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Xebra E-Commerce

Xebra E-Commerce Overview

Your Xebra E-Commerce Advantage subscription entitles you to features in the Xebra Client software
that you can use to manage a web site hosted by Xetex. The combination of the E-Commerce
features in the Xebra software and the web server allow you to provide multiple web portals for your
customers to log in, place orders, and view information that you want them to see.

You use the Xebra Client software to build catalogs of products that you offer based on the items that
are already in your Xebra database. Xebra is specialized to provide a way for you to offer printing,
promotional products, items that you warehouse for your customers, and office supplies. You can
make catalogs that are specific to your customer's company as a whole, or you can make catalogs
that are specific to individual web users within the company. The Xebra Client software also offers
many ways that you can customize the look and functionality of the web portal for each company or
person that logs into your Xebra web site.

This Xebra E-Commerce documentation is divided into the following 5 major parts:
1. Xebra E-Commerce Overview - The current section that you are now reading.

2. Initial Setup - This section provides step by step instructions to get you started. If you are new to
Xebra E-Commerce, you definitely need to look at this section first.

3. Learning By Example - This section describes step by step how to configure a customer's web
portal. Because E-Commerce requires a web server and a Xebra database to be working closely
together, the Xebra Tutorial does not cover E-Commerce. The Learning By Example section provides
a workaround so that you can carry out tutorial-like steps with your live system in order to get familiar
with Xebra E-Commerce basics.

4. Advanced Setup Options - This section covers topics such as assigning a domain name to your
Xebra E-Commerce web server and acquiring a secure SSL certificate for your Xebra web server so
that your web site can work with sensitive data such as credit card numbers. This section also
describes all the ways that you can modify the look and functionality of your web pages.

5. Xebra E-Commerce Reference - This section describes in detail all of the Windows, menus, and
data fields that are used to manage Xebra E-Commerce web sites.
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2 Initial Setup

When you first start a Xebra E-Commerce Advantage subscription, Xetex should provide you with two
things:

1. Xetex should enable the E-Commerce features in your Xebra Client software.

2. Xetex should setup a web server for you and give you a public Internet IP address for that web
server.

Before you begin using Xebra E-Commerce, you should test to make sure that Xetex has completed
the above steps.

© 2009 Xetex Business Systems, Inc.
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Verify E-Commerce Availability In Xebra Client

Log into your Xebra Client and look at any Go menu.

% vebra Order Entry

File Wiew Commands Actions Inguiry | Go Help

2| Q| &[]

.J-:ul:u:l

[T] &ltemnate Address

™| File &tachmm:

Statis; I

[Customer:

Billimg Eustu:umer:l

[ =

[Contact I

[Eustomen PO #: I

Lozt Center: I

Drder Entey
Accounting
Setup
Reports
Ikilities

Cuskomer Specific Inventory
Prospecting
General Inventory Repaorks

Production r! |

If the Go > E-Commerce menu item is enabled, then the E-Commerce features are already enabled in

your software.

If the E-Commerce menu is disabled (grayed out), then you need to install an update to enable the E-
Commerce features. In the Go menu, choose Setup to load the Xebra Setup window.

% vebra Order Entry

File Wiew Commands Actions Inguiry | Go Help

2| Q| &[]

.J-:ul:u:l

[T] &ltemnate Address

[T File &ttachme Reports t!

Status: I

[Cuztomer:

Billimg Eustu:umer:l ﬂl

|

Drder Entey
Accounting

Likilities

Customer Specific Inventory:
Prospecting
enrral Tnvenbary Renorks

L

On the Xebra Setup window, choose Actions > Check for Update from the menu.

%= ¥ebra Setup

File | Actions OCptions  Printing Go  Help

~ 0y

=10 x|

Adrninistrator]

[~ Prevent update after invoice
[~ Receive vendor invoice after custamer invoice
[T Prevent update after in inventany
[T Mo soecs on exact repeat PO,

NOTE: If Check for Update is disabled, you will need to find a person at your company who
has the correct Xebra operator security privileges to perform these steps.

