Setting up your TouchNet Marketplace
uStore

= YA/ UNIVERSITY of WASHINGTON

Merchant Services TouchNet Testing

Merchant Services, a division of Financial This site is the Test site for the UW TouchNet

Accounting, is tasked with the oversight of 3 Marketplace. Please be aware that stores and

payment card acceptance within the . products in this Marketplace are at all stages of

University. This includes the implementation and development. For inquiries into becoming part of

management of this TouchNet Marketplace. the marketplace, contact Merchant Services at
pcihelp@uw.edu

All Stores Store Categories ~ Product Categories
University of Washington
UW Medicine
- el
UW Bothell
Affiliated Entities
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Considerations

> What are the products, categories, and Budget Codes
associated with each product?

> Do we want to restrict access to the site or certain
products?

Do we want to offer sales or promotions?

What information do we want to gather from the customer?
Do we have an image for our products and store homepage?
Who will need administrative access to the store?

vV V V V

UNIVERSITY of WASHINGTON



Logging in to TouchNet

> TouchNet is a payment gateway and has very strict security protocols. If
you experience login problems:

— Clear your browser cache and cookies
— Do not login with a bookmark, use the links below:

TouchNet TEST Environment:

https://test.secure.touchnet.net:8443/centraltest
TouchNet PRODUCTION Environment:
https://secure.touchnet.net:443/central

> If you do not have TouchNet login credentials or have been locked out of
your account, please contact: pcihelp@uw.edu.

UNIVERSITY of WASHINGTON


https://test.secure.touchnet.net:8443/centraltest
https://secure.touchnet.net/central

U.Commerce Central | TEST

Home Dashboard - RECON1

¥ Marketplace Home
¥ System Administration
» Academic Tech
» ASUW
¥ Autism Center
» Botanic Gardens
» Brotman Baty Inst
¥ Career Center
Settings
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add New Store
¥ UW Career Cente
¥ Store Settings
® General
Status Management
Email Messages
Text Messages
Single Store
Store Template Setup [T
Point of Sale
Users
Payment Methods
Shipping Classes
Categories
Products
Allowed Groups
Group Payment Methods
Promotions
User Modifiers
Tax Method
Tax Account Codes

UNIVERSITY

Applications ~ Administration (

UW Career Center General

Settings on this page change your store display al

General Settings

o™ the Store Display Name on Store Home Page

Store Display Name:

Store status:
Point of Sale status:

Applies only to this store and products Managen

Time Zone:

Donation Notification

To send donation notifications, enter email add

Email addresses:
(500 chars max)

Low Inventory Product Notification

To send low inventory notifications for product:

of WASHINGTON

The quickest and easiest way to set up your uStore is to
navigate through each menu item under Store Settings

following prompts and using wizards.
Applications > Marketplace > [Merchant] > Store Settings

Each store’s general settings can be
changed easily whenever necessary by
the store manager. You will have a better
idea of your store’s total design if you
make initial choices and then edit as
necessary while you build the store.



Throughout the editing process, you can view your store as the customer
will see it from the Marketplace Operations Center Home

U.Commerce Central ‘ TEST

Home Dashboard RECON1 Applications Administration Client Community Help

¥ Marketplace Home Prir
> System Administration
¥ Academic Tech

P ASUW Click on links to access Mall, Store, Mobile and uPay sites. Search for Order Id or System Tracking Id. Status can be changed on store and upay sites.
P Autism Center

Marketplace Operations Center Home

» Botanic Gardens

¥ Brotman Baty Inst Mall Link and Search

» Career Center

» Center AIDS and HIV University of Washington Test Marketplace View Mall

» COASST N

» Col - Built Envir Order or System Tracking ID :

» Continuum College

> CSREE ) Search | Advanced Search

» Dept Health Services

» Dept Surgery

¥ Diabetes Research Stores

» DoM IM Residency

» Event Network Show 10 ¢ entries Search:

» Foster Business Schi - R . . . N .

» Haring Center Name Id ¥ Template  Type “  Merchant Nameﬁ Web “  Mobile < Pointof SI[EA rI:ul!‘l:lilmem.s " Links 4

» HFS - Housing & Food M ~ |Pending -

» HMC Clin Ed - Academic Technologies 37 Designer: Fixed General Academic Tech | Enabled N/A Disabled 0 View Store o.

» HMC Trauma Outreach Width

» HUB Ticketing =

» Husky Marching Band ASUW 38 Designer: Fixed General ASUW Disabled N/A Disabled 0 -

» Library it

P Linguistics C Brotman Baty Institute for Precision Medicine 28 Designer: Fixed General Brotman Baty  Enabled N/A Disabled 0 View Store a.

