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Commerce Manager manual

T his manual contains complete documentation for Commerce Manager, including how to configure

your store pages and populate the Commerce datasheet to upload items to sell in your online

shop. 
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Commerce Manager videos

Commerce Manager Introduction (3:30) 7/27/2017

T opics covered include:

Site store page structure

Front end appearance

Purchasing process for end users

Commerce Manager Module Setup (7:48) 7/27/2017

T opics covered include:

Accessing Commerce module options

Available shipping configurations

Updating the Commerce datasheet Products tab

Updating datasheet Options tab
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Commerce setup information screenshots

In this section, you will find screenshots that are referenced on the Setup Information tab of the

Commerce Datasheet.

Newsletter opt-in message

Payment option instructions

Shopping Cart, Shipping, Payment, and T hank You page content

Newsletter opt-in message

T his message allows your users to sign up to receive emails from you regarding your store. T his

may be sales, specials, and so on. You can change the wording below the checkbox.

Payment option instructions

T here are different ways for users to purchase items from your store. If you'd like to include

information for the user about each payment option you enable, you can customize what appears

below each item. Note: T he Secure Card information is not editable, but you can include a message

to the user in addition to the card information.

Shopping Cart, Shipping, Payment, and Thank You page content

You can add additional information to each of these pages, as well. On each page, the content you

can edit is in the highlighted box.

Shopping Cart content

Shipping Page content

Payment Page content

Thank You Page Content
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Commerce Manager Products datasheet template

T he Commerce Manager Datasheet lets site admins update school store pages all at once, rather

than having to individually update each page.

Site admins should use the "Items" tab to create and edit merchandise entries. Each row represents

a distinct product for sale in the store. 

Each item must have a Name and a Price. T he values in these fields will be used to populate the

"T itle" and "Cost" fields on the corresponding Item Page.

Some items might have options such as size or color associated with them. T hese are not handled

by adding new rows to the the spreadsheet! Instead, the option choices are listed on the "Options"

tab. Options that are grouped together, such as shirt sizes (e.g., "Small," "Medium," "Large," etc.)

should all share the same optionCode and T itle on the Options tab of the spreadsheet. T hen, add

any applicable optionCode values to the optionid1, optionid2, optionid3, etc., fields to the

appropriate row on the Items tab of the spreadsheet.

All of the image files for thumbnails, Medium Images and Large Images should be saved together in

the same folder in File Manager. Do not include the full file path in the image columns on the Items

tab; only enter the file names. Be sure to let Finalsite know which folder in File Manager you saved

your images to!
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Commerce item options

Options covers the variations on a single item that a user can order - such as different sizes for the

same shirt, or different colors for a mug or a bag. Merchandise with different options doesn't

necessarily have a different SKU, but the options must be tracked and accounted for within

Commerce Manager.

Options are defined on the Commerce datasheet, in the "Options" tab.

T his example shows two sets of options, "Size" and "Color."

T he first 5 data rows (excluding the header row) all belong to the "Size" options - you can tell that

because they all have the same values in the "optionCode" and "title" columns. T he next two rows

are the "Color" options.

T he "optionValue" field contains the unique name of each of the different choices within each set of

options. 

T he "priceAdder" field determines the amount added to an order's subtotal whenever a user selects

a particular option. (In this example, purchasing a XX-Large shirt would add an additional $5 to a

user's order.)

T o apply a given set of options to a specific item for sale:

1. Go to the "Products" tab of the datasheet

2. Find the item in question

3. Scroll over to the blue "optionID" columns

4. Add the "optionCode" value for the options you want to use to the first available blue column

5. You may repeat this process for up to 15 sets of options

When an option is applied to an item, end users will see those options appear as a dropdown menu

on the item page when browsing the website. Whatever is in the "title" field for those rows on the

Options tab of the datasheet will define the name of the dropdown menu. T he values in the

"optionValue" column will become the individual entries within that menu.
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Commerce item images

You can specify unique image's for an item's thumbnail, small image and large image on the

Commerce product datasheet.

While there are no hard and fast rules for image sizes in Commerce Manager, ideally you want to

have your largest version between 400 and 800 pixels wide. T he height is relative to the width and

can be whatever it needs to be to keep the proportions correct. T he medium is usually half as wide

as the largest and the thumbnail is usually half as wide of the medium or 1/4 the width of the

largest image.

For example, if you large image is 500 pixels wide x N height (let the height be proportionate);

medium would be 250 pixels wide x N; and the thumbnail would be 125 pixels wide by N.

Image resolution can be set to 72 pixels per inch.

T he datasheet accepts only file names, it does not accept the full file path. T his means that all

images must be saved to the same directory in File Manager. Make a note of which directory you

use, and notify Finalsite Support when you submit the datasheet for upload.
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Commerce order shipping options

T here are a number of shipping options available for use with Commerce Manager.

