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1.0 Admin Login 

         Admin can login into the system. Please see the screenshot below: 

 

       Login Credentials: 

      Username: demo 
      Password:  demo 
 

By clicking Forgot Password link, admin can get his/her password reset link at email id by providing their    
registered email address. 
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 2.0 Dashboard 
On the dash board, you can see the brief information or statistics of the different modules as explained 
below: 

 Total Orders: Total number of orders placed on the website. 

 Total Sales: Total Sales or revenue generated by the website. 

 Total Customers: Total number of customers registered on the website. 

 People Online: Total Number of online customers recently visited the website. 

 World Map: It will display the world map with the current country highlighted on it. 

 Sales Analytics: It will display the order and sales graph of the website. 

 

         Please see the screenshot below: 

 

 
 

Recent Activity: 

In this section of dashboard, admin can view the top 5 recent activities performed by the customers on the 

website. It will display the activity performed and the date & time of that activity. 

 

Latest Orders: 

In this section of dashboard, admin can view the top 3 orders placed on the website. 

 

Please see the screenshot below to have better understanding on the same: 
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 By clicking   icon, admin will be redirected to the orders details page where he can view and manage 

the orders placed on the website. 
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2.0 Message System 
Admin can select “Message System” link from the left panel. Please see the screenshot below: 
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By clicking Message System link, admin will be redirected to Customer list and the messages details. In this section, 

admin can read the messages received from the registered customers and accordingly respond to the same via this 

section. 

Admin can search for any message by using below search filter: 

 Customer Name 

 Email ID 

 Customer Group (Basic, Pro Users) 

By clicking the  icon, admin can read the messages of customers and can also send a new message to 

the customer. 

By clicking the  icon, admin can delete any message thread of the customer. 

 

Please see the screenshot below: 
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3.0 Catalog 
Admin can select Categories link under the Catalog menu in the left panel. Please see the screenshot below: 
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3.1 Categories 
By clicking Categories, admin will be redirected to the categories list page. In this section, admin can view 

and manage the product categories of the website. Please see the screenshot below: 

 
 

By clicking    icon, admin can edit the details in the categories sub menu. To edit the details, admin will 

need to fill up following data: 

 Category Name 

 Description (Description of category will be defined in this field) 

 Meta Tag Title 

 Meta Tag Description 

 Meta Tag Keywords 

 Parent  (Admin will have an option to define the parent category of its category) 

 Filters (Admin can add the filters of its category) 

 Stores 
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 SEO Keywords 

 Image  

 Top 

 Columns 

 Sort Order ( Display order of a category can be set by this field) 

 Status (Enabled/Disabled) 

 Design ( Admin can select the page layout of category page as per requirement) 

By clicking  icon, admin can add any new category. User can add or edit categories in English, Spanish & 

Arabic language. 

 By clicking  icon, admin can rebuild or refresh the category list. 

 By clicking  icon, admin can delete the categories of the website. 
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3.2 Products 
        Admin can select Products link under the Catalog menu in the left panel. Please see the screenshot below: 
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By clicking Products, admin will be redirected to the product list page. In this section, admin can view and 

manage the product categories of the website. Please see the screenshot below: 

 

       Admin can search for any product on the basis of below search filters: 

 Product Name 

 Price 

 Status (Enabled/Disabled) 

 Product Code 

 Quantity 

Below the filters complete product listing would be displayed and few actions can be taken related to listing 

as shared below: 
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By clicking the  icon, admin can edit the details of the product. Please see the screenshot below: 

 

By clicking icon, admin can save the details of any product. 

By clicking icon, admin can add any new product. 
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Following are the attributes which can be managed while creating or adding a new product: 

 General 

This section will allow user to manage basic information of product as shared below: 

o Product Name  

o Description 

o Meta Tag Title 

o Meta Tag Description 

o Meta Tag Keywords 

o Product Tags 

 

 Data 

Here admin will be specifying all the data related to a product. It would be catering all the required details of 

the product like: Images, Price Management, Tax Management and other relevant information. In case user 

is not able to understand the field, description can be seen by hovering on icon 

 

 Links 

Links to other attributes like categories, stores, Manufactures etc. will be accomplished in this tab. 

 

 Attribute 

Attributes are used to define characteristics of the product.  Attributes created by admin will be available 

over here for selection. Multiple attributes can be linked with a single product. 

 

 Option 

If a single product has multiple options available for selection while purchasing a product then those options 

can be configured from this section. For every option attributes like quantity, pricing can be managed 

separately. 

 

 Recurring 

Recurring option allows admin to select recurring profiles for a product so as to create recurring orders on 

purchase of a product.  

 Discount 
Discounts on the product can be configured from this tab. Discount price and number of products to be 

offered on discount can be configured from this section along with Start Date and End Date for discount. 

 Special 
Special Prices can be offered to customers group for defined period 
 

 Image 
Multiple Images for a product can be uploaded from this section with specified sorting order 
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 Reward Points  
Reward points required to purchase a product can be configured from this section. It can also be set on basis 
of Groups. 
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3.3 Recurring Profile 
Admin can select Recurring Profile link under the Catalog menu in the left panel. Please see the screenshot below: 

 
By clicking Recurring Profile, admin will be redirected to the recurring profile list page. In this section, 

admin can view and manage the recurring profiles of the products listed. Recurring profile allows the sellers 

to add profiles which can be used for subscriptions or products with installment payment plans. Buyers will 

have the ability to make the payment on billing frequency and cycle defined by the admin. Please see the 

screenshot below: 
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      By clicking  icon, admin can edit any recurring profile. 

     By clicking the  icon, Admin can add the recurring profiles.  To add a recurring profile, admin will need         

to fill up below details: 

 Name 

 Recurring Profile 

o Price 

o Duration ( 

o Cycle (It defines the maximum billing cycle) 

o Frequency (Day, Week, Semi Month, Month, Year) 

o Status (Enabled/Disabled) 

 Trial Profile 

o Trial Price 

o Trial Duration 

o Trial Cycle 

o Trial Frequency 

o Trial Status 

o Sort Order 
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3.4 Filters 
Admin can select Filters link under the Catalog menu in the left panel. Please see the screenshot below: 
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By clicking filter, admin will be redirected to the filter list page. In this section, admin can view & manage the 

filters. Please see the screenshot below: 
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By clicking   icon, admin can save the changes. 

By clicking   icon, admin can remove any filter from the list 

By clicking  icon, admin can edit any filter. To add filter, admin has to fill up below details: 

 Filter Group Name 

 Sort Order( To set the display of Filter) 

 Filter Name ( Admin will add the filter names under filter Group created which will display on product 

listing page) 

Please see screenshot below: 
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3.5 Attributes 
Admin can select Attributes in the left panel. Please see the screenshot below: 
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By clicking attributes, admin will be redirected to the attribute list page. In this section, admin can view & 

manage the attributes of the product. Please see the screenshot below: 

 

 

 
 

By clicking  icon, Admin can add the attributes in the list. 

 

By clicking  icon, Admin can edit any attribute. 