» Molecular & Cell Bio Width Inst

P Office of Ceremonies -

> OMS Center for Statistics & Social Sciences (CSSS) |24 Designer: Fixed General UW €s55 Enabled N/A Disabled 0 View Store -

» Pediatrics it

¥ Psych & Behav Sci O COASST 8 Designer: Fixed General COASST Enabled N/A Disabled 0 View Store o

> Psychology Width T

» Rehab Medicine =

» Sch Public Health Computer Science & Engineering 43 Designer: Fixed General CS & EE Enabled N/A Disabled 0 View Store -

» School of Law Width

» School of Nursing C pa of Psychiatry & ioral Sciences 5 Designer: Fixed General Psych & Behav  Enabled N/A Disabled 0 View Store ™

» SeaGrant 8 M
Width Sci

» Social Wark -

» Student Finance Svcs Department of Urology 42 Designer: Fixed General Urology Enabled N/A Disabled 0 View Store B

» T2 Parking Merchants Width

¥ Test Center 0 Diabetes Research Center 32 Designer: Fixed Single Diabetes Enabled N/A Disabled 0 View Store &

» The Whole U Width Bacasrrh -

UNIVERSITY of WASHINGTON



[ )
General Settings

Home Dashboard RECON1 Applications Administration Client Community Help

can use either “Enable” or

“Preview”.
¥ Marketplace Home 3
 Systen Admintatration UW Career Center General Settings
¥ Academic Tech
> ASUW Settings on this page change your store display and global options that will apply to products. I
» Autism Center m po rta nt'
¥ Botanic Gardens =
» Brot B Inst i .
P Brutman haty b General Settings Do Not Enable your store in

Settings Store ! the PRODUCTION

Accounting Codes

Users Store Name: UW Career Center .
Tax Account Codes Show the Store Display Name on Store Home Page: © Yes | No E nv' ro n m ent' Th e
¥ Stores N .
Add New Store Store Diplay Name: uw career g Conter Merchant Services team
¥ UW Career Center Sty . Enabled .
v Stre Setings il will enable your store
® General

when it is ready to go live.

UNIVERSITY of WASHINGTON



General Settings (cont.

U.Commerce Central | TEST

Home Dashboard ~ RECON1 Applications - Administration Client Community ~ Help

Store Template Setup [[Z] | Time Zone: Pacific Daylight Time - America/Vancouver (-7:00) 8
Point of Sale

notify store staff not customers

Users m S

Payment Methods Donation Notification

Shipping Classes To send donation notifications, enter email address. For multiple email addresses use a comma as a separator.

Categories

Products E;no:il :ddmssas:

Allowed Groups (FOEEm Y

Group Payment Methods

Promations

User Madifiers Low Inventory Product Notification

Tax Method

Tax Account Codes To send low inventory notifications for products, enter email address. For multiple email addresses use a comma as a separator.

Order Search Email addresses:
GL Exceptions (0) (500 chars max) = O O
P uPay Sites

> cener DS o v products and you do not have
» Col - Built Envir Digital Files h . | b | |
> Continuum College enougn avallable space, piease
b CS & EE Total Digital File Space Used By Store (bytes): 0 —
¥ Dept Hualth Services. Total Size Available for Digital Files (bytes): o h C mm m
> Do e st s oyt contact the eCo erce team.
» Diabetes Research
P DoM IM Residency Admin Settings
» Event Network
» Foster Business Schl Allow Partial Refunds: Yes © No
» Haring Center . . -
» HFS - Housing & Food Allow The Refunding Of Shipping: Yes © No
» HMC Clin Ed Allow Recurring Payments On Donation Product Type: Yes © No
» HMC Trauma Outreach =
» HUB Ticketing Require shopper acknowledgment of return policy: © Yes ) No
: I'_‘i‘;’r‘;‘l’_y'“""'“g Band Accounting code is required to complete updates to the General Ledger.
P Linguistics Perform General Ledger Updates: Yes @ No

P Molecular & Cell Bio
P Office of Ceremonies
> OMS

P Pediatrics

» Psych & Behav Sci

» Psychology

gy e To configure where the Continue Shapping button on the Shopping Cart page takes an end user, select 2 value in drop down lst belgi

» Sch Public Health Continue Shopping Button settings: " Use Default Settings %

b School of Law

» school of Nursing -
> SeaGrant | save |
B Sncial Wark

Default Accounting Code: Use Accounting Codes to define this list.

Continue Shopping Button Settings

There may be multiple “Save”
buttons on each screen.

UNIVERSITY of WASHINGTON



Customers will have the option to print a copy of their order receipt from their web browser at
the conclusion of their purchase. They will also automatically receive email messages with order
status confirmation.

U.Commerce Central | TEST

Home Dashboard ~ RECON1 Applications - Administration Client Community ~ Help e-mail nOtificationsl Order Cance”ation e-mail
notifications, and refund confirmation

¥ Marketplace Home 3
b sy ddmisiration UW Career Center Email Messages generated to customers after orders have
> ASUW Settings on this page change messages included in uStore emails.

¥ Autism Center
» Botanic Gardens

» Brotman Baty Inst Email Messages
¥ Career Center

Settings Thank You Statement: (500 chars max)
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add New Store Order Announcement: (5,000 chars max)
¥ UW Career Center
¥ Store Settings
General

Status Management N N
® Email Messages Fulfillment Announcement: (5,000 chars max)

been placed.

Text Messages.

Single Store

Store Template Setup T30
Point of Sale

Users

Payment Methods

Shipping Classes

Categories

Products Refund Order Announcement: (5,000 chars max)
Allowed Groups

Group Payment Methods

Promotions

i UNIVERSITY of WASHINGTON

Cancel Order Announcement: (5,000 chars max)



Email Messages (cont.