On the Check for Update window, you should be able to leave the Xetex Update Server section
unchanged. Just hit the Continue button to see if an update is available. If an update is not available,
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contact Xetex Customer support to find out when your E-Commerce features will be ready for you.

© 2009 Xetex Business Systems, Inc.
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2.2  Verify E-Commerce Web Server Availability

Once you have made sure that the E-Commerce features are available in your Xebra Client, the next
step is to see if your web server is ready. Xetex should provide you with an IP address for your web
server. Go into a web browser, enter the IP address in the address bar of the browser, and hit the
Enter key on your keyboard. If the web server is running and you have the right IP address, you
should get a blank page with the title "New Xebra Web Site".

{2 New Xebra Web Site - Windows Internet Explorer o] x|
@: = |& hitp:j1172.21.26.108/ =l #2 || x| Live search £ -
J File Edit Wiew Favaorites Tools  Help J Q; - JLinks »
W (& New xebra web Site | | J 3 Home ~ Feeds (1) - (s Prink ~ b Page = (_: Todls = ?
[
[

|D0ne I_I_I_I_ ’_ m |@ Internet | Protected Mode: OFf | Ho100% - &

If no page loads for your address and you don't see the title "New Xebra Web Site", contact Xetex
Customer support to find out when your E-Commerce web server will be ready for you.

© 2009 Xetex Business Systems, Inc.
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2.3 Establish Commincation With Web Server

Once you have established that the E-Commerce features are available in your Xebra Client and your
web server is running, the next step is to make sure your Xebra Client software can communicate with
the web server.

In the Xebra Client, select E-Commerce from the Go menu to load the main Xebra E-Commerce
window.

% Xebra E-Commerce - o] x|

File Actions Go Help

WwWeb Sike Address: |1 72.21.26.108

Hefresh "Web Site

[T Uze alternate refresh method

— Unproceszed Activity From web Site

Warehouze Releazes: Frozess Warehouze Beleases

Stock 5 ales: Process Stock Mrders

IEI
IEI

Stationemy: Il:l Pracess Stationeny Orders
IEI

Office Supplies: Froceszs Office Supply Orders

Eind E-Commerce Tranzactions | Approval Order Audit |

|Ipdate web site with new static data.

At the top of the Window in the Web Site Address prompt, enter the IP address that Xetex gave you
for your web server. Click the Refresh Web Site button below the Web Site Address prompt. If
everything is working, you should see a message "Please Wait...Refreshing Web Site..." and then you
should see a message similar to "Your web site was updated with 80 new files." If you receive an
error, it may mean that Xetex did not finish configuring your new web server and you should contact
Xetex Customer support to find out when your E-Commerce web server will be ready for you.

© 2009 Xetex Business Systems, Inc.
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Set Your E-Commerce Logo Image

The Refresh Web Site button on the main Xebra E-Commerce window transfers settings that you
make in the Xebra Client software and data from your Xebra database to your web server. If you have
done this first refresh without making any E-Commerce configuration changes in your Xebra Client,
your web server will contain bare minimum defaults. If you reload the web page for your E-Commerce
IP address at this point, instead of getting a blank page with the title "New Xebra Web Site", you
should see a simple log in page similar to the following:

,f'.'.; Customer Log On - Windows Internet Explorer - |EI |£|
+
e | hepiit72.21.26.108) =] [ #2 )| X | fuive search L~
J File Edit Yiew Favorites Tools  Help J % v JLinks >
[ ] . ‘l-o x>
e e (& Customer Log On | i Home ~ [ Feeds (1) - dshPrint + b Page ~

]

Customer Log On

User ID:

Password:

Log On |
4| | i

| I_ I_ I_ I_ I_ m r@ Inkermet | Protected Mode: OFF | Rioow - g

Notice that in the web page, there is a missing image marked with a rectangle with a red X init. This
is a place holder for your company logo image. To set your logo image, choose the Actions > Default
Appearance menu item from the main Xebra E-Commerce window.
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'35" Xebra E-Commerce

File | Actions G0 Help

Cuskomer Setup
HTML Setup

Defaulk Appearance k‘ i Refresh #eb Site
Real Time Setup

. 103

" Usze alternate refrezh method

PunchOut Setup F §'web Site

W arehouze Releases: IEI Frozess Wareh

_ L = — P

This will bring up the E-Commerce Default Setting window.