T o customize your shipping settings, navigate to Site Manager > Site Administration > Site Modules

> Commerce.

Shipping Options

Under the Shipping Options section, select your preferred shipping option from the list provided.

Each option has additional settings that are shown when the corresponding radio button is

selected. Here is a description of each option, as well as how to complete the additional settings

fields:

UPS - calculated from ups.com

Fixed amount per order

T iered amounts per order subtotal

Percentage of order subtotal

None - No shipping

UPS - calculated from ups.com

From Zip: Enter the zip code you will be shipping from. (i.e. Your school's Zip Code)

Methods: T his is where you can select which shipping options are presented to the user when

they are making a purchase by entering the appropriate UPS method codes into the field. T he

available UPS method codes for US-originated shipments are listed below.  Enter all of the two-

digit codes corresponding to the shipping options you wish to display in a comma-separated list.

T he website user will only see those methods that UPS offers for the order's shipment weight

and origin/destination zip codes.

01 - UPS Next Day Air

02 - UPS 2nd Day Air

03 - UPS Ground

07 - UPS Worldwide Express

08 - UPS Worldwide Express Expedited

11 - UPS Standard

12 - UPS 3 Day Select

13 - UPS Next Day Air Saver

14 - UPS Next Day Air Early A.M.

54 - UPS Worldwide Express Plus

59 - UPS 2nd Day Air A.M.

Fixed amount per order

A single fixed amount charged for shipping for each individual order. By selecting this option, you

will add a set dollar amount to each transaction in order to cover shipping costs.

Shipping Amount ($): - T he amount, in dollars, to charge for shipping.

---: Not Used

Tiered amounts per order subtotal

Similar to "Fixed amount per order" in that a set dollar amount is added to each transaction,

however, the actual dollar amount added will vary according to the total order cost - more expensive

orders will be charged a higher shipping fee (i.e., a $5 for shipping fee for orders $0 to $20, $10

shipping fee for orders $21 to $40, etc.)

Shipping T iers ($ List): Enter the shipping fees for each tier sequentially, without $ signs, in a

comma separated list. (e.g. "5,10,15,20,25" ). T hese are the amounts that will be added to each

transaction as a shipping fee. T he number of values entered in this field will determine the

number of different shipping amount tiers.

Subtotal T iers ($ List): Enter the corresponding subtotal value ranges for each tier entered in

the previous field. (e.g. "0,20,40,60,80" ). T he number of values entered into this field must match

the number of values entered into the "Shipping tiers ($ List)" field. T he first number is the lower

boundary for shipping costs - this should usually be 0, unless you want to waive shipping fees for

orders under a certain dollar amount. T he second number is the upper boundary of the range for

the first shipping-cost tier. Each subsequent number is the upper boundary for the next

sequential shipping-cost tier.

In the examples above, shipping rates would be:

Order Amount Shipping

$0 to $20 $5

$20-$40 $10

$40 - $60 $15

$60 - $80 $20

$80 or more $25

Percentage of order subtotal

Calculates shipping based on a fixed percentage of the order subtotal.

%: Percentage of order subtotal to charge for shipping. In the example above, each transaction

would have an additional %6.25 of the order subtotal added as a shipping fee.

---: Not used

None - No shipping

No shipping option. (Useful if you are selling items for pickup only rather than for delivery; see

below)

Pick Up

Regardless of the shipping calculation option you choose, you can also include a "pick up" option,

where users can opt not to be charged shipping and pick the item up themselves.

If you want this to be labeled something other than "Pick Up", you can input a custom label in the

text field provided when this option is checked.

Limiting Shipping to Certain Countries

You can limit shipping to specific countries. Selecting this option will open two selection lists. Use

the list on the left ("Potential Countries") to select the countries you will ship to, and click the "+ Add

Country(ies) -->" button to add them to the Allowed Countries list. T o remove a country from the

list, select it in the Allowed Countries list, and click "X Remove Country."
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Shipping / return / refund policies for merchant account
vendors

T he merchant account or payment gateway may have some guidelines for minimum information

needed in the policy. Otherwise, here are some basic points to consider for inclusion:

Do you accept returns? If so, for how long after purchase? 10, 30, 90 days? Is there a different

time limit for returns for refund vs. returns for exchange?

Do you accept returns for refund, or only exchange? What about in cases where merchandise is

defective?

Do you refund shipping costs, or only the cost of merchandise? What about in cases where the

merchandise is defective?

If a customer returns something for exchange, is customer responsible for shipping charges, or

you? Do you cover or reimburse the cost of return shipping if the merchandise is defective?