Order Receipt
Thank You!

This is your Order summary.
An Order confirmation email was sent to the following address: schererg@uw.edu

e

Order #561 - Merchant Services

Payment Details Billing Information
Visa 0000000000111 Gordon Scherer
Reference Number: 20200505000000 Gordon Scherer 4300 Roosevelt Way NE

Item Information
OMS Jacket : Extra-Large : Men's

Stock Number:

Campus Box 354965
seattle, WA 98125
United States

Quantity
1

Jacket-M-XL

SubTotal:

Tax.

Total:

Example of the screen seen by
the customer at the end of
the checkout process

Amount

$175.00

$175.00
$0.00

$175.00

Order Receipt TEST

Thank you for purchasing from Merchant Services.
Order alert!

Order: 561

Terminal Id: DEVICE_ID

Store: Merchant Services
Date/Time: May 5, 2020 9:45:07 AM PDT
Total: $175.00

Billed To:

Gordon Scherer

4300 Roosevelt Way NE
Campus Box 354965
seattle, WA

98125

United States

Contact Email:
schererg@uw.edu

Payment Information:

Payment Type: Credtt Card
Credit Card Number: 30000000000 1111
Reference Number. 2020050500000
Card Type Visa

** Gard Not Present **

Shipping Information:

Shipping Informatian: 517
Delivery Method: Walk-In
ltem Stock Number  Quantity UnitPrice  Detail Total
OMS Jacket : Extra-Large : Men's Jacket-M-XL 1 $175.00 §175.00
Subtotal: $175.00
Tax: $0.00
Total: $175.00

For questions, comments, or Order status, send email to ecommerce@uw.edu and refer to Order 561. Visit
us online

Example of the email order
receipt received by the

Customer  UNIVERSITY of WASHINGTON



Single-Store Settings

¥ Marketpl: L . : . Print P:
e e tlome Merchant Services: Single Store Settings rint Page B

Settings

‘Accounting Codes Settings determine accessibility and display for single stores.

Users

Tax Account Cod )

v 5:;““’"" ode General Settings
Add New Store s 7

» HMC PDNE .

¥ Merchant Services Name: Merchant Services

¥ Store Settings X -
comeral Use Single Store Mode: D Yes © Mo
Status Management Settings determine accessibility and display for single stores.
Email Messages Store Is Viewable In Mall: - Yes  No
Text Messages

o Single Store Single Store Mode uses customized style sheets, layouts and links. Upon selection, store is entered but mall is exited. Navigation back inta the mall | d g t 8 f I d I 1 k t h P t H

e s £ e ) v ki ndicate if you would like the Promotion
Point of Sale When viewable in mall, display the store in this mode: Single store mode .
Code box to show during the checkout
Payment Mathods ode DOX to snow during the checkou

Shown in pop-up to let shappers know they are exiting the mall for a store

ztlz:::igeihsm in Single Store Mode (250 chars max): p rocess.

Products
Allowed Groups 2
Group Payment Methods.
Promotions Display Settings 2 1 i
focng S o ey > v O Promotion details are set separately.
Tax Account Codes Show Promotional Code: S Yes N
Order Search
Item Name Store Quantity Remove Amount
OMS Jacket : Extra-Large : Men's Merchant Services 1 g 0
§2.50
Stock number: Jacket-M-XL
UW Status: UW Student

Total: $82.50

Promotional Code Apply

« Applied Promotion: "OMSSALE"

UNIVERSITY of WASHINGTON



Single-Store Settings (cont.)

Use Alternate Text Settings to make simple changes to button text (e.g., changing Add to Cart

to Donate.)

Alternate Text Settings

Alternate “Add to Cart” Text: Pay Invoice
Alternate “Shopping Cart” Text:

Alternate “Continue Shopping" Text:

Alternate “Checkout" Text:

Alternate “Order” Text:

Invoice Amount: * $ | Enter your amount Invoice Amount: *
Amount Due /

Add To Cart &=

$ | Enter your amount
Amount Due /

Pay Invoice ©&

UNIVERSITY of WASHINGTON



Store Template Setup

The Designer: Fixed Width template is a new feature within TouchNet. It offers greater ability to
customize and brand your uStore without needing to know HTML or CSS. The Classic template

will eventually be phased out. We strongly recommend creating your store with the Designer:
Fixed Width template.

v OMS .
Settings Merchant Services Store Templates
Accounting Codes
Users Select a template below to setup your store layout.
Tax Account Codes
¥ Stores

Add New Store . e .
» HMC PDNE Designer: Fixed W'Idth‘@
¥ Merchant Services

¥ Store Settings
General < ) >
Status Management

Email Messages

Text Messages

Single Store

Store Template Setup [0
Point of Sale

Users

Payment Methods

Shipping Classes

compres ... I
i
Products ey

Allowed Groups + Fixed Width Layout (1170px)
Group Payment Methads + Hero Carousel Option [LE70
Promaotions N B

User Modifiers +/ Multiple Feature Sections [0
Tax Method

Tax Account Codes
Order Search

UNIVERSITY of WASHINGTON



Store Template Setup (cont.)

