only the billing 

address information can be updated.   
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BILLING ADDRESS 
The billing address is viewable on the sales order in the Customer Information tab of Sales Order Maintenance: 

 

 
Billing Address on sales order 

 

Tip:   
To update a shipping address on a sales order 
that has already been picked, put the items on a 
new shipment, and cancel the previous 
shipment. The new shipment will be 
INPR/RDPK and the shipping address can be 
changed.   
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The billing address is also viewable on the customer record in either the Home Address tab or the Billing 

Address tab: 

 

 
Billing Address on customer record 

 

A variety of factors determine whether the billing address is entered in the Campus Address or Home Address 

tab of the customer record:  

 

1) If the internet order e-mail address matches the e-mail address in the Home Address tab and not the 

Campus Address tab, then the Home Address tab is updated. 

 

2) If not, and the internet order e-mail address matches the e-mail address in the Campus Address tab and not 

the Home Address tab, then the Campus Address tab is updated. 

 

3) If not, and the billing address zip code matches the zip code in the Home Address tab and not the zip code 

in the Campus Address tab, then the Home Address tab is updated. 

 

4) If not, and the billing address zip code matches the zip code in the Campus Address tab and not the zip code 

in the Home Address, then the Campus Address tab is updated. 

 

then the Campus Address tab is updated. 

 

6) Otherwise, the Home Address tab is updated. 

 

(Yes, you read all of that correctly.) 

 

The billing address can be changed any time during order processing. To update the billing address, open the 

sales order, go to the Customer Information tab, and press F9. The following window will display: 
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Select Customer Window and click OK. The following window will display: 

 

 
 

Select Update Current Customer and click OK. 

 

The Customer Maintenance screen will display. Go to the Home Address or Campus Address tab and update 

the billing address:  

 

 
 

Press F10 to save. The Customer Information tab on the sales order will update with the address changes: 
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SHIPPING ADDRESS 
The shipping address is viewable on the sales order in the Shipment Information tab of Sales Order 

Maintenance: 

 

 
Shipping Address on sales order 
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The shipping address is also viewable on the customer record in the Customer Ship tab: 

 

 
Shipping Address on customer record 

 

If a customer places multiple orders with different shipping addresses, each shipping address is recorded in the 

Customer Ship tab. Shipping addresses are not overwritten.  

 

The shipping address can ONLY be changed when an order is INPR/RDPK or HOBO/ORDR. The reason for 

this is because modifying a shipping address could potentially change the sales tax calculation(s), which would 

modify the order total. The order total can only be adjusted if the order is in an editable state, i.e. an 

INPR/RDPK or HOBO/ORDR order.  

Updating Shipping Address 

 

To update the shipping address, open the sales order, go to the Customer Information tab, and press F9. The 

following window will display: 

 

 
 

Select Customer Window and click OK. The following window will display: 
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Select Update Current Customer and click OK. 

 

The Customer Maintenance screen will display. Go to the Customer Ship tab and press F9 on the address that 

needs to be changed. The Customer Ship Maintenance screen will display:  

 

 
OF.CUSTOMER.SHIP.MNT 

Customer Ship Maintenance screen 
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Make any changes to the shipping address and press F10 to save the Customer Ship record. Press F10 to save 

Customer Maintenance.  

 

Go to the Shipment Information section of the sales order and reapply the shipping address that was modified 

by pressing F9 on the Shipment field:  

 

 
 

The following window will display: 

 

 
 

Select Modify Shipment ___ and click OK. The following window will appear: 
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Select the modified shipping address and click OK. The shipping address will be applied to the shipment. 

Adding A New Shipping Address 

 

In addition to editing an existing shipping address, a brand new shipping address can be added as well. When 

shipping addresses on file for th

Maintenance and add a new shipping address:  
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OF.CUSTOMER.SHIP.MNT 

Customer Ship Maintenance screen 

 

-populate when a zip code is entered), address, 

phone number, tax status, and tax locality. Press F10 to save the record and use the shipping address on the 

shipment.  

 

ADDING/CHANGING ITEMS 
After a customer places a web order on eRATEX, he may contact the bookstore asking for an additional item, 

or a different-sized item, than what he originally ordered.  Items can be added to sales orders when they are 

RDPK.  

 

To add an item to a sales order, open the sales order in Sales Order Maintenance and go to the Product 

Information tab:  
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To add an item to a sales order, press F4 or   . Enter a Key Code of NONE and enter the ISBN/SKU/Web 

ID that the customer wants to purchase. Enter the QTY that the customer wants to purchase.  Continue adding 

lines until all of the items have been added to the sales order. The order total increases as lines are added to the 

sales order. For full-auth sales orders, the additional payment will go on a second line in Payment Information 

-auth sales orders, the 

additional payment is tallied and will be authed/settled when the shipment closes in Shipment Maintenance. 

When finished, press F10 to save the sales order.  

 

 
 

CHANGING SHIPPING & HANDLING 
After a customer places an order on eRATEX, he may contact the bookstore asking for a different shipping 

method. For example, he originally selected UPS-Ground shipping but wants it upgraded to UPS-2 Day.  

 

Tips:   
A) Verify that the Payment Information tab displays 
accurate payment information before you save the sales 
order. 
B) If the student requests a different sized item, cancel 
the line on the sales order and add the correct item.  
C) If the sales order has been picked (and the lines have a 
status of PICK), lines cannot be modified in Sales Order 
Maintenance.  If the student requests an order change at 
this stage, do not scan the appropriate lines in Pick List 
Verification. This will backorder the lines. Add the 
appropriate lines on shipment 002, and cancel the 
backordered lines.  
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To change the shipping & handling of a sales order, open the sales order in Sales Order Maintenance:  

 

 
OF.SALES.ORDER.MNT 

Tips:   

 

A) Make sure that the Freight Flag field is set to 

M-Manual Calculation or the freight cannot be 

modified.  

 

B) Make sure that the Ship Via method has a Ship 

Method defined in Ship Method Maintenance and 

a corresponding Ship Days record defined in Ship 

Days Maintenance. For additional information, 

see the Shipping & Handling Setup section.  
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Sales Order Maintenance screen 

 

The shipping & handling details are located at the bottom of the screen.  Select the appropriate Ship Method 

from the Ship Via field, enter the new freight cost in the Freight field, and press F10 to save.  

 

SPLIT SHIPMENTS 

one shipment will have in stock items, and the other shipment will have out of stock items. Each shipment 

requires its own authorization to charge/settle for the items on the shipment. Each shipment can be processed 

independently.  

 

A sales order may need to split into more than two shipments. Sales orders can be split manually into as many 

 

 

Split shipments can also be combined back onto one shipment.  

 

SPLIT SHIPMENTS - MANUALLY 

order. To create a new shipment, open the sales order in Sales Order Maintenance. Press F9 in the Shipment 

field in the Shipment Information section of the screen. The following prompt will display: 

 

 
 

following prompt will display:  
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Select a 

 

 

The new shipment has been created. The next step is to apply the new shipment to items on the sales order. 

 

Open the sales order in Sales Order Maintenance and go to the Product Information tab. A Shipment column 

is in between the Expected and Price Each columns. Press F9 on the Shipment field to toggle between open 

shipments, and change the shipment:  

 

 
 

If all other shipments have been processed, the new shipment will be the only choice.  Once an item/shipment 

has been picked, the shipment cannot be changed or modified. 

 

If a new shipment is created but not used, a warning will display when the sales order is saved that the 

shipment has not been used, and to make the appropriate modifications: 
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SPLIT SHIPMENTS – AUTOMATICALLY 
ent 

001/002 split that occurs when a sales order is initially created in Order Fulfillment. Using this process, sales 

orders can be split based on date, system, and number of shipments. 

 

To split any shipment automatically, go to Order Fulfillment > Order Entry & Customer Service > Split 

Shipments: 
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OF.SALES.ORDER.SPLIT.MNT 

Split Shipment Screen 

 

Select how many orders to split. Clicking the "Select" button without entering any criteria will select all orders 

that are INPR/RDPK with subsequent shipments that can split based on available inventory. The Records field 

will display the number of orders that will split when the process is run. There are a few filtering options to use, 

if necessary:  

 

Date - enter a date to limit the selection to orders with an order date prior or equal to the date entered. 

Next - enter a number to limit the selection to the next "x" orders. For example, entering a "5" will select the 

next 5 orders that can split. 

System(s) - enter one or more systems (TX/TR/GM) to limit the selection of orders to those systems. 

 

When finished defining the criteria, click the Process button. The shipments will split, and the process will 

return to the VisualRATEX Splash screen.  
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SUBSTITUTIONS 

they order is not in stock when the order is fulfilled. For example, the student orders the used book, but the 

used book is not available; if they allow substitution, and the new book is available, they will get the new book.  

 

When the student first arrives at the Book List page, a Used Book Substitution Policy will display, as shown 

below: 

 

 
Used Book Substitution Policy 

 

Students can select whi

buy from the Book List Page: 

 

 
Substitution Preferences 
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When a textbook substitution preference is selected, the preference will be downloaded -- along with the rest of 

the order information -- to Order Fulfillment.  During order processing, substitution can occur in a number of 

ways, and the logic is enhanced even further with release 37A .16. 