 

By clicking  icon, Admin can delete the attributes. 
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By clicking edit or delete icon, Admin can fill up below details: 

 Attribute Name(Admin can define the attribute names which will display under attribute group) 

 Attribute Group (Admin can select the attribute group under  which attribute would be placed) 

 Sort Order (to set the display of attributes) 
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3.6 Attributes Groups 

Admin can select Attributes Groups under Attributes Menu in the left panel. Please see the screenshot 

below: 

 

By clicking attributes groups, admin will be redirected to the attribute group’s list page. In this section, admin 

can view & manage the attributes groups of the product. Please see the screenshot below: 

By clicking  icon, Admin can add the attributes group in the list. 
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 By clicking icon, admin can edit any attribute group of product. Please see the screenshot below: 

 

Admin can also set the display order of the attribute group as per requirement. 
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3.7 Options 
Admin can select Options link under catalog menu item in the left panel. Please see the screenshot below: 
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By clicking Options, admin will be redirected to the options list page. In this section, admin can view & manage 

the options such as color, weight, size etc. of the product. These options would be available for selection in 

option tab while creating a product. Please see the screenshot below: 

 

 
 

By clicking  icon, admin can edit any option from the list. 

By clicking  icon, admin can add any option to the list. For adding options, admin will need to fill up below 

details: 

 Options Name ( Admin will define the name of the option such as color, size etc) 

 Type (Admin can define the flow of displaying the option in the product detail page like checkbox, select, 

radio etc.) 

 Sort Order (Admin can set the display  order of the option) 

 Option Value Name, Image,  Sort Order 
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Please see the screenshot below: 
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3.8 Manufacturers 
Admin can select Manufacturers (Brand Name) link under catalog menu item in the left panel. Please see the screenshot 

below: 
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By clicking manufacturer, admin will be redirected to the manufacturer list page. In this section, admin can view 

& manage the manufacturer’s details. It is similar to a brand of product which an admin can define on its own 

for the products. Manufacturer can be linked with a product while creating a product. Please see the screenshot 

below: 

 

 
 

By clicking icon, admin can edit the details of any manufacturer  from the list. 

By clicking  icon, admin can delete the manufacturers list. 
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By clicking  icon, admin can add any manufacturer for the products of the website. To add manufacurer, 

admin will need to fill up below details: 

 Manufacturer Name  

 Stores 

 SEO Keywords  

 Image  

 Sort Order 

 

By clicking  icon, admin can save the changes. 
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3.9 Downloads 
 Admin can select Downloads link under catalog menu item in the left panel. Please see the screenshot below: 
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By clicking downloads, admin will be redirected to downloads listing page. In this section, admin can view & manage the 

details of downloadable items of the listed products. Admin can add downloadable components in the list which can be 

linked with any product so that the buyer can download it.  

Please see the screenshot below: 

 

By clicking icon, admin can edit any downloadable item from the list. 

By clicking icon, admin can delete any downloadable component. 

By clicking  icon, admin can add new downloadable item in the list by filling below details: 

 Download Name 

It will display the name of downloadable component which will be displayed on the website. 

 

 Filename 

Admin will upload the downloadable file in this field so that the user can download it from the product detail 

page. Admin can upload any type of file such as a user manual, PDF form etc. 
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 Mask 

Mask option will allow the admin to give the file a different file name such as file.png, book.png etc. 

 

 

By clicking icon, admin can save all the changes. 
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3.10 Reviews 
Admin can select Reviews link the under the catalog menu item in the left panel. Please see the screenshot below: 
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By clicking review link, admin will be redirected to reviews list page. In this section, admin can view and manage the 

reviews posted by the user. Please see the screenshot below: 

 

 

Admin can search for any review from the list using below search filter: 

 Product 

 Status 

 Author 

 Date Added 

By clicking the  icon, admin can edit the details of the review. 

By clicking the  icon, admin can delete any review from the list. 
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By clicking the  icon, admin can add the reviews. To add review admin will need to fill up below details: 

 Author ( the name of registered user who is posting the review) 

 Product (The name of product on which the review will be posted) 

 Text (It will display the description of review) 

 Title ( It will display the title of review) 

 Rating (It will display the ratings given on the product) 

 Status (Enabled/Disabled) 

Note: If admin selects the review status as “Disabled”, then the review will not be displayed on the website. Please see 

the screenshot below:  

 

By clicking icon, admin can save all the changes. 
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3.11 Information 
Admin can select the information link under the catalog menu item in the left panel. Please see the screenshot 

below: 
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By clicking information link, admin will be redirected to information list page. In this section, admin can view and 

manage the informative pages such as About Us, Delivery Information, and Privacy Policy etc. Admin can easily manage 

the contents of information pages from this section. Please see the screenshot below: 

 

By clicking  icon, admin can add new information page on the list by filling up below details: 

 General 

o Information title (It will define the title of information page) 

o Description ( It will define the content of information page) 

o Meta Tag Title 

o Meta Tag Description 

o Meta Tag Keywords 

 Data (Data related to Page like SEO, Status etc.) 

o Stores 

o SEO Keywords  

o Bottom (Admin can choose if he wants to display the order at bottom) 

o Status (Enabled/Disabled) 

o Sort Order (Admin can set the display order of the page) 
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 Design( Admin can define the page layout for the information page from design tab) 
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3.12 Product Quote Requests 
Admin can select Product Quote Request link under the catalog menu item present in the left panel. Please see 

the screenshot below: 
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By clicking product quote request, admin will be redirected to product quote request list page. In this section, admin can 

view and manage the request sent by the customers regarding products which are not available or out of stock. Admin 

will review the complete details of product quote in this list.  Please see the screenshot below: 

 

 

Product Quote Request has following details: 

 Product ID ( It will display the ID of product) 

 Product Name (It will dispplay the product name) 

 Quantity (It will display the product quantity requested by customer) 

 Referrer (It will display the URL of the link on which customer has generated the request) 

 User IP (It is the IP of the customer which will be tracked by the system) 
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By clicking the  icon, admin can add the product quote request on behalf of a customer by filling up following 

details: 

 Name 

 Email 

 Phone 

 Comments 

 Remarks(by admin) 

By clicking the icon, admin can save the changes. 

Admin can also edit the product request by clicking on  button in the listing 
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4.0 Extensions 
         Admin can select following categories under the extension menu item in the left panel: 

 Extensions Installer 

 Modifications 

 Analytics 

 Captcha 

 Feeds 

 Anti- Frauds 

 Modules 

 Payments 

 Shipping 

 Order Tools 

 

4.1 Analytics 
Admin can select Analytics link under Extensions menu in the left panel. Please see the screenshot below: 
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By clicking analytics, admin will be redirected to the analytics list page. In this section, admin can manage the script of 

Google analytics and it will be applied for the whole website. Please see the screenshot below: 

 

By clicking  icon, admin can edit the Google analytic script from the section. 

Admin can also set the status of analytics as enabled or disabled. 