#Z E-commerce Default Setting = II:I Iil

— Catalog Test

Colar Specifications

Warehouze Release: IWarehnuse Release Color Selection Descrption | -

Stock Sales: IEatalng Order Main Havigation Links
Main MHavigation Links On Mouse Over
Header Information

Stationeny: IImprint [tems

Office Supplies: IDfﬁCE Supplies Additional Information
Search And Query Text
Order Approval: |Elr|:|er Approvwal Menu Header
HEpDrts:IHEpDItS Menu Header On Mouse Over
. Menu Subsection Header
Order Histary: IDrdEf History Menu Entry
— 51 Repartz Menu Entry On Mouse Over
Section Mame: I'W'arehuuse Reports Item HEE“:!EI
Item Details
Status And Beorder: |5tatus And Reorder Report Item Links

Usage: ILlsage Feport Item Links Visited

Text Cells e
Uzage And [nventon: ILlsage &nd lrventory Repart Text Cells Padding

Activity: |Activity Repart BODY
— General Reports - I Padding ;I
Section Mame: |Genera| Feparts _L\:; aur Company Laga | Cugtomers Loga |
Order Status: |Eln:|er Status Feport QK. | Cancel | Delete |
Order Histary: IEIru:Ier History Report Save Lefault Scheme | Load Default Scheme |

In the lower right hand corner of the E-Commerce Default Setting window is a button with the caption
"Your Company Logo". Click this button to bring up the Internet Logo File window.

= Internet Logo File ;IQIEI

Cancel | Add I\‘J [Ielete | Sawve bz, | HeduceSizel
Ly

You will need to produce an image file for your logo and you might want to include other information on
the image such as your address and phone numbers. You should save your logo image file as a JPG
file or PNG file. The dimensions of the file should be appropriate for the web pages that it will display
on. Keep in mind that you can change your logo image file at any time, so your logo image doesn't
have to be perfect before you can try it out.

© 2009 Xetex Business Systems, Inc.
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Once you have an image file, click the Add button on the Internet Logo File window to open your logo
image file. The image will be loaded into the Internet Logo File window.

_ipix
ok | LCancel | Beplace | Lelete | Reduce Size |

1103 Rocky Drive « West Lawn PA 19609  Phone: 610-898-1551  Fax: 610-898-1564

Click the OK button to save the image and close the Internet Logo File window. Also, click the OK
button to close the E-Commerce Default Setting window.

After you have made changes to E-Commerce images or other settings, you will have to click the
Refresh Web Site button on the main Xebra E-Commerce window to make the changes active on your
web site.

Once you complete the Refresh Web Site action you can reload your web page with your Xebra E-
Commerce IP address and you should see the simple login page with your logo image on it.

© 2009 Xetex Business Systems, Inc.



/= Customer Log On - Windows Internet Explorer - IEI Iil

Ea“ﬁ; ~ |&] httpsjii7z.21.26.108] | |4__,] |E] [Live Search |ﬂj

J File Edit Wiew Favorites Tools Help Jﬁ - JLinks =

W e & Customer Log On | | J @Hnme - Feeds () - @Print - @Page - @Tnnls -7

1103 Rocky Drive « West Lawn PA 19609 ¢ Phone: 610-898-1551 « Fax: 610-898-1564

Customer Log On

User ID: b

Password:

Log On

-
4] | >

|Du:une I_I_I_ ’_’_ﬁle Inkernet | Protected Maode: OFF | & 100% - v
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Learning By Example

This section describes step by step how to configure a customer's web portal. Because E-Commerce
requires a web server and a Xebra database to be working closely together, the Xebra Tutorial does
not cover E-Commerce. The Learning By Example section provides a workaround so that you can
carry out tutorial-like steps with your live system in order to get familiar with Xebra E-Commerce
basics. There are several ways that you can approach this Learning By Example section:

1. Follow along and enter the data into your live system exactly as described. This is probably the best
way to avoid frustration when getting started with Xebra E-Commerce. For purposes of
demonstration, we will pretend that Xetex Business Systems, Inc. is your new customer that you want
to setup. Wherever artwork files or other images are needed to complete steps, there will be a link for
you to download the artwork file from www.xebra.com. At the end of the Learning By Example section
are instructions for removing the test data that you entered into your live system so that this data
doesn't clutter up your live system.