On the General Layout tab, as you move your mouse over each component, a purple outline will
appear around each component that can be configured. You can click on the various
components to see the related configuration settings.

T o Pace tome Merchant Services Template Setup
::::f:ing Codes Designer: Fixed Width Layout Ma | n H ome Page Image

Users

pe— We recommend you use an image:
« 1140 pixels wide by 320 pixels high
 Accepted file formats: JPG, GIF, or PNG

Tax Account Codes General Layout
¥ Stores
Add New Store
» HMC PDNE
¥ Merchant Services

Single Store Layout Single Store Branding

Global NavBar

¥ stare Sattings * Maximum file size is 250 KB
Enaihesare '
e Optional area for customized HTML and CSS.
@ store Template Setup [} o *Any major changes to the style sheets
B s Nav shquld be performed by an experienced web
shiping Cls designer. Faulty CSS code can cause stores to

Product/Category List
Products

stop loading correctly in the web browsers of
Groun Payment Nthods your customers

Promotions
User Modifiers

Tax Method Global Footer
Tax Account Codes
Order Search

UNIVERSITY of WASHINGTON



Store Template Setup (cont.)

The Single Store Images tab allows you to upload, manage, and preview images. These images
can be used with fields that support HTML or CSS. Some of these HTML fields include: Feature 1
field, Privacy Policy, Site Info, Help, Accessibility, Single Store Header, and Single Store

Footer.

Designer: Fixed Width Layout

General Layout Single Store Layout Single Store Branding Single Store Images

Accepted formats: JPG, GIF, or PNG
Maximum file size is 250K

Example context path:
"/C20410test_ustores/web/style_images/store_7/imagename.jpg"

=

Upload New Image

UNIVERSITY of WASHINGTON



Template Setup: Slngle Store Branding Cheat Sheet

-~

— YA UNIVERSITY of WASHINGTON

Welcome to Merchant Services Sample Store.

— Merchant Services

Home  Merchant Services

Store Categories

Example Items

Mall Links:

_ o ) Serured by .
©2020 TouchNet® A Global Payments Company | All rights reserved. | Privacy Statement n m D touchnet A

*Headings 3-6 are for optional template components U N I V E RS I TY af WAS H l N GTON



Users

Every store needs to have at least one user assigned to the following roles:

F Marketplace Home
P System Administration
¥ OMS
Settings
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add New Store
» HMC PDNE
¥ Merchant Services
¥ Store Settings
General
Status Management
Email Messages
Text Messages
Single Store
Store Template Setup [Z7)
Point of Sale
Users
Payment Methods
Shipping Classes
Categories
Products
Allowed Groups
Group Payment Methods
Promotions
User Medifiers
Tax Methed
Tax Account Codes
Order Search
Fulfill Orders
GL Exceptions (0)
P uPay Sites
¥ Pediatrics

Edit User

Add or remove user roles. User changes will be effective at next login.

Back To Users

User Status

Status

User Information
U.Commerce Username:
First Name:

Last Name:
U.Commerce Email:

Email:

Marketplace Roles

Assigned Roles

Remove

| Fulfiller with cancel/refund rights

| Point of Sale Attendant with Refund Rights.

Enabled

20410

Duw.edu

Available Roles

Add

I Fulfiller

| Store Clerk

(] Store Accountant

| Point of Sale Attendant

Store Managers - Responsible for managing
store settings, such as the store images, store
categories, store payment methods, and
shipping rates. Responsible for assigning
store clerks, a store accountant, and fulfillers.
Responsible for adding and editing products
and creating store promotions. [A Store
Manager will not be able to perform the
functions of the roles below unless they
assign themselves to these roles.]

Fulfillers with refund/cancel rights -
Responsible for fulfilling orders as well as
refunding and cancelling orders.

Store Accountants - Responsible for
reviewing the Revenue by Merchant report.

UNIVERSITY of WASHINGTON



Categories

Examples of category layouts/views

Products

Detailed Layout. The shopper sees product
thumbnail images, short descriptions, names, and
prices. This layout works well for categories that

don’t contain many products, or when you want to
quickly advertise more information about the
products in a category.

b 'i I:‘:| ﬁ céém STATISTI‘CS
SOCIAL SCIENCES

Banquet Seup Beached Bird Fieid Gudes CSSS Msih Camp 2020
Regsiration

$15000 $30.00 $2500

Example Items

Fome  Machil Senices  Example Nems

M D —
$0.00 - $320.11 View Details View Details o Quantity: 1
=
Bl e o
Thumbnail Layout. The shopper e —— i *
o e L]
sees product thumbnail images
and names. This layout works well e v " s
| e I e vt oo
for many product groupings. D e T ==
A
A=

Category layout UNIVERSITY of WASHINGTON



Products

There are three ways to add products: Add a single product, import multiple from a .csv file, or
clone an existing product.

¥ Narketplace Home Merchant Services Products Print Page. &

Settings Once products are added, you can

Accounting Codes Click on links to access product settings, items for sale, and modifiers.