 

ORIGINAL SUBSTITUTION LOGIC 
Prior to release 37A .16, textbook substitution would occur in the following ways: 

1. During the internet order to sales order conversion, the substitution preference and available inventory 

levels of the textbook are checked. If there is no inventory for the preferred textbook on the order (i.e. 

will be immediately substituted on the order; the order total would be updated and an additional 

authorization would be created for the difference in price if using full authorizations (see the 

Authorization Logic section above).  

2. If the textbook had available inventory for the preferred textbook on the order when the sales order was 

created, but not when the order was ready to be picked, the order could be opened and saved to 

perform an inventory check and substitute the textbook. 

3. If the textbook had available inventory for the preferred textbook on the order when the sales order was 

picked, but not when the order was ready to be pick verified, the textbook should not be scanned during 

pick verification. The textbook would be put on a separate shipment, an inventory check would be 

performed, and the textbook would be substituted.   

While the above scenarios worked well for a portion of substituted textbook orders, there were cases where the 

logic was cumbersome and revision was necessary to make the substitution process easier.  

 

ENHANCED SUBSTITUTION LOGIC  
The substitution logic has been extensively enhanced in the 37A .16 release of VisualRATEX, making all of the 

prior substitution logic obsolete. 

 

net order to sales order conversion, or at 

any other time. Sales orders can be substituted during both the picking process and the pick verification 

process. 

 

PICK LIST SELECTION 

In the Pick List Selection screen, there is a new Substitute button: 



 

 

215 
© Copyright 2014 RATEX Business Solutions, Inc. 

 
OF.PICK.LIST.MNT 

Pick List Selection screen 

 

Clicking the Substitute button displays a new Pick List Substitution screen: 
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OF.PICK.LIST.SUBSTITUTION.BAT 

Pick List Substitution screen 

 

Here, sales orders can be selected, analyzed, and substituted. The process will load any textbook sales orders 

that are INPR/RDPK. To select sales orders to analyze, choose one of three options: 

 All   

 List  ing a saved list will select all sales orders that meet that criteria 

 Next  

sele  

After selecting an option, click the Load button. The applicable sales order numbers will display in the Sales 

Order(s) field:  
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These are the sales orders that will be analyzed for substitutions. When the Process button is clicked, the 

textbooks on each sales order will be analyzed. If there is inadequate inventory for a textbook and the 

ing the analyzation, a status bar 

will display, noting the progress: 

 

 
 

When finished, an Information window will display how many sales orders were substituted. The sales orders 

can be picked and processed.  

 

Tip: In 37A 19.1 the Pick List Substitution screen has been modified with additional filters to include or 

and click the Load button to queue the sales orders for substitution. 

 

PICK LIST VERIFICATION 

here are several 

reasons to substitute a textbook at this stage: inventory may run out for the preferred textbook on the sales 

order between the time the sales order was picked and the time of verification; one might accidentally grab the 

incorrect textbook from the shelf, etc. 

 

This substitution process is controlled by parameters. The parameters are located at the following menu 

location: Admin > Parameters > AvParameter, HOT.SWAP.  
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AV.PARAMETER.MNT 

AvParameter Maintenance screen, HOT.SWAP 

 

Data1, Value 1:  

 0   

 1   swap is being 

made. 

 2  

letting the user know when a hot swap is being made. 

 3  tion Values 2 & 3, and 

presents a selection menu allowing the user to decide if they wish to swap or not. (This option is 

recommended by RBS.) 
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Once a hot swap selection is defined, a substitution / hot swap can be done during pick list verification. In the 

below example, the used book is scanned instead of the new book, resulting in a hot swap:  

 

 
Hot Swap during Pick List Verification 

 

no lon

exception report will print when the pick verification record is saved.  

 

SERIALIZED ITEM FULFILLMENT (GM) 
Bookstores may decide to offer serialized items (i.e. computers, monitors, Apple products) on eRATEX. 

Because these items are typically serialized in VisualRATEX, a required step during fulfillment is to select a 

serial number for these products. 
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PICK VERIFYING 
During Pick Verify, when a serialized item is scanned, a Serial Number Maintenance screen will display. Select 

as shown below: 

 

 
Pick Verifying a Serialized Item 

 

Press F10 to save the serial number selection. The following message will display: 

 

 
 

When finished verifying products, press F10 to save and print the packing list. The Serial Number Maintenance 

screen will display again, where you can verify that the correct serial number was selected:  
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Pick Verifying a Serialized Item 

 

If necessary, you can choose a different serial number, or simply press F10 without making any changes. The 

packing list will print. The serial number(s) will print on the packing list below the item description.  

 

If a serialized item needs to be canceled, do not scan the serialized item during pick verification. Scan any other 

items that need to be verified, and press F10. The Serial Number Maintenance screen will display. Press F10 

without making any changes. The serialized item will be backordered, and can be canceled in Sales Order 

Maintenance.  

 

GIFT CARD FULFILLMENT 
Gift cards that are sold in eRATEX can be fulfilled in Order Fulfillment.  in Order 

Fulfillment:  
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The gift card SKU must be set up properly in order to display as a FEE in Order Fulfillment. If a web ID 

displays instead of a FEE, the gift card SKU has not been set up properly. Since the gift card is a FEE, inventory 

is ignored during the picking process. During Pick List Verification, at the Scanned Entry prompt, enter the 

Auto Fee Code (ex. G.1) defined on the gift card SKU and press Enter. A screen will display to enter a gift card 

number: 

 

 
 

Enter a gift card number and press F10 to save the record and continue the verification of the sales order. A gift 

card record (POS.GST) will be created along with the sales transaction record (POS.VST) when the sales order 

is closed. 
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EBOOKS 
eRATEX and Order Fulfillment supports CafeScribe and CourseSmart eBooks. 

 

an appropriate eBook binding code, and a UPC code (if applicable). When the eBook record has been defined, 

 

 

 
eBook association with the parent ISBN in Textbook Maintenance 

 

When the parent ISBN is on a course request, eRATEX will display the new, used, rental (if applicable), and 

eBook variants: 

 

 
eBook variant on the Book List page 

 

When a student selects an eBook on the Book List page and checks out, the eBook is given free shipping. When 

the web order is placed, it is automatically processed by Order Fulfillment. The sales order does not need to be 

is a line status given only to eBooks during the automatic fulfillment process. During the process, the eBook on 

is closed. If the credit card is not charged successfully, the sales order will decline and will have to be evaluated 

(see Declines & Resolutions). If there is a failure trying to validate the eBook, the sales order will be put on 

ordered with additional items, the eBook will be processed on a separate shipment.  
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MANUAL ORDERS 
A sales order can be manually entered into Order Fulfillment. This process is optional, as students will use 

eRATEX to place online orders which are processed through Order Fulfillment. There may be cases where the 

bookstore needs to place an order on behalf of a student, perhaps for an out of stock item that needs to be 

ordered, or for an item that is not available for purchase on eRATEX. Creating a manual order may be 

preferable for some bookstores because it allows for  the sales order will record any 

activity done to the order, notes can be left on the sales order regarding the processing of the order, and so on. 

There is no e-mail communication with manual orders. 

Before a manual order can be entered and processed through Order Fulfillment, some data must be reviewed 

for accuracy.  

PAYMENT TYPES 
Payment information must be manually entered on a manual order. Payment types are maintained in Order 

Fulfillment > Maintenance & Setup > Payment Types as well as AV.PARAMETER SALES.ORDER. Web 

tenders that were set up for online orders should not be used for manual orders. Currently, the payment 

just  

 

Examples of how to place an order using each payment type will be described in the next section.  

 

FREIGHT TABLES 
Manual orders need the ability to charge freight / shipping charges. To determine what freight to charge, a 

freight table must be set up. Freight tables are maintained in Order Fulfillment > Maintenance & Setup > 

Freight Tables, as shown below: 
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OF.FREIGHT.TABLE.MNT 

Freight Table Maintenance 

 

 

 

 

RETURNS 
Students may wish to return part or all of an online order. If the university bookstore accepts returns, items on 

a sales order can be returned in POS*Liberty. The original returns process and the enhanced/modified returns 

process is explained below. 

 

RETURNS – ORIGINAL TWO-STEP PROCESS 
Returns was originally a two-step process. If a student wanted to return their online order and wanted their 

credit card to be refunded, one would have to log onto the CyberSource Business Center account, find the 

order, and refund the payment. Then, they would have to do a return at POS*Liberty to record the return and 

increment the stock. 
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RBS has modified this process beginning with the .16 release of 37A to make the returns process more efficient. 

 

RETURNS – ENHANCED/MODIFIED ONE-STEP PROCESS 

of two. For a credit card web return, POS*Liberty will make a call out to CyberSource and refund the credit 

card at the completion of the web return. If a different web tender was used on the sales order (gift card, 

student card, AR), the applicable web tender can be used during the web return.  

 

In order for web returns to work properly, the web tender and register setup must be reviewed. 

 

WEB TENDER & REGISTER SETUP 
For web returns to work properly, the web tenders and registers must be reviewed for data accuracy.  

 

WC (Web Credit Card tender)  RBS has modified the WC tender to make a call to CyberSource to refund 

payment when a ret

ERATEX  

 
 

WG (Web Gift Card tender)  GC

do a web gift card return, as shown in the screen capture below. 

 



 

 

227 
© Copyright 2014 RATEX Business Solutions, Inc. 

 
 

The remaining web tenders (WA and WS) do not require any changes. 

A web return can 
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Once this setup is verified & complete, a web return can be performed in POS*Liberty.  