2. A more ambitious way to approach this Learning By Example section would be to pick one of your
real customers and try to set them up according to the steps in this section. This approach could lead
to frustration because many of the things done in this section likely won't apply to your real customer
and you will want to do things differently for your real customer than the way it is described in this
Learning By Example section. If you choose to go this route, treat this customer setup as a test rather
than shooting for perfection. Keep in mind that you can modify the customer setup at any time and
you don't have to have it exactly the way it should be until its time to give your customer their login
information.

3. If you are in a real hurry, you could just read through this section and not follow the steps at all.
This section contains numerous screen shots so you can gain a lot by simply reading and you don't
necessarily have to complete the steps in your live system; however, there is a definite benefit to
learning by doing.

© 2009 Xetex Business Systems, Inc.
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Customer Setup

Each customer site that you setup for E-Commerce must have a Master Customer record in your
Xebra database. The first step is to go to Xebra Order Entry > View > Customer > Shipping, make
sure you have a master customer record entered, and make sure you know the code.

Go to Xebra Order Entry > View > Customer > Shipping.
% vebra Order Entry

File | Wiew ©Commands Actions Inguiry Go  Help

geb 0 Fimancial Revigw

== [Fayment History
Sales Tax

[T shipping Information himents

Job Documents - I

EPSH Electronic Documents

Bil Contral Files r

Cuskarmer m
Yandar * Billing
[z T

Ikem

Irvenktory Inguiry

Ji Warehouse

Choose Commands > New from the menu on the Customer Shipping window.

2= Customer Shipping

File Wiew | Commands Options  Help
o]

Ly I
[Euzhor A it [Cirk b
Change Key
Bl kel 1 B -
On the New Code window enter XETEX for the new customer code.
-1ofx]
Customer Code; IKETE}{
A Cancel |

Code ° [ Mame | ity =]

SkO002 Hart Motors Lanc:
SMO003 b artin M otors Allent
SMILES Smiles Dentisty Read
TROUT Troutman Transmiszions Read
TUME Turne Town Music Store Read
wHS Demo Graphics "W arehouze H1 Read
WICKRAN | wWickman Landscaping Read
WINDSOR | windsar Glazs Compary Fead
il
3

il
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Click the OK button on the New Code window to create the new Customer Shipping record and enter
the following information:

Name: Xetex Business Systems, Inc.
Address 1: 1103 Rocky Drive
Address 2: Suite 103

City: West Lawn

State: PA

Zip: 19609

Phone: 610-898-1551

Fax: 610-898-1564

Email: frh@xebra.com

Contact: Fred Hickey

Salutation: Fred

Sales Rep: Pick any sales rep that you have in your system.
Master Customer: XETEX

Notice that both the Customer Code and the Master Customer Code are XETEX on this
record. Xetex only has one location, so this is the only customer shipping record for the
XETEX master customer. If Xetex had multiple ship to locations, there would be multiple
customer shipping records but they would all have the same Master Customer Code - XETEX.
E-Commerce is centered on the Master Customer code when you setup a customer's web
portal.

Tax Location: PA (If you don't have PA entered as a tax location in your live system, it won't hurt
anything to use another Tax Location that you already have for this example. You do have to
enter something for the Tax Location but it doesn't have to be accurate for this example.)

Billing Reference: XETEX

When you get the message, "The code 'XETEX' does not exist. Create New?", answer Yes to create
the new Customer Billing record. You can accept the default information for the new Customer Billing
record and just close the Customer Billing window.

Your completed master customer record for Xetex Business Systems, Inc. should look like the
following:

© 2009 Xetex Business Systems, Inc.
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2= Customer Shipping ;IQIEI

File Wiew Commands Opkions Help
a%| BA| &=
Customer Code: IXETEK Lirk to Elperah:ur:l ﬂl

Marne: IXete:-: Buziness Systems, Ino.