Users group them as Related Products.
'::;:::ount(:udes [ Add Product ] [ Import Product ] [ Related Products ]ﬁ When a Shopper VleWS any prOdUCt

Add New Store

> HiC PONE in this group, the page will display

¥ Merchant Services

¥ store Settings P—— recommendations of other products
General
Status Management Show 25 < e Search: N th at grO u p .
Email Messages
Text Messages /' Name “ Type * ItemsforSale ¥ Quantity Store Web ¢ Point of &-
Single Store “  Category . Sale ¥
Store Template Setup [TXT) v
Point of Sale [ZI Banquet Setup Generic 1 10 Change Web Availability B=
Users
Payment Methods Change Point of Sale Availability
Shipping Classes Assign/Remove Categories You Can clone an existing product
Categories . .

® Products T Beached Bird Field Guides Generic 3 ff Social Media Management celas ’ .

M Groups I Schedule price update - from within that product’s settings.
Group Payment Methods § Delete Product
Promotions
User Modifiers - Clone Product )
Tax Method 8 CSSS Math Camp 2020 Registration Generic 1 38 :-'Smre Enabled | Disabled | gy,
Tax Account Codes ome

Page),

UNIVERSITY of WASHINGTON



Products (cont.

Adding a single product

Y Marketplace Home Add Product print Page Depending on the chosen store or
i:t:;:fﬂng Codes Product creation settings. Payment methods are configured for the host system account in Payment Gateway. Category |aYOUt’ Shoppers may add
o ) some products to the cart without
Tax Account Codes _ankTqudum 1 i i

vsiores seeing the long descriptions. Put
LHMCRONE Product Settings critical details in both the short and
ore ngs Product Name: (200 chars max| Q Q
 Store Suting Sm;:m{_(m : : ) long descriptions to make sure
o Meagement (HTHL Allowed) shoppers see this information.
Text Messages Vi

Single Store Point of Sale Description: (500 chars max)
Store Template Setup [Z070 (No HTML Allowed)

Point of Sale
Users )
Payment Methods Long Description: (30,000 chars max)
P (ATHC ko) You may want to use the long
@ Products . . .
Allowed Groups description to provide shoppers
o e ) with additional information about
Tttt Procuct Type O Generic the available options. If the product
onpahecount Codes O Digial requires special shipping
) Donation
Fulfill Orders - . . o - o
. PGLSE_::EP“““’ © Should this be offered as an additional item at checkout? ) Yes |nf0rmat|on or If Its return pOIICy
> peclatrics Sl differs from the store policy, you can
Should this be offered only as an additional item at checkout? (Only if yes Yes .
o question above) D Ha add those details here.

UNIVERSITY of WASHINGTON



Products (cont.

Adding a single product

"A'haor;itpla:e Home Test Product . Add Product Print Page &= ChOOSE from Shlpplng C|aSSGS you

settings , , , , , have created

Accounting Codes Set miscellaneous settings for the product. Settings can be edited after product creation.

Users

Tax Account Codes

" eta v sore Tax rates will vary, discuss with your
¥ HMC Miscell Setti . .
¥ Marchant services ST Finance Office and Marketplace

¥ Store Settings Shipping Class: Walk-In % Adv|so r'
General
Status Management axeac defauf tax rate ¢ gfmm—
Email Messages Special Authorization Question and Answer limit customers with product purchasing power.
;:;tl:se:::es Special Authorization is required to purchase product: (@] :;s
Stare Template Setup [T O Mo O — Access to purchase products can be
Point of Sale Special Authorization Question: [B] " .
Users Special Authorization Answer: re St rl Cte d
Payment Methods
Shipping Classes Shipping/Handling message:
Categories

® Products

Allowed Groups

Group Pavment Methods

Message will appear on the packing

slip that is printed during the
fulfillment process

UNIVERSITY of WASHINGTON



Products (cont.)

Adding a single product

Allowed Groups
‘Group Payment Methods
Promations
User Modifiers
Tax Method
Tax Account Codes

‘Order Search

Fulfill Orders

GL Exceptions (0)

» uPay Sites
P Pediatrics

Track Inventory:

Qut of Stock Message (This message will appear if the item goes out of

stock):
(500 chars max)
(HTML Allowed)

Low Inventory Notification:
Back Orderable:

Fulfillment:

Product Notification

© No

) Yes, Initial Inventory:

Disable this product when inventory reaches zero
No

Yes, Low Inventory Notification Qufffitity:
© No
) Yes
© HNo

Please Select ¥

To send product notifications, enter email address. For multiple email addresses, use a comma as a separator.

Email addresses:
{500 chars max)

¥ perketolace Home Test Product : Add Product PrintFase B : :
sens . Important: Auto Fulfill will
Accounting Codes et the stock number, price and item for sale settings. Iete the purchase and
Users comp
e :
Naavewstore — charge the customer’s card at
» HMC PDNE tem for Sale Settings H
T percan sevces — - the time of purchase. Products
b TestProcuct Secwith onfrmation that are set not to Auto Fulfill
Email Messages Price is in USD ( § ) . . .
e e will remain as pending and the
:::::;T:mmupm Stock Number (Maximum characters 30): customer’s card will not be
Payment Methods : [
e charged until a store
Shipping Classes Check to see if stock number is already used T . .
s Tery—— R administrator assigned the role

of Fulfiller completes the
fulfillment process.