 

RETURNS PROCESS 
In POS*Liberty, after logging into a register, select Return, enter the customer number, and verify that the 

customer information is correct: 
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Next, in the Return Information Entry screen, enter the 10 digit sales order number, which can be found on the 

packing list. The logic will look up the POS.VST transaction record from a new attribute in the sales order file, 

and read the data for several fields on the screen (Store, Drawer, Register, Tax Code), so there is no need to fill 

them in. The cursor will land in the Cashier ID prompt, as shown below: 

 
 

Select a Cashier ID, a Reason (if applicable), and verify that the information is correct: 
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Next, enter the item that is being returned: 
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When finished adding items to return,  The total 

amount to be returned to the customer is displayed: 

 

 
Enter the tender amount, or press the ENTER key to auto-populate the entire total, then select the tender. Since 

this is a web return going against a credit card, 26 will be entered, which is the WC tender: 
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After entering the tender, press the ENTER key. The screen will show an authorizing message as the call is 

made to CyberSource to refund the credit card: 
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If the refund is successful, the transaction will complete: 

 

 
 

 

 
 

If the return is NOT successful, check the tender settings, register settings, and CyberSource for any error 

messages, and Contact Us. 

 

Performing a return for a different web tender (WG, WS, WA), is identical to the above process. The refunds 

will go against the gift card, student card, or AR account, whichever is applicable to the return that is being 

processed. 

http://support.ratex.com/issuetrak/
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TEXTBOOK RENTALS 
Beginning with VisualRATEX 37A .16, textbook rentals can be bought and fulfilled in eRATEX and Order 

Fulfillment. Rentals can be fulfilled in one of two ways: serialized or non-serialized.  

 

VISUALRATEX PARAMETERS 
Before textbook rentals can be sold on eRATEX, the bookstore must decide how to track rental inventory. Is 

-

seri  

 

This decision is very important and affects how rentals will be treated in eRATEX and Order Fulfillment.  

In Text Parameter Maintenance, Rentals tab, there is a grid that must be defined appropriately so eRATEX and 

Order Fulfillment will know whether or not to treat rental textbooks & inventory as serialized or non-

serialized:  

 
TX.PARM.MNT 

Text Rental Parameters grid 
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Rental Web Store Rental 

Serialized Only column. The rest of the columns are not applicable to serialized rentals and can be ignored. 

For non-serialized rentals, Rental Serialized Only column. To use new stock and used stock 

Rental Allow New and Rental Allow Used columns. 

Lastly, in the Rental Preference column, select used books or new book

be discussed further in the rental order processing section of this document.  

 

 
Once the VisualRATEX parameters are properly defined to use serialized or non-serialized rentals, some 

eRATEX parameters must be defined.  

 

ERATEX PARAMETERS 
In eRATEX, there are a few settings that must be defined in order to sell textbook rentals. In the eRATEX 

Admin under Faculty > Modify Terms, each term that will be selling textbook rentals must be linked to a 

Rental Topic Agreement and Rental Return Date, as shown below: 

 

 
 

This logic mimics similiar logic in the POS*Liberty system where a Rental Agreement and Rental Return Date 

is defined and printed on the customer receipt. In eRATEX, when a customer places an order, they must agree 

to the Rental Agreement at checkout; if they agree, the Rental Agreement and Rental Return Date will be 

printed on the Order Confirmation e-mail.  

 

The Rental Agreement is a Topic that can be edited/maintained in the Misc > Topics area of the eRATEX 

Admin: 

 

Tip:   

 

If using non-serialized rentals, Rental Allow New 
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Once the eRATEX parameters are properly defined, rental books & course requests can be built in 

VisualRATEX & sent to eRATEX.  

 

TEXTBOOKS & COURSE REQUESTS 
Rental textbooks must be created in Textbook Maintenance and linked to a course request in Enter/Maintain 

Course Requests in order to be bought in eRATEX.  

 

Below are some general guidelines for this setup:  

 Any rental textbook (serialized or non-

a Rental 

the book is added to a course request in VisualRATEX.  

 Regarding how the inventory will be tracked in eRATEX:  

o If serialized -- inventory in eRATEX will be tracked based on rental stock on hand.  

o If non-serialized -- inventory in eRATEX will be tracked based on new and used stock on hand 

and the Rental Allow New and Rental Allow Used parameter settings in Text Parameter 

Maintenance. (Ex. If a book has 5 new and 10 used on hand in VisualRATEX, and Rental Allow 

New & Used are Y, eRATEX will calculate available stock as 5 new, 10 used, and 15 rental.)  
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When a course request with a rental book is uploaded to eRATEX, the Book List page will display the rental 

book as follows: 

 
eRATEX 

Serialized Rental Textbook on Book List Page 

 

The student can then select the rental textbook and checkout.  

 

 
 

ERATEX CHECKOUT 
When a student purchases a rental textbook on eRATEX, the student must accept the Rental Agreement at 

checkout, as shown below: 

Tip:   

 

When a rental textbook is selected on the Book 

List page, the Allow Substitution is automatically 

Rentals cannot be substituted in eRATEX.  
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eRATEX 

Rental Agreement at Checkout 

 

If the student does not accept the Rental Agreement, the rental textbook will be removed from their cart.  If the 

student accepts the Rental Agreement, they can continue checkout as normal. When checkout is complete, the 

Rental Agreement, including the Rental Fee, Replacement Fee, and Return Date, is appended to the Order 

Confirmation e-mail: 

 

 
Order Confirmation E-mail 

 

Once the order has been placed, it will be processed through Order Fulfillment. Serialized rentals and non-

serialized rental orders will be discussed in two separate sections below.   
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ORDER FULFILLMENT - SERIALIZED RENTALS 
When an order is placed for a serialized rental tex -  Rental on the 

sales order: 

 

 
 

Rental stock on hand will be checked; if there is adequate rental stock on hand to fulfill the order, the sales 

order can be picked.  

 

PICKING 
When the sales order is picked, rental stock will be decremented and the pick list will show that the textbook 

that was picked was a rental, as shown below:  

 

  
 

 
Pick List & Stock Information for ISBN 9780131381209 

 

PICK VERIFYING 
To pick verify a serialized rental textbook, a rental serial number MUST be scanned. A rental serial number is 

the only acceptable option for pick verifying a rental textbook. If the new ISBN or used ISBN is scanned, it will 

be rejected. 
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OF.PICK.VERIFY.MNT 

Pick Verifying a Serialized Rental Textbook 

 

The packing slip that the customer will receive will display information stating that the textbook is a rental and 

that it must be returned at the end of the rental program to avoid paying the rental replacement fee. 
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Packing Slip with Textbook Rental Information 

 

SHIPMENT CLOSE 
Once the serialized rental textbook order has been pick verified, it can be closed like any other sales order. 

Upon closing, the following will occur: 

 A sales transaction record (POS.VST) will be created which will include rental information 

 The textbook rental record (TX.RENTAL) will be updated for the serialized rental that was scanned 

attributes like Customer Rented To, Transaction ID, and Date Rented will also be updated.  

 The customer record (CO.CF) will be updated with the applicable rental information. This data can be 

viewed in Customer Maintenance, Rental tab for the customer who rented the textbook.  

CANCELING ORDERS 
A serialized rental textbook sales order can be canceled any stage of the ordering process flow (RDPK, PICK, 

RDSH). If the sales order is canceled when the line status is PICK, the rental inventory will be properly 

adjusted. If the sales order is canceled when the line status RDSH, the rental inventory will be properly adjusted 

and the rental serial number will be put back into I-Inventory.  
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ORDER FULFILLMENT – NON-SERIALIZED RENTALS 
When a sales order is placed for a non- -  Rental 

on the sales order. The new & used inventory levels will be checked; the sales order will be pickable based on 

the available inventory and the Rental Allow New, Rental Allow Used, and Rental Preference parameters. (For 

example, if Rental Allow Used and Rental Allow Ne

new stock will be decremented, etc.) 

 

PICKING  
When the sales order is picked, the new or used stock will be decremented and the pick list will show that the 

textbook was either new or used. In the below example, the used stock was picked/decremented, as shown 

below: 

 

 
 

 
Pick List & Stock Information for ISBN 9780073256528 

 

PICK VERIFYING 
To pick verify a non-serialized rental textbook, scan either the used ISBN or the new ISBN, whichever stock 

was decremented during the picking process. In the below example, the used book was picked/decremented, 

and the used book is being scanned during pick verification: 
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OF.PICK.VERIFY.MNT 

Pick Verifying a Non-Serialized Rental Textbook (Used) 

 

When the used book is scanned and the pick verification record is saved, several things happen: 

 The packing slip is printed. It displays identical information about the rental agreement that was 

explained previously in the serialized  textbook rental section of this document. 

 A textbook rental record (TX.RENTAL) is created for the rental sale. Transfer records which record the 

inventory transfer from used or new stock to rental stock will be created when the sales order is closed 

(see next section).   

When pick verifying a non-

inventory is no longer available and the Rental Allow Used an

example, the used book was picked/decremented on the sales order, but the used book is no longer available on 

the shelf or fulfillment location. If the new book is scanned during pick verification, the following prompt will 

display:  
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not be shipped.  

 

SHIPMENT CLOSE 
Once the non-serialized rental textbook order has been pick verified, it can be closed like any other sales order. 

Upon closing, the following will occur: 

 A sales transaction record (POS.VST) will be created which will include rental information. 