Address 1: |1 103 Rocky Drive

Addrezs & ISuite 103

City: [\west Lawn State: [PA Zip: 19603

Phane: |§10-698-1551 Fax: [510-895-1564
E mnail: Ifrh@:-:el:ura.u:u:um

Contact: IFrEd Hickep S alutation; |Fred

Sales Fep: IE!E ﬁl Quota Crusher

[T Inactive
-IXETEK :
Igaster Cuztomer: ﬂl Cozt Center: B s U s
T ax Location; IP'-'*'- ﬂl Pennzylvania Mates:
Cuzstomer Eategury:l ﬂl
Billing R eference:; IXETEK ﬂl Hetex Buziness Systems, nc.

DUNS: | Office Supply Pricing

Once you have the Master Customer record setup, your are ready to go to Xebra E-Commerce to get
the web portal setup for this customer. Choose E-Commerce from the Go menu to load the main
Xebra E-Commerce window. Then choose Actions > Customer setup.

'35" Xebra E-Commerce
File | Actions G0 Help

HTML Setup r! 108

Default Appearance Refresh web
Real Time Setup

" Usze alternate refn

PunchOuk Setup F Lweb Site
| W arabn iea Balazeas M E

This will open the Customer Setup window.

© 2009 Xetex Business Systems, Inc.
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%= Customer Setup ;IQIEI
Maszter Customer: ||— ﬁl
[Create Client [ nternet Files | Heports | Shipping Methods | Credit Card Information |
— Catalogs
Warehouze Felease Stock Sales——— Stationemy———— Repott———

b laster | I .aster | b laster | f aster |
[ zer | [ zer | [ zer | [ zer |

riwed [tem Uzer Catalag |

wieh Llsers | PunchOut Properties
DUN53| [T BazeBd OrderMessage
Shared Secret: I

[itice Supplies Default Search |

[Iffice Supplies Customer, Bricing |

[Euztomer Specific HTHL I ﬂl

In the Master Customer prompt, enter the Master Customer code for the site that you want to
configure. In this example, the code is XETEX.

2= Customer Setup

Master Custarmer: IXETEX ﬁl *etex Business Systems, Inc.

Create Client Internet Files Heparts | Shipping kMethodz | Credit Carc

— Catalogz

Once you enter the Master Customer code and press Tab or Enter on your keyboard, the Create Client
Internet Files button will be enabled. You need to click the Create Client Internet Files to initialize a
web portal for a new customer site. After you click the Create Client Internet Files button, the caption

of this button changes to Web Site Appearance and all of the other elements on this window that were
previously disabled are now enabled.
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Maszter Customer: IXETEX ﬁl Hetex Businesz Systems, Inc.

=10 x|

T

Yweb Site Appearance | Reports | Shipping Methods | Credit Card Information |
— Catalogs
Warehousze Feleasze Stock Sales

Stationery

b azter | 4 aster | b azter |
Ilzer | Ilzer | Ilzer |

R epart

bl azter |
I zer |

Mimed [tem Uszer Catalog |

Office Supplies Default Search |

Office Suppliez Customer Pricing |

PunchOut Froperties

Shared Secret; I

DUNS:|

[~ BazeBd Order Meszage

Cuztomer Specific HTL: I ﬂl

At this point, the XETEX master customer is setup with a bare minimum default web portal, but no one
would ever know because nobody can log in. Each customer site that you setup needs to have at
least one Web User setup so that they can log in and make use of the site. Click the Web Users
button near the lower left corner of the Customer Setup window. This will open the Web Users

window.
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SSIET
File Commands Help
alx| B ¢l=] Sl
ID:I v Only show users for this master customer;
I aster, Custamer: IKETEX ﬂl Heter Business Systems, (R,

o I — Heparts
ser [ ame; [T | Status &nd Fearder

P'asswu:urd:l Cost Centers | I~ | Uzage By Location

ST — I [T Uzage And rventony By Location
; [T 5l vty
Ermail; I
[T Order Status Bepart
[T Lpproval Dperator [T &pproval Bequired