 

 

Note: If admin selects the status as “Disabled”, then Google analytics will not be implemented on the website. 
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4.2 Captcha 

Admin can select Captcha under extensions menu in the left panel. Please see the screenshot below: 
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By clicking Captcha, admin will be redirected to the captcha list page. Captcha to be used on website can be configured 
from this section. In this section, admin can view and manage the captcha implemented on the website such as sign up, 
login page etc. Please see the screenshot below: 
 
  

 
 

  By clicking  icon, admin can edit the captcha for the website. 

 

  Admin can set the status of captcha as enabled or disabled. 

 

  By clicking the  icon, admin can save the changes.  

 

 
 
Note: If admin selects the status as “Disabled”, then captcha will not be implemented on the website. 
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4.3 Feeds 

Admin can select Feeds under extensions menu in the left panel. Please see the screenshot below: 

 

 

Product Feed extension can be used to customize how products will be listed by search engines like Google. 

To utilize this feature, admin must compile a product feed of his store's products. The store's product feed can 

be compiled using XML or manually entering product information into a spreadsheet program. Few products 

are available for ready to install in the system and can be easily installed and configured. 

http://en.wikipedia.org/wiki/Product_feed
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4.3 Anti-Frauds 
 

Admin can select Anti-Frauds under extensions menu in the left panel. Please see the screenshot below: 

 

System provides Anti-fraudlent applications to prevent fraud orders in system. Few apps are available for 

installation and user just need to install and configure them by obtaining API from the required App Company. 

Available anti-fraud applications for installation are shown in below screenshot: 
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4.3 Modules 

        Admin can select Modules link under Extensions menu in the left panel. Please see the screenshot below: 
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By clicking Module, admin will be redirected to the module list page. In this section, admin can view and manage the 
modules of the website such as social media login settings, advanced newsletter subscription settings etc. Please see the 
screenshot below: 

By clicking  icon, admin can edit any module from the list. 
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4.4 Payments 
        Admin can select Payments link under the extension sub-menu in left panel. Please see the screenshot below: 
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By clicking Payment, admin will be redirected to the payment list page. In this section, admin can view and manage the 
settings of various payment gateways available for the website such as authorize.net, paypal, sagepay etc. Please see 
the screenshot below: 

By clicking the   icon, admin can edit any payment method from the list. 

By clicking the   icon, admin can add new payment method from the list
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4.5 Shipping 
        Admin can select Shipping link under the extension sub-menu in left panel. Please see the screenshot below: 
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By clicking Shipping, admin will be redirected to the shipping list page. In this section, admin can view and manage the 
settings of various payment gateways available for the website such as authorize.net, paypal, sagepay etc. Please see 
the screenshot below: 

By clicking  icon, admin can edit the shipping details of any shipping module from the list.By clicking  icon, 

admin can add new shipping module from the list.By clicking  icon, admin can save the changes on the list. 
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4.6 Order Tools 
        Admin can select Order link under the extension sub-menu in left panel. Please see the screenshot below:
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By clicking Orders, admin will be redirected to the Order list page. In this section, admin can view and manage the 
details of all order modules of the website such as reward points, wallet, coupon, taxes on the orders placed etc. Please 
see the screenshot below: 
 

 

By clicking  icon, admin can edit the details of any order module from the list. 

By clicking  icon, admin can save the changes on the list. 
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5.0 Design 
Admin can select Design link under the extension sub-menu in left panel. In Design menu, we have two sub-menu viz. 

Layouts and Banners. Please see the below screenshot: 
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5.1 Layout 

By clicking Layouts, admin will be redirected to the Layout listing page. In this section, admin can view and manage 
the details of layouts of all web pages of the website such as Home, Information, Category Page, Checkout page etc. 
Please see the screenshot below: 
 

 

By clicking the  icon, admin can edit the layouts.  

By clicking the  icon, admin will be redirected to the previous page. 
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By clicking the  icon, admin can add any layout by filling below details:  

 Layout Name (It will define the name of the layout page) 

 Store  

 Route (It will define the folder name that the layout files are included in) 

 Module ( In this field, admin will select a module to a specific layout page) 

 Position (It will specify the position of layout) 

o Content Top 

o Content Bottom 

o Column Left 

o Column Right 

 Sort Order 

Please see the screenshot below: 

 

By clicking the  icon, admin can save the changes. 

By clicking the  icon, admin can delete the layouts. 
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5.2 Banners 
        Admin can select banners link under the design menu in the left panel. Please see the screenshot below: 
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By clicking Banners, admin will be redirected to the Banner listing page. In this section, admin can view and manage the 

details of banner images of pages of the website such as Home page slider, Manuffacturers etc. Admin can easily 

add/edit/delete the banners from the list. 

 Please see the screenshot below: 

 

By clicking  icon, admin can add the new banners by filling up below details: 

 Banner Name (It will define the name of banner) 

 Status (Admin can set the status of banner as enabled or disabled) 

 Title (It defines the button text of the banner which will be clickable) 

 Heading Text(I,II, III) (It is the heading text that will display on the image) 

 Link (It will define a URL of page to which the button will be linked) 

 Image (Admin can upload Image from this field) 

 Sort Order (It will define the display order of the image) 

By clicking  icon, admin can delete any banner from the list. 

By clicking  icon, admin can edit any banner from the list. 

By clicking  icon, admin can save the changes on the list. 

By clicking  icon, admin will be redirected to the previous page. 



 

 

 

  67 

6.0 Sales  

6.1 Orders  
 

Admin can select Sales link from the left panel. In Sales Menu, admin can select Order sub menu. Please see the 

screenshot below: 
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By clicking Orders, admin will be redirected to the Orders listing page. In this section, admin can view and manage 

the details of all orders placed on the website. Please see the below screenshot: 

         Admin can search for any orders by using below search filter: 

 Order ID 

 Order Status 

 Date Added 

 Customer 

 Total 

 Date Modified 
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By clicking  icon, admin can view any order from the list. 

By clicking  icon, admin can delete any order from the list. 

By clicking  icon, admin can edit the details of any order. 

By clicking  icon, admin can add new orders for the customers by filling up below details: 

Add Order 

 
 Customer Details 

In this section, admin will add the customer details on behalf of which the order has been placed on the website. 

 

o Store 

o Currency 

o Customer 

o Customer Group 

o First Name 

o Last Name  

o Email 

o Telephone 

o Fax 

 

 Products 

In this section, admin will add the product details to be delivered to customer. Admin can add multiple products 

from this section followed by defining the quantity, weight etc. 

 

 Payment Details 

In this section, Admin will the payment details of the customer such as the delivery address. 

 

 Shipping Details 

In this section, admin will add the shipping details such as payment method, coupons, rewards, vouchers if 

applicable, and order status for the customer. 

 

 Totals 

In this section, Admin can view the total order details and place the order for customer. 

Please see the screenshot below: 
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By clicking the  icon, admin can proceed to totals. 