 The textbook rental record (TX.RENTAL) will be updated for the serialized rental record that was 

created during pick list verification. 

 The customer record (CO.CF) will be updated with the applicable rental information. This data can be 

viewed in Customer Maintenance, Rental tab for the customer who rented the textbook.  

 Transfer records (INV.ITF & INV.IMTF) are created to record the transfer of the used or new stock to 

rental stock. 

CANCELING ORDERS 
A non-serialized rental textbook sales order can be canceled any stage of the ordering process flow (RDPK, 

PICK, RDSH). If the sales order is canceled when the line status is PICK, the used or new inventory will be 

properly adjusted. If the sales order is canceled when the line status RDSH, the new or used inventory will be 

adjusted; the textbook rental record that was created during pick list verification will be decommissioned.  
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RENTAL ENHANCEMENTS 
eRATEX and Order Fulfillment have been modified with significant enhancements to support new and used 

rental functionality. The functionality is broken out into six main pieces: 

1) New and Used Rental Functionality  Basic Explanation (Store and Vendor) 

2) VisualRATEX Setup 

3) eRATEX Setup 

4) Collateral Collection  

5) New and Used Rental Fulfillment 

6) Collateral Charging 

Each piece is described in the following sections.   

 

PREREQUISITES  
To use new and used rentals online, the bookstore MUST be on VisualRATEX release 19.2 and eRATEX 

release 4.1.  There are no exceptions to this rule. If you are not sure which release of VisualRATEX or eRATEX 

your bookstore has, please contact RBS. 

 

NEW AND USED RENTAL FUNCTIONALITY 
 

following fees: 

 

 New Rental Fee 

 New Damaged Fee 

 New Unreturned Fee 

 New Purchase Fee 

 Used Rental Fee 

 Used Damaged Fee 

 Used Unreturned Fee 

 Used Purchase Fee 

 

s responsible for the rental. 

Vendor rentals require some additional setup which is explained in detail in the Riskless Rental Procedural 

Guide.  

 

As new and used rentals are defined in VisualRATEX, the data is sent to eRATEX via the integration.   

mailto:vrsupport@ratex.com?subject=Questions%20about%20eRATEX


 

 

246 
© Copyright 2014 RATEX Business Solutions, Inc. 

 

Before new and used rentals can be sold, some rental parameters must be defined in VisualRATEX and the 

eRATEX Admin.  

 

VISUALRATEX SETUP 
As explained in the Textbook Rentals setup, the bookstore must decide how to track rental inventory. New and 

used rentals can be pre-serialized (i.e. inventory is taken from the new and used rental stock) or non-serialized 

In Text Parameter Maintenance, Rentals tab, 

there is a grid that must be defined appropriately so eRATEX and Order Fulfillment will know whether to treat 

rental textbooks & inventory as serialized or non-serialized:  

 

 
TX.PARM.MNT 

Text Rental Parameters grid 

 

Rental Web Store should be defined with a web store number.  
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For pre- Rental Serialized Only 

the Rental Serialized Only column.  

 

TIP: The Rental Allow New, Rental Allow Used, and Rental Preference parameters have been removed, 

because they are no longer applicable with the new and used rental logic.  

 

ERATEX SETUP 
Minimal setup requirements are required to use new and used rentals on eRATEX.  

 

al fees that 

 

 

On the BookList Configuration page, new and used rentals have substitution behavior options. The bookstore 

can decide whether or not they want to substitute new and used rentals. The logic is very similar to the regular 

 

 

 
 

Also on the Booklist Configuration page, the Set Display Order for Textbooks section includes New and Used 

Rentals, and can be modified if the bookstore wishes. The display order will be shown to the student on the 

Booklist page. 

 

 
 



 

 

248 
© Copyright 2014 RATEX Business Solutions, Inc. 

COLLATERAL COLLECTION 
Collateral collection is an important aspect of the rental process. In the eRATEX Admin, on the eRATEX > 

 

 

 
 

 The Require Collateral parameter can be defined in one of the following ways: 

 For both in-store and vendor owned textbook rentals  Collateral is required for all rental purchases 

(Store and Vendor rentals). 

 For vendor owned textbook rentals only  Collateral is required for Vendor rental purchases ONLY. 

Collateral is not required for Store rental purchases.  

 Do not require collateral at all  Collateral is not required for rental purchases.  

Click the Submit button to save the Require Collateral choice.  

 

PLACING A NEW/USED RENTAL ORDER 
When a student goes to the Booklist page to purchase textbooks, they will see new and used rentals available for 

, as 

shown below:  
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Students can add the applicable new or used rental books to their shopping cart and checkout. During the 

checkout process, the student must agree to the Rental Agreement. The rental fee, unreturned fee, damaged fee, 

and purchase fee for the rental is displayed to the student. If the student allows rental substitutions, the fees for 

the substituted rental title will also display, so the student will know what fees they may be charged if their 

rental is substituted during fulfillment: 

 

 
 

The student must accept the rental agreement for each rental in their shopping cart to continue the checkout 

process. 

 

After the student accepts the rental agreement, they must enter collateral credit card information, if the Require 

Collateral parameter is set. The following page will be displayed to the student: 
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eRATEX 

Collateral page 

 

The student can choose to go back or continue to input collateral credit card information. When the student 

clicks Continue, they will be redirected to the applicable payment gateway (i.e. CyberSource, Moneris) to input 

credit card information, as shown below: 
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eRATEX 

Entering Collateral Credit Card Information on CyberSource 

 

Once the student enters credit card information, they can click the Confirm Collateral button to be redirected 

back to the site. As they are being redirected, a Completing Collateral graphic will display: 
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The student will be redirected to the Payment Information page to pay for 

the order. The student has the option of using the collateral credit card that 

they just entered to pay for the order, or they can use a different credit card, 

or different payment method, as shown below: 

 

 
eRATEX 

Payment Options including Collateral Credit Card at Checkout 

 

When checkout is complete, the Rental Agreement, including all fees, is appended to the Order Confirmation 

e-mail. The collateral credit card information is also displayed at the top of the e-mail:  
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Order Confirmation E-mail 

 

Once the order has been placed, it will be processed through Order Fulfillment.  

 

ORDER FULFILLMENT 

respectively: 

 

 
 

In the above example, a used rental was ordered.  

 

If the used rental is serialized, used rental stock is checked. If the used rental is non-serialized, used stock is 

checked. If there is adequate stock on hand to fulfill the sales order, the sales order can be picked.  

 

TIP: Because new and used rentals require the student to agree to a rental agreement and enter collateral credit 

card information in eRATEX, the ability to manually add new or used rentals to sales orders is not allowed.  
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PICKING 
When the sales order is picked, the appropriate stock is decremented. The pick list will display whether new 

rental stock or used rental stock was decremented (pre-serialized) or new stock or used stock was decremented 

(on the fly), as shown below: 

 

 
 

 
Pick List & Stock Information for rental on the fly ISBN 9780321545763 

 

SUBSTITUTIONS 
During the picking process, new and used rentals can be substituted by clicking the Substitute button in Pick 

List Selection:  
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OF.PICK.LIST.MNT 

Pick List Selection screen 

 

In the Pick List 

textbooks to substitute: Rentals (new and used rentals), Sales (new and used books), or Both: 

 



 

 

256 
© Copyright 2014 RATEX Business Solutions, Inc. 

 
OF.PICK.LIST.SUBSTITUTION.BAT 

Pick List Substitution screen 

 

As new and used rentals are substituted, the sales order is automatically updated with the rental changes, and 

an e-mail update is sent to the student notifying them that a rental on their order has been substituted: 
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Order Update E-mail with Rental Substitution 

 

PICK LIST VERIFICATION 
During pick list verification, the new rental or used rental must be verified before the sales order can be 

shipped and closed.  

 

i

example, a used rental was picked on the sales order, but the used rental is no longer available on the shelf or 

fulfillment location at the time of verification. If a new rental is scanned during pick list verification, the 

following prompt will display:  
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OF.PICK.VERIFY.MNT 

Hot Swapping a Used Rental for a New Rental 

 

When a hot swap occurs, the sales order, order total, and inventory is properly adjusted.   

 

 

 

When all items have been scanned and the sales order is saved, rental serial numbers are created for each rental 

title, and the packing list displays the rentals serial numbers for each rental title: 
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Packing List with Rental Information 

 

SHIPMENT CLOSE 
Once the new or used rental textbook order has been pick verified, it can be closed like any other sales order. 

Upon closing, the following will occur: 

 A sales transaction record (POS.VST) will be created which will include rental serial number and other 

relevant information. 

 The textbook rental record (TX.RENTAL) will be updated for the new or used rental that was created 

during pick list verification. The textbook record will record the rental fee, damaged fee, unreturned 

(replacement) fee and purchase fee.  

 The customer record (CO.CF) will be updated with the applicable rental information. This data can be 

viewed in Customer Maintenance, Rental tab for the customer who rented the textbook.  
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COLLATERAL CHARGING 
If collateral credit card information was collected for a new or used rental purchase on eRATEX, the credit 
card information is stored at CyberSource or Moneris. When the sales order is shipped and closed, the 
transaction is stamped with a collateral service of “ERATEX”. If collateral was not collected, the transaction 
will not have a collateral service.  
 
The collateral credit card can be used in POS*Liberty to charge the unreturned (replacement) rental fee at the 
end of the semester, when the student fails to return their rental book by the rental return date.  
 