[T | Order Higton Bepart
SR USE[:I ﬂl F estrict Lu:u:atiu:un:l ﬂl
[T [Order Histany
S hipping Ln:n::atin:nn:l ﬂl
Warehmuyze:: I ﬂl

Stark Screen:l j [ urnter OF [kems Fer F'age:l
/by Wser Speciic HTWL | i

[Catalo List

ID | Description | Tvpe |

Add/Catalag

[ffice Supplies Eatalog

WWiel Site Sppearance

Heport Catalog: I ﬂl

[T | &l Eredit Cards [ | Impoze Order Huantities [T Don't Go T a Cark After Adding
[ &llawdlternate Address [~ Shove histargfor &l sers [ PunchOut zer
[T Allowdecess Ta Setings [T Ereak Pages By Section [T Hew web usen andine default

[T Betain Session | rfarmaticn [T Wse Sect Dese. For P N

To add a web user, choose Commands > New from from the menu.

2= web Users
File | Commands Help

= Clone Zhr{ L
I[ [+ Orly show users far this master custamer:
Find CkrlH-F
1 mext el g ﬁl Fetey Business Systeme, e,
. Previous Ctel+R [T Heports
_— [T | Status And Feorder
Fo Delete Lozt Centers ™ Usage By Location

The Master Customer for the new Web User defaults to the Master Customer that was selected on the
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Customer Setup window when you opened the Web Users window. The password defaults to a series
of random characters. For now, let's set the User Name to fhickey, the password to something easier

to remember like fred, and the Real Name to Fred Hickey. This is the absolute minimum information
required for a web user to log in to the site.

Z= Web Users
File Commands Help

x| B ¢l=]
ID: |1 [+ Only show users far this master
M aster Custamer; IKETEX ﬂl Hetex Businessz Systems, Inc.

- Reports
| fhick
LlserName.I Ik ey [l Status And
F"asswu:un:l:lfred Cost Centers | [~ Usage Byl
Feal Name:IFrEd Hickey [™ Usage And
| [T CSI Activity

Although other fields are highlighted as important on the Web Users window, with just the User Name,
Password, and Real Name filled out, you can see what the new XETEX web site looks like so far.
Close the Web Users window, close the Customer Setup window, and click the Refresh Web Site
button on the main Xebra E-Commerce window. After the refresh completes, in your Web browser
reload the page with your Xebra E-Commerce IP address. Enter fhickey for the User ID, enter fred for
the password, and click the Log On button to see what the site looks like so far.

= Home Page - Windows Intermnet Explorer

=10 x|
@7,——\. v | @ htpei172,21.26. 108 cqgi-binfeebraTiagon =] |42 x| " 2o

| Fie Edk view Favortes Tooks Help | &)+ |Unks ®
08 4 g Home Page [ I | Firome = E Fecdi )« mpint = hPege = i Tods =

B
Xetex Business Systems, Inc. (tome _Vwelp ¥ Shapping cort __&1og off
1103 Rocky Drive FPhone: 610-898.1551

Suite 103 Fax B10.508. 1564 Feu hawa D itamis) in paur eart.
Wesl Lawn, PA 19809

Welcome Fred Hickey

1103 Rocky Drive = West Lawn PA 19609 « Phone: §10-898-1551 » Fao: 610-836-1564

|
Done [T [ @ nkemet | Frotacted Mode: off [Home -

The web page that displays won't have much on it yet. There are no catalogs setup yet for this web
user to order from. The only thing you can see so far that is configured is your company logo, the real
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name of the web user fhickey in the part of the page that says "Welcome Fred Hickey", and a very
bland logo image for Xetex Business Systems, Inc. that was created automatically when you clicked
the Create Client Internet Files button. The logo image for your customers that is created
automatically should definitely be replaced. Hopefully, you can get artwork files from your customers.

To change the customers logo, go back to Xebra E-Commerce > Actions > Customer Setup, enter the
Master Customer: XETEX, and hit the Tab or Enter key on your keyboard. Click the Web Site
Appearance button to load the E-Commerce Settings For Master Customer: XETEX window.