This field is intended to notify store

administrators, not customers.

UNIVERSITY of WASHINGTON



Products (cont.)

After product has been added you can manage the product from the Products screen or select
the desired product to add Options and Modifiers.

¥ Marketplace Home
¥ OMS
Settings
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add New Store
» HMC PDNE
¥ Merchant Services
¥ Store Settings
General
Status Management
Email Messages
Text Messages
Single Store
Store Template Setup [[Z1)
Point of Sale
Users
Payment Methods
Shipping Classes
Categories
® Products
Allowed Groups
Group Payment Methods
Promotions
User Modifiers
Tax Method
Tax Account Codes
Order Search
Fulfill Ordare

Merchant Services Products

Click on links to access product settings, items for sale, and modifiers.

| Add Product ‘ ‘ Import Product | ‘ Related Products

| Product Barcode ‘

Show 25

Products

+ entries

Name

Banquet Setup

Beached Bird Field Guides

CSSS Math Camp 2020 Registration

Generic

Generic

Generic

3

Items for Sale = Q'ChangeWebAva\lab\l\tv

Print Page =}

Change Point of Sale Availability
10 Assign Muitiple Mall Categories L« 2%

Multiple Mall ies
Assign Multiple Store Categories

v Remove Multiple Store Categories
2

It¢ Social Media Management
Sa
Schedule Price Update
Create Package

38 pelete Products -
Page),
Example

Itame

clicking on the product name or
settings gear dropdown menus.

UNIVERSITY of WASHINGTON



Products (cont.

Important Product Settings: Options and Modifiers allow you to offer variations on products
and gather buyer info.

¥ Marketplace Home
¥ OMS
Settings
Accounting Codes
Users

Tax Account Codes
¥ Stores
Add New Store
» HMC PDNE
¥ Merchant Services
¥ Store Settings
General
Status Management
Email Messages
Text Messages
Single Store
Store Template Setup 370
Point of Sale
Users
Payment Methods
Shipping Classes
Categories
® Products
Allowed Groups
Group Payment Methods
Promotions
User Modifiers
Tax Method
Tax Account Codes
Order Search
Fulfill Orders
GL Exceptions (0)

Merchant Services Invoice: Product Settings

Settings on this page configure the product.
Back To Products

General Settings
Id:

Type:

Name:
(200 chars max)

Items for Sale {1):
Madifiers:
Attendee List:

Web status:

Point of Sale status:

Category Settings

Assignments
Mall Assignments: None
Store Assignments: (Store Home Page)

Example Items

65
Donation

Merchant Services Invoice ]

View | Add Options
Manage Modifiers
Add List

Enabled
Manage Status

Disabled
Manage Status

Actions
Manage Assignments

Manage Assignments

Print Page =

UNIVERSITY of WASHINGTON



Products (cont.)

Options vs. Modifiers: An Option is a factor such as size or color that may or may not change
the price but results in a different inventory item. A Modifier allows you to gather additional
buyer info. It may or may not change the price but does not result in a different inventory item.

Stock number: Jacket-M-XL Stock number: Jacket-M-XL
brice: $175.00 The UW Status Qpi;lon can be orice: —
selected, resulting in a different
Quantity: 1 product/stock number Quantity: 1
UW Status UW Status
Select One = v Select One
UW Faculty/Staff
T UW Student ($ -10.00)
Monogram (85.00) A Modifier was added to UW Alumni
gather additional buyer info for UW Community Meiraeh

an optional feature

(3 characters maximum)

(3 characters maximum)

Example of a product with both an Option and a Modifier
UNIVERSITY of WASHINGTON



Products (cont.)

To set up Options, you will first choose your Options, then you will assign them Values.
OMS Jacket:Edit Option Print Page b

Option and values associated with the product. Items for Sale are combined option and values.

| Back To Products | ‘ Back to Product Settings options as the customer sees them
Option
Option Name
size m Values as the customer sees them
Option Values Sort Key Action
Extra-Small Delete
Small Delete
Medium Delete
Large Delete
Extra-Large Delete OMS Jacket prica: 617500 N200.00
XX-Large Delete Office of Merchant Services embroidered jacke i )
- . Men's/Women's Men's
| Add ‘ | Save | | Cancel Sizing:
- - - Size: Extra-Large
Quantity: 1

UNIVERSITY of WASHINGTON



Products (cont.)

To add a Modifier: select the desired product from Products to access General Settings and

Add Modifier. You will be taken to the Manage Modifiers screen.

¥ Marketplace Home
¥ OMS
Settings
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add New Store
» HMC PDNE
¥ Merchant Services
¥ Store Settings.
General
Status Management
Email Messages
Text Messages
Single Store
Store Template Setup [0
Point of Sale
Users
Payment Methods
Shipping Classes
Categories
® Products
Allowed Groups
Group Payment Methods
Promotions

Merchant Services Invoice: Manage Modifiers

Add, edit or remove modifiers. Sort key controls display order.