The unreturned (replacement) rental fee is charged during a Rental Check-In. The Rental Check-In process is 
explained in detail below. 
 
To begin, a user must be logged into a register. Select “TX Rental Return” from the list of options on the right-
hand side of the screen: 
 

 
TX Rental Return option 

 
When TX Rental Return is highlighted, the user is prompted to enter a customer ID. Enter a customer ID, or 
perform a word search to find the customer ID that you need to charge the unreturned (replacement) rental 
fee. Once a customer has been selected, type “Y” if the customer profile is correct, and press Enter to 
advance to the next screen: 
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The user will be prompted to select a rental serial number to check-in: 
 

 
 
Enter a rental serial number from the right-hand side, and press Enter to advance to the next screen. 
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The user will be prompted to enter the condition of the rental. Since the rental is un-returned, select T for 
Un-Returned, and press Enter to advance to the next screen: 
 

 
 
After selecting T for Un-Returned, the user must enter a rental comment. Enter a comment about the book, 
i.e. BOOK WAS NOT RETURNED, and press Enter to advance to the next screen: 
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After entering the rental comment, the unreturned rental fee will display in the Enter Price prompt. Press 
Enter to confirm the price: 
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After confirming the price, the rental serial number will display at the top of the screen, along with the 
unreturned (replacement) rental fee: 
 

 
 
If necessary, enter additional rental serial numbers that have not been returned.  
 
When finished, total the transaction. The balance due, which includes any sales tax charges, will be shown: 
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Type the tender amount and press Enter. The user will be prompted if they want to use rental collateral to 
charge the balance due: 
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Type Y to use the rental collateral credit card, and press Enter. An ***Authorizing  Please Wait*** message 

will display:  

 

 
 

card that is hosted on the payment gateway (CyberSource, Moneris). When successful, the transaction will 

complete and a return transaction is created.  

 

The user can log into the payment gateway and see the authorization and charge: 

 

 
Successful Credit Card Collateral Charge in CyberSource 
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APPENDIX A – CYBERSOURCE SECURE ACCEPTANCE 
SETUP 
 

Once a client has set up an account with the CyberSource Business Center, there are a few settings to complete 

before orders can be placed on eRATEX using CyberSource. A SOAP Toolkit Security Key must be generated, 

and a Secure Acceptance profile must be created and defined appropriately. The SOAP Toolkit security key 

and Secure Acceptance security keys must be entered into the eRATEX Admin. Each step in the process is 

described below. Once these steps are completed, users can place credit card orders on eRATEX.  

 

SOAP TOOLKIT SECURITY KEY GENERATION 
To process credit card transactions, a SOAP Toolkit security key must be generated and entered into the 

eRATEX Admin. Log into the CyberSource Business Center and go to: 

 

Account Management > Transaction Security Keys 

 

 

 

 
 

Any existing SOAP Toolkit API security keys will be shown in the list.  To generate a new key, click the 
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The security key that is generated is a long string of letters, numbers and symbols, and is shown in a box below 

Copy the entire string, or c  

text file that will be saved to your computer.  Once you leave this screen, you will not be able to re-download 

the security key.  If you lose the file or the security key, you will have to generate a new one. 
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The security key that was just generated is shown in the list of security keys.  If a key needs to be deleted, put a 

 

 

The SOAP Toolkit Security Key string in its entirety must be entered into the eRATEX Admin, which will be 

explained in the eRATEX Configuration section below. 

 

SECURE ACCEPTANCE SETUP 
PLEASE NOTE:  eRATEX users have set up a CyberSource Hosted Order Page (HOP) to process credit 

card transactions. Please be aware that the CyberSource Hosted Order Page (HOP) is being discontinued on 

October 1, 2014. All eRATEX CyberSource users MUST migrate to CyberSource Secure Acceptance by October 1, 

2014 to continue accepting credit card transactions on their eRATEX site. Cybersource Secure Acceptance is 

supported in eRATEX 4.2 and higher, and a user MUST upgrade their web site to eRATEX 4.2 to use 

CyberSource Secure Acceptance. The bookstore does not have to implement Secure Acceptance as soon as 

eRATEX 4.2 is installed; the Hosted Order Page parameters are still available and can be used until the October 

1, 2014 deadline. On October 1, Secure Acceptance must be implemented. All schools who plan to go live on 

eRATEX this year (2014) should set up a Secure Acceptance profile, not a Hosted Order Page (HOP) profile.  

 

To inquire about an eRATEX upgrade to eRATEX 4.2, please contact vrsupport@ratex.com. 

 

CyberSource has a Secure Acceptance Setup guide located here:  

 

http://apps.cybersource.com/library/documentation/dev_guides/Secure_Acceptance_WM/Secure_Acceptance_W

M.pdf  

 

This guide will be referenced thoroughly in this Appendix.  

 

SECURE ACCEPTANCE PROFILE 
To begin, a Secure Acceptance profile must be created in CyberSource. The Secure Acceptance profile has 

various settings and definitions that are used during the checkout process. To create a Secure Acceptance 

profile, log into CyberSource and go to: 

 

Tools and Settings > Secure Acceptance > Profiles 

 

Click the Create New Profile button to create a Secure Acceptance profile: 

 

 

mailto:vrsupport@ratex.com?subject=eRATEX%204.2
http://apps.cybersource.com/library/documentation/dev_guides/Secure_Acceptance_WM/Secure_Acceptance_WM.pdf
http://apps.cybersource.com/library/documentation/dev_guides/Secure_Acceptance_WM/Secure_Acceptance_WM.pdf
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The following page will display: 

 

 
 

Fill in the following information to create a profile:  

 

Name  Enter a profile name. This is a required field. The profile name cannot exceed 20 alphanumeric 

characters. 

Description  Enter a profile description. This is an optional field.  The description cannot exceed 255 

characters.  
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Integration Method(s)   Check Web/Mobile. This is a required field. 

Company Name  Enter a company name. The company cannot exceed 40 alphanumeric characters.  

 

Contact Information (Name, Email, Phone Number)  if applicable, fill in contact information. These fields 

are optional.  

 

Added Value Services  Check Payment Tokenization. Do not check Decision Manager.  

 

When finished, click Create.  

 

A profile panel will appear, similar to the screen capture below:  

 

 
 

When the Secure Acceptance profile is created, a Profile ID is automatically generated by CyberSource, and it 

can be viewed at the top of the profile and in the General Settings section. The Profile ID must be copied to the 

eRATEX Admin, which will be described in the eRATEX Configuration section below. NOTE: Older, 7 

character Profile IDs that were created manually are still valid.   

 

Each Secure Acceptance Profile option is described in the next several sections. 
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IMPORTANT: A Secure Acceptance profile is INACTIVE while it is being edited. A profile must be promoted 

to ACTIVE to be used during eRATEX checkout.  

 

GENERAL SETTINGS 
General Settings include the Profile Name, Profile ID, contact information, and integration method that was 

described in the section above. If necessary, edit any of this information.  

 

PAYMENT SETTINGS 
In the Payment Settings section, credit cards to accept during checkout must be defined. Click Add/Edit Card 

Types to select which credit cards to accept during checkout.  

 

eChecks are not supported.  

 

When finished, click Save.  
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SECURITY 
In the Security section, an Access Key must be generated. Click Create New Key to generate a new Access Key: 
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When the access key is generated, two pieces of information are presented in a pop-up window; this 

information must be copied to the eRATEX Admin, which will be described in the eRATEX Configuration 

section below. The two pieces of information are: Access Key and Secret Key.  

 

 
 

The pop-up window stays open for 30 seconds. If the information is not copied in time, the Key in the Security 

Keys grid can be double-clicked to display the information again.  
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PAYMENT FORM 
In the Payment Form section, the checkout experience is defined for the end-user. There are several areas of 

information to define: 
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Payment Form Flow 

When the customer goes to CyberSource to enter their credit card information, the information can be 

presented on a single page, or multiple pages. Select Single Page Form or Multi Step Payment Form. RBS 

recommends Single Page Form.  

 

Purchase Information 

Do not check this checkbox; this option is not supported. Tax amounts not sent to CyberSource from eRATEX. 

 

Checkout Steps 

The Billing and/or Shipping address can display to the user when they enter their credit card information. If 

Single Page Form is selected, the Billing address, Shipping address, and payment information will display on 

one page; if Multi Step Form is selected, the information will display on separate pages that the user must click 

through. Place checkmarks next to the Billing Information or Shipping Information to display this information 

to the user during checkout.  

 

Billing and Shipping Information  

Billing and/or Shipping addresses can be displayed to the customer during checkout. Place checkmarks next to 

the Billing and/or Shipping attributes to display to the user during checkout. Edit and Require should not be 

checked, because they are not supported. 

 

When finished, click Save.  

 

NOTIFICATIONS  
Do not enter any information here.  

 

CUSTOMER RESPONSE PAGES 
In the Customer Response Pages section, URLs must be defined when the Secure Acceptance process is 

completed or canceled:  

 



 

 

277 
© Copyright 2014 RATEX Business Solutions, Inc. 

 
 

Fill out the following sections:  

 

Transaction Response Page  

/cybersourcehopreturn.aspx at the end (ex. https://demo.eratexstore.com/cybersourcehopreturn.aspx ). When 

tion 

page. 

 

Custom Cancel Response Page  

at the end (ex. https://demo.eratexstore.com/shoppingcart.aspx). When the user is checking out on Secure 

 

 

https://demo.eratexstore.com/cybersourcehopreturn.aspx
https://demo.eratexstore.com/shoppingcart.aspx
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When finished, click Save.  