Can orders be cancelled? If so, how long do they have to cancel after placing order? 1 hour? 24

hours? (T his will probably depend on how soon you ship orders. You don't want to be able to

cancel orders that have already been shipped.)

How long after the order is placed will it be shipped? Same day? Within 2 business days?

How are orders shipped? USPS, UPS, etc.

Once you have formulated a policy based on your answers to these questions, you can put it

together in bullet point format such as:

Returns for refund will be accepted within 14 days of date of purchase

Returns for exchange will be accepted within 60 days of date of purchase

etc

etc

back to top

T his article refers to our legacy product, Commerce Manager. For the best Finalsite
experience, we recommend using our newest product, Finalsite Store. T o learn more,
read Finalsite Store setup overview or contact your Client Success Manager for
assistance.



Note: For full details of each shipping option, see the UPS.com webpage for U.S.
Shipping Services.

Articles in this section

Commerce Manager manual

     

MARKET S

School Districts»

Independent Schools»

International Schools»

UK Independent Schools»

Charter Schools»

Higher Ed»

Catholic»

Local Government»

PRODUCT S

Website CMS»

Mobile App»

Mass Notifications»

Email Marketing»

Enrollment Management»

Integrations»

Marketing Services»

COMPANY

About Us»

Jobs at Finalsite»

Meet the Team»

Meet Our Schools»

Support and Client Success»

Partner Network»

Contact Us»

POPULAR LINKS

The Blog»

Design Portfolio»

eBooks, Guides & More»

Free Online Courses»

Events»

Get Started»

Free Website Report Card»

Free Admissions Experience Review»

© 2022 Finalsite

CONTACT SUPPORT

SHARE AN IDEA CLIENT  T RAINING

https://www.finalsiteideas.com/
https://www.finalsitecommunity.com/
https://www.finalsitetraining.com/
https://www.finalsitesupport.com/hc/en-us
https://www.finalsitesupport.com/hc/en-us/categories/115000085867-Other-Modules
https://www.finalsitesupport.com/hc/en-us/sections/115000417947-Commerce-Manager
https://www.finalsitesupport.com/hc/en-us/article_attachments/4425718145037/Commerce_products_datasheet.xlsx
https://www.finalsitesupport.com/hc/en-us/articles/115000592268
http://www.finalsite.com/cf_media/index.cfm?obj=4659
http://www.finalsite.com/cf_media/index.cfm?obj=4660
https://www.finalsitesupport.com/hc/en-us/article_attachments/4425718145037/Commerce_products_datasheet.xlsx
https://www.finalsitesupport.com/hc/en-us/articles/115002641608-Commerce-Manager-Products-datasheet-template
https://www.finalsitesupport.com/hc/en-us/articles/4417849196429
http://www.ups.com/content/us/en/shipping/time/service/index.html?WT.svl=SubNav
https://www.finalsitesupport.com/hc/en-us/articles/4415393895565-Commerce-Manager-manual
https://www.finalsitesupport.com/hc/en-us
https://www.facebook.com/finalsite
https://twitter.com/finalsitehelp
https://plus.google.com/+Finalsite
https://www.linkedin.com/company/finalsite/
https://www.youtube.com/user/finalsite
http://www.instagram.com/finalsite
https://www.finalsite.com/school-districts
https://www.finalsite.com/independent-schools
https://www.finalsite.com/international-schools
https://www.finalsite.com/uk-independent-schools
https://www.finalsite.com/charter-schools
https://www.finalsite.com/higher-ed
https://www.finalsite.com/catholic
https://www.finalsite.com/local-government
https://www.finalsite.com/software/cms-for-schools
https://www.finalsite.com/software/school-mobile-app
https://www.finalsite.com/software/mass-notifications
https://www.finalsite.com/software/email-marketing
https://www.finalsite.com/software/admissions-enrollment
https://www.finalsite.com/software/add-ons/integrations
https://www.finalsite.com/school-marketing-services
https://www.finalsite.com/about
https://www.finalsite.com/jobs
https://www.finalsite.com/meet-the-team
https://www.finalsite.com/meet-our-schools
https://www.finalsite.com/support-client-success
https://www.finalsite.com/partner-network
https://www.finalsite.com/contact
https://www.finalsite.com/blog
https://www.finalsite.com/school-websites/custom-design-portfolio
https://www.finalsite.com/resources
https://www.finalsite.com/free-courses
https://www.finalsite.com/events
https://www.finalsite.com/get-started
https://www.finalsite.com/free-school-website-report-card
https://www.finalsite.com/free-admissions-experience-review
https://www.finalsitesupport.com/hc/en-us/articles/360030971831
https://www.finalsitesupport.com/hc/en-us
https://www.finalsiteideas.com/
https://www.finalsite.com/client-training