By clicking the icon, admin can view the previous details. 
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6.2 Recurring orders 
Admin can select Recurring orders link under Sales Menu from the left panel. Please see the screenshot below: 
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By clicking Recurring Orders, admin will be redirected to the Recurring Profiles page in the backend. In this section, 

admin can view and manage the details of all recurring profiles for the products. Please see the below screenshot: 

Admin can easily search for any recurring profile by using below search filters: 

 Order ID 

 Status 

 Date Added 

 Payment Reference 

 Customer 

By clicking on “Filter” button, the required search results will be displayed in the list. 
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6.3 Returns 
         Admin can select Returns link under the sales menu in the left panel. Please see the screenshot below: 

 

By clicking Returns, admin will be redirected to the product return list page in the backend. In this section, admin can 

view and manage the details of all the return requests generated by the customers on the website. Please see the below 

screenshot: 
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Admin can serach for the details of any return request by using below search filter: 

 Return ID 

 Customer 

 Product Code 

 Date Added 

 Order ID 

 Product 

 Return Status 

 Date Modified 
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By clicking the icon, admin can add the product return details. Admin will be redirected to product return detail 

page and will need to fill up below details: 

 Order information 

o Order ID (It will define the unique order ID of the customer) 

o Order Date ( It will define the date on which order was placed) 

o Customer (It will define the name of customer who placed that order) 

o First Name  

o Last Name 

 Product Information & reason for return 

o Product (Name of the product) 

o Product Code ( It will define the code of product) 

o Quantity (It will define the quantity of product to be returned) 

o Return Reason (Admin can select the reason from select box) 

o Opened () 

o Comment (Admin can enter description of the return order) 

o Return Action (Admin can define the action taken on the return order) 

o Return Status (Awaiting products, Complete, Pending) 

By clicking  icon, admin can save the changes. 

By clicking  icon, admin will be redirected to the previous page. 

By clicking  icon, admin can edit the product return details. Admin will be redirected to edit return detail page.  

By clicking  icon, admin can save the changes. 

Please see the screenshot below: 
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6.4 Gift Vouchers 
Admin can select gift vouchers and voucher themes under gift vouchers menu in the left panel. Please see the 

screenshot below: 
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6.4.1 Gift Vouchers 

By clicking Gift Vouchers, admin will be redirected to the Gift Voucher List page in the backend. In this section, 

admin can view and manage the details of all the gift vouchers applicable on the website. Gift vouchers can be 

individually sent to customers through their email by other customers in the store front. The customer receiving 

the gift certificate can use the code provided in the email at the shopping cart to deduct the gift voucher amount 

from the order total. Please see the below screenshot: 

 

          By clicking  icon, admin can send the vouchers to selected customers. 
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By clicking  icon, admin can add the gift vouchers. Please see the screenshot below: 
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Admin has to fill the following details: 

 Code: The code the customer must enter in the Shopping Cart to use the gift voucher. 

 From Name: The name of the person sending the gift certificate. 

 From Email: The email of the person sending the gift certificate. 

 To Name: The name of the person receiving the gift certificate. 

 To E-mail: The email of the person receiving the gift certificate. 

 Theme: The theme of the gift voucher email. 

 Message: A message added in the gift voucher email. 

 Amount: The amount of the gift certificate to be used in the store. 

 Status: Admin can enable or disable the gift voucher. 

 

By clicking  icon, admin can save the details. 

By clicking  icon, admin can delete any gift voucher from the list. 

 

6.4.2 Voucher Themes 
By clicking Voucher Themes, admin will be redirected to the Voucher Theme List page in the backend. In this 

section, admin can view and manage the details of all the gift voucher themes for sending gift vocuhers to 

customers. This section alters the image displayed in the email according to the theme. In the store front, 

customers purchasing the voucher for a person can choose a theme for voucher. Please see the below screenshot: 
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         By clicking  icon, admin can edit the voucher theme from the list. 

         By clicking  icon, admin can add voucher theme for the website by filling bellow details: 

 Voucher Theme Name (Admin can choose the theme of gift vouchers) 

 Image (Admin will upload the image for theme) 

         By clicking  icon, admin can save the details. 

         By clicking  icon, admin can delete any gift voucher from the list. 
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6.5 PayPal 
        Admin can select Search link under the PayPal menu in the left panel. Please see the screenshot below: 

 



 

 

 

  83 

By clicking Search, admin will be redirected to the List page in the backend. In this section, admin can view the details & 

search for all the transactions made to the PayPal account of admin. In the store front, customers purchasing the 

voucher for a person can choose a theme for voucher. Please see the below screenshot: 

 

Admin can search for any transaction details according to the time period they have been completed defined by start 

and end date. 

Admin will need to fill up below details in transaction section: 

 Type: It contains all the transactions that can be made, as well as their status 

 Email (Buyer):  It will require buyer’s email ID 

 Email (Receiver): It will required receiver’s email ID 

 Receipt ID: Receipt ID of transaction 

 Transaction ID: It contains the unique ID of transaction. 

 Invoice Number: Invoice number of the transaction 

 Auction Item Number 

 Amount: The amount of transaction 

 Recurring Profile ID: Recurring profile ID applied on the product 

Please see the screenshot below: 
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Admin will need to fill the buyer information as follows: 

 Salutation 

 First Name 

 Middle Name 

 Last Name 

 Suffix 

 

On filling the transaction and buyer information, admin can search the PayPal transaction details. 

Note. For the PayPal Search section to work, admin will need to setup PayPal Express Checkout account. 
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7.0 Customers 
Following is the list of sub-menu links under the customer’s main menu item.  

 Customers 

 Customer Groups 

 Custom Fields 

Admin can select Customers link in the left panel. Please see the screenshot below: 
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7.1 Customers 
By clicking Customers, admin will be redirected to the Customer List page in the backend. In this section, admin 

can view and manage the details of all the registered customers of the website. Please see the below screenshot: 

          Admin can search for any customer using below search filter: 

 Customer Name : Name of the customer 

 Customer Group : The group to which customer belongs- Basic/Pro Users 

 Approved: If the customer account is approved or not- Yes/No 

 Date Added: Date on which customer registered 

 E-Mail: Email ID of the customer 

 Status:  Status of the customer account- Enabled/Disabled 

 IP: IP address of the customer tracked by the system 

 

By clicking the  icon, admin can add new customer details. Admin will be redirected to the customer detail page. 

Please see the screenshot below: 
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Admin will fill up below details to add customer details: 

 Customer Group 

 First Name 

 Last Name 

 E-Mail 
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 Telephone 

 Fax 

 Password 

 Confirm Password 

 Newsletter 

 Status 

 Approved 

 Safe 

 

By clicking  icon, admin can edit the details of any customer. 

By clicking  icon, admin can save all the details. 

By clicking  icon, admin can login to any customer account. 

By clicking  icon, admin can delete any customer account. 

 

Note: If Admin selects the status of any customer as “Disabled”, then that account will be deactivated and the customer 

will not be able to login to his/her account. 
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7.2 Customer Groups 
Admin can select Customer Groups link under the customers sub menu in the left panel. Please see the screenshot 

below: 
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By clicking Customers Groups, admin will be redirected to the Customer Group List page in the backend. In this section, 

admin can view and manage the details of the customer groups of the website. Please see the below screenshot: 

 

 

 

By clicking  icon, admin can edit details of any customer group from the list. 