 

APPEARANCE AND BRANDING  
In the Appearance and Branding section, the Secure Acceptance pages can be styled:   
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Headers and footers can be defined with an image, and the body text can have different colors and fonts 

applied. 

 

When finished making changes, click Save.  

 

PROMOTE TO ACTIVE 
When the Secure Acceptance profile has been set up, click the Promote to Active button to activate the profile.  

 

ERATEX CONFIGURATION 
To use CyberSource with eRATEX, the CyberSource merchant ID and security keys that were generated must 

be entered into the eRATEX Admin.  

 

In the eRATEX Admin, go to the Configuration Wizard located at Configuration > Run Config Wizard. In the 

ext to the CyberSource HOP. CyberSource HOP and 

Secure Acceptance parameters will display:  
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TIP: 

r live 

account credentials.  

 

Fill in the following parameters:  

 

Merchant ID  enter your CyberSource Merchant ID. 

SOAP Toolkit Transaction Key Enter the SOAP Toolkit Transaction Key that was generated in the 

CyberSource Business Center. NOTE: It is no longer necessary to upload a security key file into a secure 

directory. Simply copy and paste the entire key into this field.  

Use Secure Acceptance Profile  Select Yes to use the Secure Acceptance profile during eRATEX checkout. 

Select No to use the Hosted Order Page. NOTE: The Hosted Order Page is being discontinued on October 1, 

2014.  

Secure Acceptance Profile ID  Enter the CyberSource Secure Acceptance profile ID exactly as it was created 

during the Secure Acceptance profile setup.  

Secure Acceptance Access Key  Enter the CyberSource Secure Acceptance Access Key that was generated in 

the CyberSource Business Center.  

Secure Acceptance Secret Key  Enter the Cbyersource Secure Acceptance Secret Key that was generated in 

the CyberSource Business Center.  

 

When finished, click Save and Close.  

 

Users who check out on eRATEX will be taken to CyberSource Secure Acceptance to complete the checkout 

process.  
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APPENDIX B – MONERIS VAULT HOSTED PAGE 
SETUP 
 

To use Moneris Vault, there are a few settings to complete before one can place test orders (and eventually live 

orders) using Moneris. The Moneris Vault Hosted Page must be defined appropriately and defined in the 

eRATEX Admin. Each step in the process is described below.   

 

MONERIS VAULT TEST HOSTED PAGE SETUP 
To set up a test account with Moenris Vault, a Login to the Moneris Test Merchant Resource Center using the 

login credentials displayed on the screen (Username: demouser, Store ID: store 3, Password: password) --  

 

 
 

Once logged in, click VAULT in the menubar, then click HOSTED VAULT CONFIG: 
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A Hosted Vault Configuration page will display: 

 

 
 

res_id and res_key values: 
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section, enter the following: https://yoururl/monerishopreturn.aspx and click the Save Changes button.  

 

OPTIONAL:  

 

https://yoururl/monerishopreturn.aspx
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Once your test Moneris Vault account is set up, eRATEX must be configured to use it.  

 

ERATEX CONFIGURATION 
In the eRATEX Admin, go to Configuration > Run Config Wizard. In the Payment Gateway section, click the 
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When finished, click the Save and Close button. 

 

MONERIS VAULT LIVE SETUP 
Once testing is complete using the test credentials explained above, Moneris Vault needs to be activated for live 

use. A live account must be created for Moneris Vault. Creating a live Moneris Vault account is very similar to 

creating a test account. Each step is explained below. 

 

STORE ACTIVATION 
Moneris will send a letter/fax requiring store activation. Go to https://www3.moneris.com/mpg/activate and 

follow the instructions to activate your store. An admin account must be created, and your store ID and 

merchant ID must be entered in order to activate the store.  

 

MONERIS VAULT CONFIGURATION 
Once the store is activated, log into the Merchant Resource Center (https://www3.moneris.com/mpg) using the 

(res_key) will be provided. These are the live credentials.  

https://www3.moneris.com/mpg/activate
https://www3.moneris.com/mpg
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Once the credentials have been created and your Vault Hosted page set up, eRATEX must be configured to use 

the live credentials.  

 

ERATEX CONFIGURATION 
In the eRATEX Admin, go to Configuration > Run Config Wizard. In the Payment Gateway section, click the 

 

 

 
 

  

 

INDEPENDENT REFUNDS 

k 

successfully. 
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APPENDIX C – ORDER PROCESSING TEST SCENARIOS 
INTRODUCTION/ASSUMPTIONS 
This Appendix is a guide to testing sales order processing in eRATEX and Order Fulfillment.  When testing 

sales order processing scenarios, a few assumptions have been made: 

 

 The eRATEX client will have a valid, live CyberSource account 

 A  hosted order page configured through their CyberSource Business Center 

 Security scripts have been generated and placed in the appropriate eRATEX admin parameters 

 .p12 key file has been created and placed in a secure location on the server, referenced from an eRATEX 

admin parameter. 

 A valid subscription service configured with CyberSource allowing for both recurring billing and long-

term storage of payment information 

 A valid, SSL certificate has been purchased and installed on the eRATEX server 

ERATEX SETUP/CONFIGURATION 
Before placing sales orders, eRATEX should be configured for payment processing, a SSL certificate 

should be installed and active, and eRATEX should be configured properly to use CyberSource or Moneris for 

payment processing.  

 

To process eRATEX payments using CyberSource, make sure that the following settings are correct in the 

Configuration Wizard in the eRATEX Admin: 

 

 

methods you wish your customers to be able to use, but this must be coordinated with RBS support to 

ensure that is a payment method currently supported.  

 must   

  

  

  

TESTING ERATEX TRANSACTIONS 
When placing test orders on eRATEX , a test CyberSource account can be used to place test web orders.  In the 

eRATEX Admin, AppConfig  tells the eRATEX application to 

send transac Before going live, live 
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transactions should be tested with valid credit card data, real-world ordering and fulfillment scenarios.  RBS 

recommends testing the following order scenarios prior to go-live: 

 

1) A simple, one-item credit card order with item in stock.   

a. This will verify that the basic and fundamental components to the ordering and fulfillment 

process are in place.   

b. Place an order for a product with stock, pick, verify, and ship the order from Order Fulfillment. 

Settle the credit card transaction with CyberSource and verify sales processing figures. 

 

2) A multiple line-item order, two or more items in-stock. 

a. This will verify multi-line functionality and will allow you to test features such as 

cancelling/editing a line item, secondary payment processing such as re-auth and capture. 

b. Place an order with two or more items you know to be in stock in VisualRATEX.  Pick, verify, 

ship and close the sales order.  Verify that the stock ledger and sales processing figures have 

been decremented/incremented accurately. 

 

3) A multiple-line item order, at least one item NOT in stock. 

a. This will allow for the testing of backorder-management features, secondary payment 

processing (auth for later capture, subscription creation, etc.) and will allow you to go through 

the process of filling an incomplete order. 

b. Place an order for two or more items in eRATEX, at least one of which you know to be out of 

stock in VisualRATEX.  Verify stock ledger, payment processing and sales processing figures are 

decremented properly and accurate. 

 

4) Changing Shipping and Handling charges in VR. 

a. Using any order scenario (single item, multi-line, etc.), edit the Freight Charge value on a sales 

order.  Save the sales order and verify that the payment processing figures have updated 

properly.   

b. Verify that sales totals via sales processing are accurate. 

 

5) Canceling a shipment 

a. Using any order scenario, cancel a shipment (one or more items on an order) at each stage in 

order processing. 

i. RDPK (Ready to Pick)  hit F9 to cancel editable lines 
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ii. PICK (Picking)  Simply do not scan the item(s) to be cancelled in the pick verification 

stage.  Return to Sales Order MNT and cancel line item by hitting F9 

iii. RDSH (Ready to Ship)  Hit F9 in the  

 

iv. Note  You cannot cancel line items or shipments once they have been shipped. 

b. Verify that canceled items have been canceled and that order/payment totals have updated 

 

 

6) Adding Items to Existing Orders 

a. 

to a sales order. If necessary, search for a particular product by entering a keyword or SKU.  

Press F10 to save the order. 

b. Verify that the added item(s) has updated the order/payment totals accurately (including taxes 

and freight if applicable). 
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APPENDIX D 
SALES ORDER STATUSES AND LINE STATUES 
SALES ORDER STATUSES 
When sales orders are processed in Order Fulfillment, the order can have a variety of statuses depending on the 

stage of the order. Below is a list of the most common statuses, why they occur, and how to resolve them. 

 

SALES ORDER STATUS: HCWA (HOLD - WAITING ON AUTHORIZATION) 
 

 
 

Why This Status Occurs: An order will have a HCWA status if the order needs to reauthorize the credit card 

because the order total has changed to a higher amount. 

 An order could need to reauth for the following reasons:  

 

 A used-to-new textbook substitution occurred. When a substitution resulting in a higher order total 

occurs, the order needs to be reauthed so the customer will be charged the higher order total. 

 A split shipment occurred. When an order is split into more than one shipment, the subsequent 

shipments need to be authed.  

How To Resolve:  Open the order and review the Payment Details to confirm that the new order total is 

accurate. Press F10 to save and reauth the sales order. The sales order will have a status of INPR.  