{ Back To Products J l Back To Product Settings J

Add Modifier
Type

Drop-down Selection
Text Entry

Multiple Select Checkboxes

Add Modifier Group
Type

Table Builder

Modifiers

Name Sort Key

Example
Example Optional | Example Required
Example Optional | Example Required

Example Optional | Example Required

Example

Example

Frequency Format What is this?

Actions

Print Page &

There are three types of
Modifiers that can be used to
gather buyer info.

These Modifiers can be arranged for
easier viewing with the
Table Builder.
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Products (cont.)

Text Entry Modifiers: the shopper is asked to enter a text response to a prompt. This is useful
for names and other custom buyer info.

¥ Marketplace Home
¥ OMS
Settings
Accounting Codes
Users
Tax Account Codes
¥ Stores
Add New Store
P HMC PDNE
¥ Merchant Services
¥ Store Settings
General
Status Management
Email Messages
Text Messages
Single Store
Store Template Setup [Z10
Point of Sale
Users
Payment Methods
Shipping Classes
Categories.
® Products
Allowed Groups
Group Payment Methods
Promotions

Merchant Services Invoice: Add Product Modifier

Text Entry Modifier are shown with the Item For Sale. Price adjustment is the amount added to or subtracted from the base product price.

[ Back To Products ] [ Back to Product Settings ] [ Back to Manage Modifiers ]

Text Entry Modifier
Name: e]
Type: () Required
© Optional
Format Validation: What is this? Free Text
Minimum Characters 0
Maximum Characters (1000 is Maximum Allowed): 1000
Hide Modifier In Confirmation Emails: 1 Yes (Recommended with collecting of sensitive data
Frequency: © Sstatic (Displayed once per product)

") Dynamic (Repeated based on quantity purchased)

Add Modifier

Frequency comes into play if two
or more the product is purchased.

Static will display the modifier
prompt only once.

Dynamic will display it for each
quantity ordered.

For example, if multiple people
register for an event, Static will
only ask for one name, Dynamic
will ask for each attendee’s name.
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Products (cont.)

Drop-down Selection Modifier: customer will be prompted to choose only one option from a

list.

[ Back To Products ] [ Back to Product Settings ] [ Back to Manage Modifiers ]

Drop-Down Selection

Name:
Type:
Frequency:
Buyer will make selection from the entries below:
Selection
1. UW Faculty/Staft
2. UW Student
3. UW Alumni
4. UW Community Member

Add More Selections

Apply to All Items for Sale:
Apply to Selected Items for Sale:

UW Status ®

) Required
© Optional

© Sstatic (Displayed once per product)
) Dynamic (Repeated based on quantity purchased]

Price Adjustment
0.00

-10.00

‘Small : Women's

Example of how the customer will

see the Drop-down Modifier
during the checkout process

Price adjustments can be

increased, decreased, or no change

Stock number: Jacket-M-XL
Price: $175.00
Quantity: 1

Select One
UW Faculty/Staff
v UW Student ($ -10.00)
UW Alumni
UW Community Member
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Products (cont.)

MultiSelect Checkbox: prompts customer to select one or more options.

MultiSelect Checkbox Mascot Factory UW Husky Chublet Plush with Sweater

Name: Extras m Stock number: UWhuskydoll
Type: " Required _— $15.00

© Optional Price:
Frequency: C Static (Displayed once per product) Quantity: 1

) Dynamic (Repeated based on quantity purchased)

Buyer will make selection from the entries below:

Selection Price Adjustment

Extras
1. Signed Poster 5.00 )

Signed Poster ($5.00)
2. Coffee Mug 7.00

Coffee Mug ($7.00)
3.'s ir P 3.00
ouvenir en Souvenir Pen ($3.00)

Add More Selections

seen by customer
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Products (cont.)

Attendee List: will allow prospective customers to see a list of people who have already
registered (purchased the product.) Registrants can opt out of being included in the Attendee

List.

General Settings
Id:
Type:

Name:
{200 chars max)

Items for Sale (1):
Modifiers:
Attendee List:

Web status:

Point of Sale status:

U U U V U

appear after Modifiers have been
added to a product.

32
Generic

OMS Event

View | Add Options
Manage Modifiers
Add List

Enabled
Manage Status

Disabled
Manage Status
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Products (cont.)

Table Builder: once Modifiers are added to a product, Table Builder can be used to used to
organize them maximizing horizontal space. This is especially useful if the customer is allowed to
purchase two or more of the same item.

Attendees

First Name * Middle Initial

F

(1-100 characters) (1 character maximum)

F

(1-100 characters) (1 character maximum})

Email Address *

F

F

Last Name *

{1-100 characters)

{1100 characters)

* Indicates required information

Food Sensitivities

~| Gluten
4 Sensitive
~ | Peanut Allergy
~ Vegetarian
1 Vegan
—| Other

~| Gluten
4 Sensitive
~ Peanut Allergy
~ Vegetarian
1 Vegan
— Other

First Name *

(11,000 characters)

Last Name *

(11,000 characters)

Email *

name@email.com

(6—1,000 characters)

* Indicates required information
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Products (cont.)