By clicking  icon, admin can delete any customer group from the list. 

By clicking  icon, admin can add the new customer group.  

Admin has to fill the following details: 

 Customer Group Name: Admin can define the name of customer group 

 Description: It will define the information of customer group 

 Approve New Customers: Admin can choose Yes or No if new customers should be approved or not 

 Sort order: Admin can set the display order of the customer group 

 

Please see the screenshot below: 
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By clicking the  icon, admin can save the details. 
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8.0 Marketing 
          Admin can select marketing in the left panel. In this section following are the sub menu links: 

 Marketing 

 Affiliates 

 Coupons 

 Mail 
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8.1 Marketing 
By clicking Marketing, admin will be redirected to the Marketing Tacking List page in the backend. In this section, 

admin can easily add and track the marketing campaigns. Please see the below screenshot: 

Admin can search for any Marketing campaign by using below search filter: 

 Campaign Name 

 Date Added 

 Tracking Code 

 

By clicking  icon, admin can edit the details of any marketing Campaign. 

By clicking   icon, admin can add the marketing campaign using below fields: 

 Campaign Name:  Admin can choose the name of new marketing campaign 

 Campaign Description: Can write the description of new marketing campaign 

 Tracking Code:  This code will be generated automatically, but you can edit the field and choose a custom 

number for easier tracking. The URLs below will be automatically updated with the number you input. 
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By clicking the  icon, admin can delete any marketing campaign from the list. 

By clicking the  icon, admin can edit the marketing campaign list.  

By clicking the add icon, admin can add the marketing tracking details. Please see the screenshot below: 

By clicking the  icon admin can save the changes. 

By clicking the  icon, admin will be redirected to the previous page. 
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8.2 Affiliates  
        Admin can select the Affiliates link under the marketing menu in the left panel. Please see the screenshot below: 
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By clicking Affiliates, admin will be redirected to the Affiliate List page in the backend. In this section, admin set up an 

affiliate program to promote additional traffic to your shop. Affiliates will receive a commission for each time they direct 

traffic or sales to your site. Please see the below screenshot: 

Admin can search for any affiliate using below search filter: 

 Affiliate Name 

 Status 

 Date Added 

 E-Mail 

 Approved 

 

By clicking the  icon, admin can edit the affiliate details 
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By clicking the  icon, admin can add the affiliate details by filling up below details: 

General Details: The first form asks for general information regarding the affiliate. This information can be obtained 

directly from the affiliate through email, or will be added automatically if they filled out a form on the Affiliate page: 

 First Name 

 Last Name 

 E-mail 

 Telephone 

 Fax 

 Tracking Code 

 Password 

 Status 

 Company 

 Address 

 City 

 Postcode 

 Country 

 Region/State 

Payment Details: The Payment Details tab configures the commission and payment methods to be paid to the affiliate: 

 Commission 

 Tax ID 

 Payment Method 

 Cheque Payee name 

After the affiliate creates their account in the store front, the affiliate will need to be approved by the administrator in 

the Affiliates section of the administration. 

By clicking the  icon, admin can add the transaction. 

By clicking the  icon, admin can save the details. 

By clicking the   icon, admin will be redirected to the previous page. 

 

 

Admin has to fill the following details: 
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8.3 Coupons 
        Admin can select the Coupons link under the marketing sub-menu in left panel. Please see the screenshot below: 
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By clicking Coupons, admin will be redirected to the Coupon List page in the backend. In this section, admin can create 

and designate coupons to specific products or product categories. The Coupons page will display a list of all the coupons 

created in the administration. Please see the below screenshot: 

 

On the click of the  icon, admin can add new coupon by filling up below details: 

 Coupon Name: A descriptive name for the coupon. 

 Code: A code that the customer needs to enter in the shopping cart to use the coupon in the store front. 

 Type: The discount can be a fixed amount off, or a percentage off from the total amount. 

 Discount: The number taken off from the purchase total. 

 Total Amount: The amount a customer must reach before using the coupon. 

 Customer Login: Selecting 'yes' requires the customer to be logged into their store account to use the 

coupon. Selecting 'no' will let a customer use the coupon as a guest. 

 Free Shipping: Selecting 'yes' gives the customer free shipping for using the discount code. 

 Products: Selecting a product category will apply the discount to all products within that category.  

 Categories: Individual products can be selected by entering in the product name in the space provided. 

To remove a product from the discount, click the red minus button in the product list below it. 

 Date Start: The first day that the discount can be used. 

 Date End: The last day the discount can be used. 

 Uses per Coupon: Limits how many times the coupon can be used by customers. 

 Uses Per customer: Limits how many times a specific customer can use the coupon. 

 Status: Enables or disables the coupon for use in the store front. 

By clicking the  icon, admin can save the details. 

By clicking the icon, admin will be redirected to the previous page. 
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8.4 Mail 
         Admin can select the Mail link under the marketing menu in the left panel. Please see the screenshot below: 

 

 



 

 

 

  103 

In this section admin can send an e-mail to the following users: 

 All Newsletter Subscribers 

 All Customers 

 Customers Groups 

 Customers 

 All Affiliates 

 Affiliates 

 Products 

By clicking the  icon, admin can send the e-mail. Please see the screenshot below: 
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9.0 System 
Following are the list of the sub-menu links under the System main menu: 

 Settings 

 Footer Settings 

 Users 

 Localization 

 Tools  

 Please see the screenshot below: 
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9.1 Settings 
By clicking Settings, admin will be redirected to the Store List page in the backend. In this section, admin can 

manage the settings of the whole website. Please see the below screenshot: 

 

By clicking the  icon, admin can edit the settings using below fields: 

Under the general settings, admin has to fill the following details: 

 System Auto Restore 

 Meta Title: The name for the store to be displayed in the browser title toolbar. 

 Meta Tag Description: A tag providing a metadata description for the store. Meta tags are seen by search          

engines. 

 Meta Tag Keywords: Selects the template/theme of the store. 

 Template 

 Default Layout: The default layout type for the store. 

Under the Store settings, admin has to fill the following details: 

 Store Name: The name of the store. 

 Store Owner: The name used in the "From:" section of any email sent from the store. 

 Address: The address of the store. This information will be displayed in the Contact Us page under the Customer 

Service section of the footer. 

 Google map: 

 Geocode 

 Support Email: The store owner's email 

 Social Code: Social media option codes will be implemented in this field. 

 E-mail: The store owner's email, or general email for the store, to be used for email notifications 

 Telephone: A telephone number for the store. 

 Fax: A fax number for the store. 