 

SALES ORDER STATUS: HOBO (HOLD – BACK ORDER) 
 

 
 

Why This Status Occurs: An order will have a HOBO status if one or more items were not scanned for 

shipment during the Pick Verify process.  

 

If an item is not scanned during Pick Verify and the shipment is processed, the sales order status will change to 

HOBO. The line that was not scanned will be placed on a separate shipment with an ORDR status:  
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Why would one process the shipment without scanning an item?  The customer may not want the item anymore 

so you need to cancel the line, or you may have run out of stock for the item.  

 

How To Resolve:  There are two ways to change the order from HOBO to an INPR status:  

 

Cancel the line.  If the customer called and no longer wants this item, you may cancel the line. To cancel the 

line, open the order and go to the Product Information tab. Highlight the ORDR line that you want to cancel 
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and press F9. The following prompt will appear:  

 

 
 

Select Cancel Line Item and click OK.  

 

The following prompt will appear asking for a reason you are canceling the line:  

 

 
 

Select one of the reasons and click OK. The line will be canceled.   

 

1. Process the line.  If you did not scan the line in Pick Verify because you did not have stock, and you 

want to ship the item once stock arrives, you can open the order and press F10 to auth the card for the 

new shipment and the line will change from ORDR to RDPK. You can pick the order once stock arrives 

for the item.  

SALES ORDER STATUS: HCCL (HOLD – CREDIT LIMIT) 
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Why This Status Occurs: When a customer places an order that exceeds their AR Credit Limit, the order will 

be placed on Hold.  The order will remain in this status until enough funds are available for all items on the 

order.  

 

How To Resolve:  There are two ways to change the order from HCCL to an INPR status:   

 

1.  

amount. Once enough credit is available, if you open the order and F10, the order will save with a status 

of INPR and you can continue processing the order.  

 

2. Cancel a line. 

He may agree to cancel a line so he will have enough credit to process the remaining items.  

SALES ORDER STATUS: HFAV (HOLD – FRAUD) 
 

 
 

Why This Status Occurs: A sales order will have a status of HFAV if there is a mismatch in the Address 

bank may use the Address Verification Service (AVS) to confirm that your customer has provided the correct 

billing address. If the customer provides incorrect information, the transaction might be fraudulent. An HFAV 

order can have one of the following Fraud Reason Codes associated with it:  

 

 AVS Address matches, zip does not  

 AVS 5 digit zip matches, address does not              

 AVS 9 digit zip matches, address does not              

 AVS address and zip DO NOT MATCH            

How To Resolve:  Depending on the fraud type, you can do one of the following:  

 

1.  Contact the customer and ask for their 

updated billing address. Enter the new billing address into Order Fulfillment.  To release the order, 

press F10. The following prompt will appear:  
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Select Release order for processing and click OK. The order will release and change to INPR. 

 

2. Release the order without changing the billing address.  This is NOT recommended unless you are 

certain that the address is correct.   

 

3. Cancel the order. If the order is fraudulent, you can cancel the order.  

SALES ORDER STATUS: HFOS (HOLD – FRAUD OPERATOR SUSPECT) 
 

 
 

Why this Status Occurs:  An order may be INPR but looks suspicious. If you suspect an order of fraud, you 

 

 

 
 

 

 

How To Resolve: Review the order for possible fraud. To release the order, open the order and press F10. You 

will receive the following prompt: 
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SALES ORDER STATUS: HCDE (HOLD – CREDIT CARD DECLINED) 
 

 
 

Why This Status Occurs: If using full authorizations, a 

 

 

 Insufficient funds 

 AVS mismatch 

 Issuer Unavailable 

 Etc.  

How To Resolve:  Log into your CyberSource Business Center account and view the transaction details. 

Depending on why the order was declined, you can do one of the following:  

 

1. Save again. Open and save (F10) the order to try the capture request again. In many cases, declines due 

to insufficient funds can be resolved by waiting an additional business day to allow a prior auth to 

 

 

2. Update address information. In the case of an AVS mismatch, obtain updated billing information, 

successfully and have an INPR status.  

 

3. Cancel the order. Cancel the order. If necessary, have the customer place an identical order using a 

different credit card with enough funds to cover the purchase.  
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SALES ORDER STATUS: HCSD (HOLD – CREDIT CARD SHIPMENT DECLINE) 
 

 
 

Why this Status Occurs: If you are using partial authorizations, a sales order will have a status of HCSD when 

 An order can be declined for a variety of reasons, 

including:   

 

 Insufficient funds 

 AVS mismatch 

 Issuer Unavailable 

 Etc.  

How To Resolve: See the Credit Card Declines & Resolutions section of this document.  

 

SALES ORDER STATUS: HOFP (HOLD FOR FULL PAYMENT) 
 

 
 

Why this Status Occurs: If you are modifying an order and the order total increases, the Payment Information 

tab needs to be updated to reflect the new total. If the Payment Information tab is not updated and you save the 

order, you will see the following message: 

 

 
 

If you 
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How To Resolve: Update the Payment Details so the amount and the Order Total match, and save the order.  

 

LINE STATUSES 
When sales orders are processed in Order Fulfillment, the items on an order can have a variety of statuses 

depending on the stage of the order. Below is a list of the most common line statuses, why they occur, and how 

to resolve them. 

 

LINE STATUS: RDPK (READY TO PICK) 
 

 
 

during the Order Fulfillment process flow.  

 

LINE STATUS: PICK (PICK) 
 

 
 

begin the pick verification process.  

 

LINE STATUS: PCKD (PICKED) 
 

 
 

ready for verification.  

 

LINE STATUS: RDSH (READY TO SHIP) 
 

 
 

A line item 
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LINE STATUS: CLSD (CLOSED) 
 

 
 

tem has been shipped to the customer. Closed lines cannot be 

modified. 

 

LINE STATUS: DRPS (DROP SHIP) 
 

 
 

before automatically closing. If a shipment remains open with a line status of DRPS, this could mean a few 

things: 

1) The eBook processing program is not running. Contact RBS if you believe this is the case on your 

system. 

2) The eBook is no longer available for purchase. If a customer orders an eBook that is no longer being 

offered for sale, the shipment will not automatically process. Double-

the publisher, and if necessary, add a different eBook to the shipment, or cancel the eBook from the 

shipment.  

  

mailto:vrsupport@ratex.com?subject=eBook%20orders%20are%20not%20processing.
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APPENDIX E – ERATEX APP CONFIGS 
various functions. The most 

common AppConfigs groups are explained here. 

 

REQUIRED APPCONFIGS 
The following AppConfigs are required for use in eRATEX. 

 

CYBERSOURCE 
AppConfig Count: 6 

Several AppConfigs in ASPDNSF are used for payment setup & configuration with the CyberSource Business 

Center. These AppConfigs must be set up with the appropriate information from CyberSource. 

 

CYBERSOURCE.keyFilename The .p12 file name, not including the path 

CYBERSOURCE.keysDirectory The path to the .p12 file, not including the file name 

CYBERSOURCE.merchantID Your CyberSource Merchant ID 

CYBERSOURCE.MerchID Your CyberSource Merchant ID 

CYBERSOURCE.PublicKey Your CyberSource Public Key 

CYBERSOURCE.serialnumber Your CyberSource Serial Number 

 

Tip: In eRATEX 3.0, the CyberSource AppConfigs can be defined in the Config Wizard. 

 

IMAGES 
AppConfig Count: 12 

Several AppConfigs in the eRATEX Admin are used for image manipulation and sizing. These AppConfigs are 

prepopulated with default settings and may NOT need to be changed. Review these AppConfigs BEFORE you 

begin uploading images to your web site to ensure that the images will be sized the way you want.   

 

DefaultHeight_icon  Default height of an icon image if no width attribute is specified in 

the other size-configs (i.e. width:50;). This value should NOT be left 

blank. 

DefaultWidth_icon Default width of an icon image if no width attribute is specified in 

the other size-configs (i.e. width:50;). This value should NOT be left 

blank.  

ProductImg_icon Sets the specifications for the product icon image. Valid attributes 

are width(int), height(int), quality(int), stretch(true or false), 

fill(color string with #), crop(true or false), cropv(top,bottom, or 
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middle), and croph(left,right, or center). All attributes are optional 

and if not specified will use the values from the default-configs.  

DefaultHeight_medium Default height of a medium image if no width attribute is specified in 

the other size-configs (i.e. width:50;). This value should NOT be left 

blank. 

DefaultWidth_medium  

 

Default width of a medium image if no width attribute is specified in 

the other size-configs (i.e. width:50;). This value should NOT be left 

blank.  

ProductImg_medium  

 

Sets the specifications for the product medium image. Valid 

attributes are width(int), height(int), quality(int), stretch(true or 

false), fill(color string with #), crop(true or false), cropv(top,bottom, 

or middle), and croph(left,right, or center). All attributes are 

optional and if not specified will use the values from the default-

configs. 

DefaultHeight_large Default height of a large image if no width attribute is specified in 

the other size-configs (i.e. width:50;). This value should NOT be left 

blank. 

DefaultWidth_large  Default width of a large image if no width attribute is specified in the 

other size-configs (i.e. width:50;). This value should NOT be left 

blank.  

ProductImg_large Sets the specifications for the product large image. Valid attributes 

are width(int), height(int), quality(int), stretch(true or false), 

fill(color string with #), crop(true or false), cropv(top,bottom, or 

middle), croph(left,right, or center), largecreates(true or false), and 

largeoverwrites(true or false). All attributes are optional and if not 

specified will use the values from the default-configs.  