To add a Digital Products:
1. Request digital space from pcihelp@uw.edu

2. When adding in Products, select Digital and add as you would any other product

Item for Sale Settings

Item for Sale Id

Test Product Set with confirmation
Price is in USD (§ )

Price: 1,000.00

Stock Number (Maximum characters 30):

Assign Random Stock #

Check to see if stock number is already used

Upload product file: Select file for upload

Limit Order Quantity: ) Yes, Maximum Order Quantity:
© No

Limit Downloads: ) Yes, Maximum Downloads:
O No

Limit Time For Download: () Yes, Maximum Time Limit in days:
O No

Fulfillment: Please Select ¥

Indicate maximum amount of
times the customer can download
the file from one purchase.

Indicate how long the customer

has to complete their downloads.
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Products (cont.)

The Donation Product Type is used for any product that requires the user to enter a custom

amount such as an invoice.

Product Settings
Product Name: (200 chars max}

Short Description: (500 chars max)
{HTML Allowed)

Point of Sale Description: (500 chars max)
{No HTML Allowed)

Long Description: (30,000 chars max)
{HTML Allowed)

Product Type

Should this be offered as an additional item at checkout?

Should this be offered only as an additional item at checkout? (Only if yes to question
above)

Invoice Payment

Pay Invoice

" Generic
) Digital

© Donation
) Yes

© No

Yes
= No

Product Name will be seen by the

customer

Donation must be selected
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Categories

Top-Level Categories will be displayed on your store’s home page.

Merchant Services Categories

Add top level categories. Edit or add sub categories to current store categories.

Add Top-Level Category | | M Category List
b
«
Product Categories -
Show 10 % entries Search:
O |(d < Name < Parent Category Products © Web < Point of Sale
(Featured Items - Point of Sale only) 1 NfA N/A
(Store Home Page) 14 NIA N/A
O 12 Demo Items 4 Change Web Availability
A 19 Example Items 7 Change Point of Sale Availajfity
Edit
[m] 25 TouchNet Week 0

Showing 1 to 5 of 5 entries

Add Sub-Category

First  Previous

Print Page
After adding Top-
Level Category,
select Edit or Add
B Sub-Category to
la. continue
.. customizations for
each category.
]
o
&
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Promotions

Promotional Code offers the opportunity to provide discounts to certain customers.

Add Store Promotion

Promotions will not apply to package products. Separate email addresses with a delimiter like a comma or semi-colon. Enter the same delimiter in the Delimiter Used field.

Back To Promations

Promotion Information

If a promotion code is not provided, a system generated numeric promotion code will be assigned.

Promotion Code:
Name of Promotion:

Promotion Description:

Promotion Discount
Promotion Type:

All amounts are in USD ( §)

OMSSALE
OMS Clearance Sale

OMS Clearance Sale

Percentage Off Per ltem %

For percentage off promotions enter the percentage as a whole number. 10 for 10%. For amount promotions enter the amount. 5 for $5.00

Value Off:
Promotion Usage

From: 5/1/20 B To: siav20 =}

Please note: The following two settings do not apply to Point of Sale orders.

Can a customer use this promotion code more than once?

Maximum number of times this promotion code can be used by all users:

Promotion Email

Email Addresses Receiving Promotion:

Delimiter used to separate Email Addresses:

T Send Email to specified Email Addresses:

Create Promotion

50

) Yes © No

Item Name Store Quantity Remove Amount
OMS Jacket : Extra-Large : Men's Merchant Services 1 W $165-00
$82.50
Stock number: Jacket-M-XL
UW Status: UW Student
Total: $82.50
Promotional Code Apply

v Applied Promotion: "OMSSALE"

Promo code as seen during

checkout process

the opportunity to compose an

email to customers, offering the
promotion
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User Modifiers

A modifier that is not product related. It is used to collect additional buyer information during
the checkout process.

v OMS

Settings Merchant Services User Modifiers print Page. &
Accounting Codes
Users Moadifiers can be configured for information collection about the buyer. Merchant Services Buyer Information
Tax Account Codes Please enter the Buyer Information requesied for Merchant Services.
¥ Stores
Add New Store Add Modrher Example User Modifier
> HMCPDNE Type o "
¥ Merchant Services
¥ Store Settings Drop-Down Selection Example Optional | Example Required -
General Text Entry Example Optional | Example Required
Status Management -
Email Messages Multiple Select Checkboxes Example Optional | Example Required
Text Messages
single Store Add Modifier Group
Store Template Setup 570 Type Example
Point of Sale
Users Table Builder Example
Payment Methods
Shipping Classes Marketplace Point of Sale
Categories
Products Allow user modifiers to appear in Marketplace Point of Sale: Yes © Mo
Allowed Groups
Group Payment Methods Sava
Promotions
® User Modifiers Current Modifiers
Tax Method
Tax Account Codes Name Sort Key Type Format What is this?  Actions
Order Search Example User Modifier % Optional Text Entry Free Text Edit | Remove
Fulfill Orders Minimum: 0 Maximum:
GL Exceptions (0) X0
¥ uPay Sites
Save Sort
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Resources

Office of Merchant Services
Kevin Doar
Director
https://finance.uw.edu/merchant-services/

Melissa Hall
eCommerce Manager
https://finance.uw.edu/merchant-services/ecommerce

pcihelp@uw.edu
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