 Image 

 Opening Times: Admin can add opening timings of their store 

 Comment 

Please see the screenshot below: 
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Under the local settings, admin has to fill the following details: 

 Country 

 Region/State 

 Language 

 Administration Language 
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 Currency 

 Auto Update Currency 

 Length Class 

 Weight Class 

Please the screenshot below: 

 

Under the option settings, admin has to fill the following details: 

 Category Product Count 

 Default Items Per Page 

 List Description Limit 

 Default Items Per Page 

 Allow Reviews 

 Allow Guest Reviews 

 New Review Alert Mail 

 Voucher Min 

 Voucher Max 

 Display Prices With Tax 

 Use Store Tax Address 

 Use Customers Tax Address 

 Customers Online 

 Customers Group 

 Customers Groups 
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 Login Display Prices 

 Max Login Attempts 

 Account Terms 

 New account Alert Mail 

 Invoice Prefix 

 Display Weight on cart Page 

 Guest Checkout 

 Checkout Terms 

 Order Status 

 Processing Order Status 

 Complete Order Status 

 Fraud Status 

 New Order Alert Mail 

 API User 

 Display Stock 

 Show Out Stock Warning 

 Stock Checkout 

 Affiliate Requires Approval 

 Automatic Commission 

 Affiliate Terms 

 New Affiliate Alert Mail 

 Return Terms 

 Return Status 

 Captcha 

 Captcha Page 

Under the Image settings, admin can change the following details: 

 Store Logo 

 Icon 

 Category Image Size 

 Product Image Thumb Size 

 Product Image Popup Size 

 Product Image List Size 

 Additional Product Image Size 

 Related Product Image Size 

 Compare Image Size 

 Wish List Image Size 

 Cart Image Size 

 Store Image Size 
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Please see the screenshot below: 

 

Under the FTP settings, admin can change the following details: 

 FTP Host 

 FTP Port 

 FTP Username 

 FTP Password 

 FTP Root 

 Enable FTP 

Please see the screenshot below: 
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Under the mail settings, admin can change the following details: 

 Mail Protocol 

 Mail Parameters 

 SMTP Hostname 

 SMTP Username 

 SMTP Password 

 SMTP Port 

 SMTP Timeout 

 Additional Alert E-Mails 

Please see the screenshot below: 
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Under the server settings, admin can change the following details: 

 Maintenance Mode 

 Use SEO URLs 

 Robots 

 Output Compression Level 

 Use SSL 

 Allow Forgotten Password 

 Use Shared Sessions 

 Encryption Key 

 Max File Size 

 Allowed File Extensions 

 Allowed File Mime Types 

 Display Errors 

 Log Errors 

 Error Log Filename 

Please see the screenshot below: 
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9.2 Footer Settings 

Admin can select the Footer Settings link under the system menu in the left panel. Please see the screenshot below: 
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By clicking Footer Settings, admin will be redirected to the Footer Section List page in the backend. In this section, 

admin can view and manage the settings of footer section like Stay Connected, Extras, Information etc. of the 

website. Please see the below screenshot: 

 

By clicking the  icon, admin can edit the footer section module. In this, admin can edit the footer section 

description like: 

 Footer Section Title 

 Footer Section Heading 

 Footer Section Content 

 Status 

 Sort Order 

 Please see the screenshot below: 
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By clicking  icon, admin can save the changes of footer section. 
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9.3 Users 
  Admin can select the Users link under the Users menu in the left panel. Please see the screenshot below: 
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9.1 Users 
By clicking Users, admin will be redirected to the User List page in the backend. In this section, admin can easily 

manage and assign administration side permissions to specific people in team. The User section lets the admin 

customize which users can access the admin side of the store, and what sections can be accessed or modified by 

them. Please see the below screenshot: 

 

 

By clicking the  icon, admin can a new user. Please see the screenshot below: 

To add a new user, admin will need to fill up below details: 

 Username 

 User Group 

 First Name 

 Last Name 

 E-Mail 

 Image 

 Password 

 Status 

 

By clicking the icon, admin can save the details. 
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9.2 User Groups 

       Admin can select the User Groups link under the users menu. Please see the screenshot below: 
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By clicking Users Groups, admin will be redirected to the User Groups List page in the backend. In this section, 

admin can easily manage and customize which admin side pages can be accessed by the specific user groups. Also, 

admin should check which pages can be accessed under Access Permission, and which page content can be 

modified under Modify Permission. Please see the below screenshot: 

 

 By clicking the  icon, admin can add the new user group. Please see the screenshot below: 
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To add new use group, admin can fill up below details: 

 User group Name 

 Access Permission 

 Modify Permission 

By clicking the  icon, admin can save the changes.  

By clicking the  icon, admin will be redirected to the previous page. 

By clicking the  icon, admin can edit the user groups. Please see the screenshot below: 

By clicking the  icon, admin can save the changes. 

By clicking the  icon, admin will be redirected to the previous page. 
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9.3 Localisation 
Following are the list of the sub-menu under the menu localization. Please see the screenshot below: 

 Store Location 

 Languages 

 Currencies 

 Stock Statuses 

 Order Statuses 

 Returns 

 Countries 

 Zones 

 Geo Zones 

 Taxes 

 Length Classes 
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9.3.1 Store Location 

By clicking Store Location, admin will be redirected to the Store Location List page in the backend. In this section, 

admin can easily manage and input their location details if the website is accompanied by one or more physical 

stores. Please see the below screenshot: 

 

         By clicking the  icon, admin can add the store location. Please see the screenshot below: 

         Admin has to fill the following details: 

 Store Name 

 Address 

 Geocode 

 Telephone 

 Fax 

 Image 

 Opening Times 

 Comment 

By clicking the  icon, admin can save the changes. 

By clicking the  icon, admin can delete the store location list. 
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9.3.2 Languages 

By clicking Languages, admin will be redirected to the Language List page in the backend. In this section, admin 

can easily manage the languages available for the store front. Please see the below screenshot: 

 

By clicking the  icon, admin can add the language by filling up below details: 

 Language Name: Name of the language 
 Code:  Admin will specify a unique code 

 Locale: The code used by browsers to auto-detect the language of the site.  
 Image: The image used to represent the language that will be displayed in the header area of the store. 

 Directory: The location of the language pack  

 Filename: The name of the language file. 

 Status: Enables or disables the language in the store front. 

 Sort Order: Determines the position of the language among multiple languages in the header. 

By clicking the  icon, admin can edit the languages. Please see the screenshot below: 
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9.3.3 Currencies 

By clicking Currencies, admin will be redirected to the currencies List page in the backend. In this section, admin 

can easily select which currencies are available for use in store front. The default currency will display all the 

product prices in that currency. Please see the below screenshot: 

 

By clicking the  icon, admin can add the currency. Please see the screenshot below: 
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9.3.4 Stock Statuses 

By clicking Stock Statuses, admin will be redirected to the Stock Statuses List page in the backend. In this section, 

admin can easily create out of stock statuses to be displayed on the product page. The stock status name is 

arbitrary. Please see the below screenshot: 

 

By clicking the  icon, admin can add the stock status. Please see the screenshot below: 

By clicking the  icon, admin can edit details of any stock status.  
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9.3.5 Order Status 

 
By clicking Stock Statuses, admin will be redirected to the Stock Statuses List page in the backend. In this section, admin 

can easily manage the order status which would be used at different stages while processing the order. Please see the 

below screenshot: 

  

In this admin can add/delete/edit the order status. Please see the screenshot below: 

 

By clicking the  icon, admin can add the order status. Please see the screenshot below: 

By clicking the  icon, admin can edit order status. Please see the screenshot below: 
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9.3.6 Returns 

The Returns section allows the admin to create the return statuses, return actions, and return reason names that may 
be selected in return requests. 
  Admin can select the following sub-menu under the returns menu: 

 Return Statuses 

 Return Actions 

 Return Reasons 

 

(A) Return Statuses 

Admin can manage the return statuses from the return status list section. Please see the screenshot: 

 

By clicking the  icon, admin can edit return status.  