 

LargeCreatesOthers  Determines whether an uploaded large image will create the icon 

and medium images. This value can be over written in each of the 

size-configs through use of the attribute largecreates (i.e. 

largecreates:false;). 

LargeOverwritesOthers Determines whether an uploaded large image will create AND 

overwrite existing icon and medium images. This value can be over 

written in each of the size-configs through use of the attribute 

largeoverwrites (i.e. largeoverwrites:false;). 

ResizableLargeImagePopup Set to true if you want the large image popup window to be resizable 

by the user 

 



 

 

301 
© Copyright 2014 RATEX Business Solutions, Inc. 

MAIL 
AppConfig Count: 14  

Several AppConfigs in ASPDNSF are used for mail configuration. These AppConfigs must be set appropriately 

for e-mail to be sent. 

 

GotOrderEMailFrom 
Got New Order notification e-mails are sent FROM this e-mail 

account, as the sender. 

GotOrderEMailFromName 

Got New Order notification e-mails are sent FROM this e-mail 

account Name as the sender. This is optional. This could also match 

GotOrderEMailFrom_1 value. 

GotOrderEMailTo 
Who gets notified of new orders. This is typically the e-mail address 

that the store administrator monitors. 

MailMe_FromAddress** 
The e-mail address you want order receipts to be sent from, e.g. 

sales@yourdomain.com 

MailMe_FromName** The Name you want order receipts to be sent from, e.g. Sales 

MailMe_Server DNS of your mail server, usually mail.yourdomain.com 

MailMe_ToAddress 

The e-mail address you want order notifications to be sent to, 

usually the same as MailMe_FromAddress, e.g. 

sales@yourdomain.com 

MailMe_ToName 
The e-mail Name you want order notifications to be sent to, e.g. 

Sales 

MailMe_User 
Mail server login userName (optional). Consult your mail server 

requirements to see if this is required 

MailMe_UseSSL 

Set this to true if your mail server requires an SSL connection.  

NOTE:  This is very uncommon and has nothing to do with SSL on 

your site.  Only change this if you know what you are doing. 

ReceiptEMailFrom 
When customers are sent their order receipt, it comes from this e-

mail account. 

ReceiptEMailFromName 
When customers are sent their order receipt, it comes from this e-

mail account. 

SendOrderEMailToCustomer 

If true, when a (normal, not recurring) order  is created, an order 

receipt e-mail will be sent to the customer. If false, then no order e-

mail is sent 

SendShippedEMailToCustomer 

If true, when a (normal, not recurring) order is marked in the 

your order has shipped  e-mail will be sent to the 

customer. If false, then no order has shipped e-mail is sent. 
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MISC REQUIRED APPCONFIGS 
AppConfig Count: 14  

The following AppConfigs are required in the eRATEX Admin. A majority of these AppConfigs have default 

values and may not require changes. 

 

Admin_DefaultTaxClassID This is the default tax classification for a 

product, unless you decide to add additional 

tax classes and override it. 

Admin_DefaultSalesPromptID 
This is the default sales prompt applied to a 

new Product, unless the user overrides it 

BowkerUsername If using BIP, enter your username here. 

BowkerPassword If using BIP, enter your password here. 

HideVariantsWithLessThanThisInventoryLevel  

 

Variants (SKUs) with less than this inventory 

level will be hidden from the web site and 

unable to be purchased. 

HideProductsWithLessThanThisInventoryLevel If not zero, the site will filter out products that 

have less than the inventory # in stock that you 

specify here. Leave to 0 to disable this filtering. 

For products with multiple variants, and sizes 

& colors, etc, the SUM of those inventory 

items is used to determine if to filter the 

product. So the sum of all variant inventory 

must be less than this number before it will be 

filtered out.  

LiveServer  The domain of the live site. This is usually just 

domain.com for your site (use your own 

domain name). 

PaymentGateway** The name of your payment gateway, i.e. 

CYBERSOURCE 

PaymentMethods** Enter the payment methods you want to allow 

on the store. Valid values are: Credit Card, 

Purchase Order, eCheck, PayPal, PayPal 

Express, Request Quote, Check By Mail, and 

C.O.D. (that is "C.O.D." with the ending 

period), C.O.D. (Money Order), C.O.D. 

(Company Check), MICROPAY, C.O.D. (Net 

30). You can specify that you want to allow 

multiple payment methods, just separate them 
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by a comma, e.g. Credit Card, Purchase Order, 

PayPal 

StoreName** The name of your store 

TransactionMode**  Specifies how credit cards are handled in real-

time by the site, when an order is entered. 

AUTH means that the card is ONLY 

authorized. Recommended setting: AUTH 

UseLiveTransactions** If true, the merchant gateway is called when 

processing an order. If false, then the 

merchant gateway code is bypassed, and an 

OK status is returned. A false value is good for 

development/testing. Almost always must be 

true for a 'live' store site.  

Use SSL** If true, https links will be used for 

shoppingcart pages, account pages, receipt 

pages, etc.  Recommended setting: FALSE 

 
 

**These AppConfigs are set automatically when the Configuration Wizard is run (Misc > Run Config Wizard).  

 

OPTIONAL APPCONFIGS 
AppConfig Count: 10  

These AppConfigs are optional for use in the eRATEX Admin. Several of these AppConfigs are useful, and you 

may decide to make them a permanent fixture of eRATEX.  

 

ShippingHandlingExtraFee An extra amount will be added to all shipping 

totals for orders where the shipping total is 

non-zero. This cost is NOT added to orders 

where the shipping total is 0.00. This value 

should be a dollar amount, without leading $ 

character, e.g. 5.00. 

ApplyShippingHandlingExtraFeeToFreeShipping 

ShippingHandlingExtraFee is non-zero, the 

ShippingHandlingExtraFee will be applied to 

the shipping cost even when its 0.00. If false, 

it will not be applied with the shipping cost is 

0.00. 
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IsFeaturedCategoryID The category ID that is considered to be 

'Featured Products'. Products mapped to this 

category get a Featured status. The 

IsFeatured flag should also be set on the 

Product. This category ID provides an 

additional way for consumers to find the 

'specials'.  

Watermark.Enabled 

Watermark.CopyrightImage.Icon 

Watermark.CopyrightImage.Medium 

Watermark.CopyrightImage.Large 

Watermark.CopyrightText 

Watermark.OffsetFromBottomPercentage 

Watermark.Opacity 

These AppConfigs control watermark text/ 

images on all products.  

If using a text string, fill in 

Watermark.CopyrightText. If using images, 

fill in Watermark.CopyrightImage.Icon 

(and .Medium and .Large). Tip: If an image 

background is 100% green (0, 255, 0), it will 

show as transparent on the site.  

Watermark.Opacity controls the opacity of 

the watermark image (NOT text string).   

Watermark. OffsetFromBottomPercentage 

controls where the watermark is placed on 

the image; it is offset from the bottom. 

Watermark.Enabled must be set to true to 

implement this logic. 

  

 

RATEX APPCONFIGS 
AppConfig Count: 17+ 

g created by RBS for use with eRATEX. The majority 

of these AppConfigs are OPTIONAL and do not require any modifications.  

 

RATEX.Booklist Several AppConfigs are titled 

RATEX.Booklist____________ . These AppConfigs are 

used in conjunction with the Booklist Configuration 

(Booklist > Configure) and do not need to be changed. 

RATEX.Booklist.HeaderText If you want specific text, i.e. a header, at the top of the 

BookList page, enter that text here.  

 

RATEX.EBOOK Several AppConfigs are titled 

RATEX.EBOOK_____________.  These AppConfigs 
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are used in conjunction with eBook configuration and 

should not be modified by users. 

RATEX.ForeignCountryExclusions 

FC/00000 address conversion.  

RATEX.LogoStyle  RATEX 

 

RATEX.MaintainGMProductDataOnWeb 

RATEX.MaintainTRProductDataOnWeb 

RATEX.MaintainTXProductDataOnWeb 

A comma-separated list of GM/TR/TX product data to 

be protected from updates from VR. Leave blank to 

maintain all product data in VR. Available data: 

summary, description. 

RATEX.McAfee Displays the McAfee logo. This should not be modified 

by users.  

RATEX.TextbooksCategoryName Textbooks will automatically be added to a category with 

this name when loaded from VR. If you don't provide a 

value, "Textbooks" will be used. If there is no category 

with that name, it will be created when a textbook is 

loaded from VR.  

RATEX.XmlPackage.GMMultiVariant 

RATEX.XmlPackage.GMSingleVariant 

RATEX.XmlPackage.TRMultiVariant 

RATEX.XmlPackage.TXMultiVariant 

Default XML package to use for GM multivariants, 

single variants, trade products or text products. If you 

have an XML package that you would like to use other 

than the defaults provided, you can change this 

AppConfig. Users generally will not need to modify this.  

RATEX.PartialAuth 

RATEX.PartialAuthAmount 

RATEX.PartialAuthMessage 

logic in eRATEX. It is recommended that users 

implement this logic. 

ZeroAuth 

ZeroAuthAmount must be set to a value greater than 

0.00 (we recommend .01). ONCE YOU ARE LIVE THE 

AUTH AMOUNT SHOULD NEVER BE CHANGED!  

ZeroAuthMessage is the message users will see during 

checkout. 
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U 

UPS. See Packing Lists 

W 
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