By clicking the  icon, admin can add new return order status.  

(B) Return Actions 

Admin can add/delete/edit the return action list. Please see the screenshot below: 

 

By clicking the  icon, admin can add the return action list.  
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 By clicking the  icon, admin can edit return action list. 

(C) Return Reason 

Admin can add/edit/delete the return reasons. Please see the screenshot below: 

 

By clicking the  icon, admin can add the return reason. Please see the screenshot below: 

By clicking the  icon, admin can edit the return reason. Please see the screenshot below: 
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9.3.7 Countries 

By clicking Countries, admin will be redirected to the Country List page in the backend. 239 countries are stored in the 

Country section. These countries can be used to estimate shipping and taxes when a customer enters in their location. 

Each country can be individually disabled, removing them from the store front, by editing them. The countries can be 

deleted as well. Admin can add/edit/delete the country list. Please see the screenshot below: 

By clicking the  icon, admin can add the country list. Please see the screenshot below: 

By clicking the  icon, admin can edit the country list. Please see the screenshot below: 
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9.3.8 Zones 

 
By clicking Zones, admin will be redirected to the Zone List page in the backend. 3948 zones are included with install. 

Zones are specific regions of countries, such as a state or province. Creating zones helps estimate taxes and shipping in 

the store front.. Admin can add/edit/delete the zone list. Please see the screenshot below: 

By clicking the  icon, admin can add the zone list. Please see the screenshot below: 

By clicking the  icon, admin can edit the zone. Please see the screenshot below: 
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9.3.9 Geo Zone 

 
By clicking Zones, admin will be redirected to the Geo Zone List page in the backend. Geo zones are customized zones 

used in calculating shipping and taxes. Multiple countries and zones can be added to one geo zone to customize shipping 

methods. Admin can add/edit/delete the Geo Zone list. Please see the screenshot below: 

By clicking the  icon, admin can add the geo zone list. Please see the screenshot below: 

By clicking the  icon, admin can edit the geo zone. Please see the screenshot below: 

 

 

 

         

9.3.10 Taxes 

The Taxes section in Localisation allows the admin to create the taxes that will be applied to specific products in 

the store.Admin can select the following sub-menu under the Taxes menu: 

 Tax Classes 

 Tax Rates 

 

(A) Tax classes 

Tax classes can store multiple tax rates into one category. The taxes can be customized to calculate the taxes based 
on the payment address (customer) or the store's address. Tax classes require the following information: 

 Tax Class Title 
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 Description 

 Tax Rate: selecting "Add Rule" will add a tax rate that was created in Tax Rates. Base On requires either the 
payment address or the store address to be selected. This will determine the amount of tax added to the 
shopping cart total in the store front. Priority determines the position of the tax rate if other tax rates are 
listed with it. 

Admin can add/delete/edit the tax classes. Please see the screenshot below: 

By clicking  icon, admin can add the tax class list. Please see the screenshot below: 

By clicking  icon, admin can edit the tax class list. Please see the screenshot below: 

By clicking  icon, admin can delete the tax class list. Please see the screenshot below: 

 

 

 

(B) Tax Rates 

The tax rate will be used to calculate the taxes from an order. The following information is needed to save a tax rate 
to the administration: 

 Tax Name: A name for the tax that will be displayed in the store front when taxes are added to order total. 

 Tax Rate: A number value for the tax. 

 Type: Determines whether the number value in Tax Rate is a fixed amount or a percentage of the total amount 
of an order. 

 Customer Group: Selecting a customer group will add this tax to all the customers within this group. Multiple 
customer groups can be selected at once. 

 Geo Zone: Selecting a Geo Zone will apply the tax to the regions and countries within a Geo Zone. 
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Admin can add/edit/delete the tax rate list. Please see the screenshot below: 

By clicking  icon, admin can add the tax rate list. Please see the screenshot below: 

By clicking  icon, admin can edit the tax rate list. Please see the screenshot below: 

On clicking  icon, admin can delete the tax rates list. Please see the screenshot below: 

 

 

9.3.11 Length Classes 

Admin can select the length class list under the localization sub-menu in the left panel. Length classes are used 

to assign length specifications to products. Please see the screenshot below: 

 

 By clicking  icon, admin can add the length class list. Please see the screenshot below: 
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The values added to products will be displayed in the product page in the store front. The following information is 
required to create a new length class: 

 Length title: The name of the length measurement, (i.e. Centimeter) 

 Length unit: The units of measurement (i.e. cm) 

 Value: Set 1 for the default value. Every value added to other lengths, such as km, will need to be relative to 
that. There are 10 mm in one 1 cm, so the value of mm would be set to 10. 

By clicking  icon, admin can edit the length class list. Please see the screenshot below: 
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9.3.12 Weight Classes 

              Admin can add/delete/edit the weight class list. Please see the screenshot below: 

 

By clicking the  icon, admin can add the weight class list. Please see the screenshot below: 

Weight classes are used to assign weight specifications to products in the Data tab. The following information is required 
to create a new weight class: 

 Weight title: The name of the weight measurement (i.e. Kilogram) 

 Weight unit: The unites of measurement (i.e. kg) 

 Value: Set 1 for the default value. Every value added to other weights, such as g, will need to be relative to that 
value. There are 1000 g in 1 kg, so the value of g would be set to 1000. 

By clicking the  icon, admin can edit the weight class list. 

 

 

                

 

 

  

http://docs.opencart.com/catalog/product/data/


 

 

 

  138 

9.3.13 Tools 
                 Admin can select the following sub-menu under the Taxes menu: 

 Uploads 

 Backup/Restore 

 Error Logs 

(A) Uploads 

Admin can delete/filter/download the upload list. Please see the screenshot below: 

 

By clicking  icon, admin can delete the upload file from list. 

By clicking  icon, admin can filter the upload list on the basis of the following: 

 Upload Name 

 Date Added 

 

 



 

 

 

  139 

(B) Backup/Restore 

Admin can back up or restore the data. Download a backup of the store's current database or restore the database 

through this feature. Backup section contains all the data tables in the MySQL database available for download. User can 

choose what files you want to download by checking on them. Clicking the "Backup" button will download the selected 

tables to your computer Please refer the screenshot below: 

 

 

(C) Error Logs 

In this section admin can download and clear the error list. Pressing "Clear Log" will clear the list of errors. Please see 

the screenshot below: 
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10.0 Reports 
             Following are the list of the sub-menu under the reports menu: 

 Sales 

 Products 

 Customers 

 Marketing  

10.1 Sales 
            Under Sales menu, we have following sub menu: 

 Orders: Order information is displayed in either daily, weekly, monthly, or yearly increments depending 
on which option you select in the "Group By" drop box. The Orders report displays the following 
information: 

o Date Start: The date of the first day of the week tracked (if set to week in Group By). 
o Date End: The date of the last day of the week tracked (if set to week in Group By). 
o No. of Orders: The number of orders made through the store between the date start and end. 
o No. of Products: The number of products purchased through the store between the date start 

and end. 
o Tax: The amount of taxes paid by customers between the date start and end. 
o Total: The total amount of money made from transactions between the date start and end. 

The Filter option can display the order information within a certain space of time using Date Start or End, 
or by order status. 
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 Tax: The Tax report displays which type of tax is being paid the most by customers in the store front. Tax 
information is displayed in either daily, weekly, monthly, or yearly increments depending on which option 
you select in the "Group By" drop box. 

The Tax Report displays the following information: 

o Date Start: The date of the first day of the week tracked (if set to week in Group By). 
o Date End: The date of the last day of the week tracked (if set to week in Group By). 
o Tax Title: The title of the tax type used. 
o No. of Orders: The number of orders made through the store between the date start and end. 
o Total: The total amount of money paid for taxes by customers between the date start and end. 

The Filter option can display the order information within a certain space of time using Date Start or End, 
or by order status. 

 

 

 

 

 Shipping: The Shipping report displays which shipping method is being used the most by customers in the 
store front. Shipping information is displayed in either daily, weekly, monthly, or yearly increments        
depending on which option you select in the "Group By" drop box. 

o The Shipping Report displays the following information: 
o Date Start: The date of the first day of the week tracked (if set to week in Group By). 
o Date End: The date of the last day of the week tracked (if set to week in Group By). 
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o Shipping Title: The shipping method used. The shipping title with the highest total will be 
displayed at the top. The lowest total will be at the bottom. 

o No. of Orders: The number of orders made through the store between the date start and end. 
o Total: The total amount of money paid for shipping between the date start and end. 
o The Filter option can display the order information within a certain space of time using Date Start 

or End, or by order status. 
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 Returns: The returns report shows how many returns were requested within a given time frame. The 
returns information is displayed in either daily, weekly, monthly, or yearly increments depending on 
which option you select in the "Group By" drop box. 

o The Returns Report displays the following information: 
o Date Start: The date of the first day of the week tracked (if set to week in Group By) 
o Date End: The date of the last day of the week tracked (if set to week in Group By) 
o No. Returns: The number of return requests submitted or created between the date start and 

date end. 
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 Coupons:  The coupon report tracks the use of coupons in the store front. The Coupon Report 

displays the following information: 

o Code: The code that was used to activate the coupon in the store front. 
o Orders: How many orders used this specific coupon. 
o Total: The total amount of all the coupons used. The number is a negative number because the 

customer is using the coupon to receive a reduced price on a product or order. 

 

 

 

10.2 Products 

 
Under products menu, we have following sub-menu: 

 Products Viewed Report 

The Products Viewed Report helps admin to have an idea of what products are being viewed the most, or 

the least, in the store front.  The report will position the top viewed product first. Along with the product 

name and model, the report will display the number of customers who viewed that product in the store 

front, and the percentage of views for this specific product out of all the views for products on the site. 
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 Product Purchased Report 

Product Purchase report allows admin to have detailed idea of purchase history of a product. This report 
comprises of Product Name, code, quantity sold along with the revenue generated. These reports can be 
filtered on the basis of date range and Order Status. 
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10.3 Customers 
Under Customer Menu we have following sub menus: 

 Customers Online 

All the customers who are online on the portal can be viewed from over here 

 

The displayed results will contain the following: 

 

o IP: The IP address from which customer is currently browsing portal. 

o Customer: The name of customer. If customer is not registered, “guest” will be shown 

o Last Page Visited: The page that customer last visited before leaving. 

o Referer: The page customer previously browsed. 

o Last Click: The time and date of the last click of the customer. 

o Edit: The button under Action will allow you to access your customer’s account. 
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 Customers Activity 

All the log of registered customer activity related to account and login is created in this report. It consists 

of comment, ip (from which user did this activity) and Activity date can be viewed over here. Results can 

be filtered on the basis of date range, Customer Name and IP. 

 

 
 

 Customer Orders Report 

All the orders placed by customers can be viewed over here. Resultes can be filtered on the basis of date 

range and Order Status. Following details are displayed in Orders grid 

o Customer Name 

o E-Mail 

o Customer Group: The customer group the customer is categorized in. 

o Status: Shows if the customer is currently allowed to login to their store account. 

o No. Orders: The total number of orders made by this customer. 

o No. Products: The total number of products purchased by this customer. 

o Total: The total amount purchased from this customer. Customers are arranged on the list from 

the highest amount to the lowest. 
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 Reward Points 

Amount of reward points obtained by a customer can be viewed over here.  Result can be filtered on the 

basis of Date Range. Following information would be displayed in the data grid: 

 

o Customer Name 

o E-Mail 

o Customer Group:The customer group the customer is categorized in. 

o Status: Shows if the customer is currently allowed to login to their store account. 

o Reward Points: The amount of reward points obtained by the customer. Reward points can be 

acquired by a customer by purchasing a product with reward points designated to it under its Data 

tab under Catalog>Products.  

o No. Orders: The total number of orders made by this customer. 

o Total: The total amount purchased from this customer. 

o Action:  "Edit" under "Action" will direct you to that specific customer's edit form under Sales > 

Customer. Customers can be filtered by selecting a start and end date. 
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 Credits 

This report will display total number of credits obtained from customer through his/her purchases. 

Results can be filtered on the basis of Date Range. Following details are required on the data grid: 
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10.4 Marketing 
Under Marketing Menu we have following sub menus: 

 Marketing Report 

All the results generated through marketing campaign can be viewed in this area. Results can be filtered 

on the basis of date range and Order Status. Following information can be viewed in this grid: 

 

o Campaign Name: The name of your marketing campaign. 

o Code: The tracking code that is displayed at the end of the URL of your marketing campaign. 

o Clicks: The number of clicks that each marketing campaign has generated. 

o No. Orders: The number of orders that your marketing campaign has generated. 

o Total: The amount of revenue generated from the number of orders. 

 

 

 Affiliates Commission 

Commission earned by affiliates can be viewed in this section. Results can be filtered on the basis of date 

range. Following information is displayed in the table: 

 

o Affiliate Name: The name of the individual/company acting as an affiliate for the store. 

o E-mail: The e-mail for contacting the affiliate. 

o Status: Shows if the affiliate is enabled or disabled. 

o Commission: The commission amount made from a customer purchase. 

o No. Orders: The number of orders obtained through this affiliate. 

o Total: The total amount that this affiliate has earned through the affiliate program 
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 Affiliates Activity 

All the activities of affiliate can be tracked from this report. Data can be filtered on the basis of date 

range. Affiliate name and IP 

 

o Affiliate: The name of your affiliate. 

o IP: The IP address used by your affiliate. 

o Comment: The type of activity of your affiliate. 

 