?/5" E-commerce Settings For Master Customer: XETEX - IEI Iil
rLeldle ek Color 5 pecifications
Warehouse Release: IH"""IE"EH':IuSE Release Calor Selection Description | =
Stock Sales: |Eatalu:ug Order Main Navigation Links
- Main Mavigation Links On Mouse Over
Stationery: IImprlnt Items Header Information
Office Supplies: Ifoice Supplies Additional Information
Search And Query Text
Ordler Approval {Drder Approval Menu Header
Hepnrts:lHEDDrtS Menu Header On Mouse Over
- Menu Subsection Header
Order Histary: |Elr|:|er Histary Menu Entry
— C5| Reports Menu Entry On Mousze Ower
Section Mame: IWarehuuse Reports Item Head_er
Item Details
Status And Rearder: IStatus &nd Reorder Report Item Links
Usage: [Lsage Report Item Links Visited N
Text Cells
IJzage And [nventaony: |L|$age &nd Inventary Repart Text Cellz Padding
Activity: Ifl'«ctivit_l,l Feport BDD‘(
Padding

— General Reportz

Section Name:lGeneraI Reports ‘r'our Company Logo |

DrderStatus:lDrderStatusHepnrt Q. | Eancell Delete |

I:InjerHistory:llilrderHistDry Report Save Default Scheme | Load Default Scheme |

This window is almost identical to the E-Commerce Default Setting window, but the E-Commerce
Settings For Master Customer window is specific to a Master Customer. Settings made on the E-
Commerce Settings For Master Customer window override any settings made on the Default Setting
window. The Default Setting window only defaults the settings for new customers.

Click the Customer's Logo button to open the XETEX Internet Logo File window.

%= XETEX Internet Logo File O] x|

Cancel | Beplace | [elete | Save &z, | Feduce Sizel

Xetex Business Systems, Inc.

1103 Rocky Drive Phone: 610-898-1551
Suite 103 Fax 610-898-1564
West Lawn, PA 19609

The image shown in this window is the automatically generated image that was made when you
clicked the Create Client Internet Files button. Click the Replace button and open another image file to
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use instead.

If you are following along, you can download another image from:
http://www.xebra.com/Artwork/XetexL 0go.png

Z* XETEX Internet Logo File = 0] x|
ok | LCancel |

elete | Save bz . | Reduce Sizel

BUSINESS SYSTEMS, INC.

Once you replace the customer's logo file, you can go back to the main Xebra E-Commerce Window,
click the Refresh Web Site button, and after the refresh is complete you can check the progress of
your web site. If you still have the browser open to the XETEX customer Welcome page, you can just
refresh the page. If you don't still have your web site open in a browser, you will have to enter your

web server IP address into the browser again and on the login page enter fhickey for the user and fred
for the password.

The Home page for customer XETEX should now have the new logo.

_ o x|
e : i-bi ~ ||+ i -
@: |g, http:ff172.21.26,108 cgi-binf=ebra?logon J T+ | A Ilee Search y
J File Edit View Favortes Tools  Help J% - JLinks >

U @Homepage | | J oy Home - [ Feeds (7 - dshPrint - |2k Page + (G Tools v 7

s

{YHome ?Help *! Shopping Cart i Log OFf

You have 0 item(s) in your cart.

BUSINESS SYSTEMS, INC.

pdd

Welcome Fred Hickey

1103 Rocky Drive « West Lawn PA 19609 « Phone: 610-898-1551 « Fax: 610-898-1564

-
| | v
|D0ne

Internet | Protected Mode: OFf o100% -
4
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3.1.1 Adding A Warehouse Catalog Item
In this section, we will add an item to the web site that is stored in a warehouse managed by Xebra
Customer Specific Inventory. First, the item must be entered into Xebra Order Entry > View > ltem.
% vebra Order Entry

File | Wiew Commands Actions Inguiry Go  Help

A Fimancial Resview

— Pawmnent Histary

Sales Tax
I sShipping Information himerts Hem I_

Job Bacuments vI

EPSH Electronic Documents

Bil  Contral Files k
Cuskomer
Yendor L3 =
-
lag
Trvenbars Tro i

For this example, we'll use a #9 Window Envelope with the Xetex logo and return address.

From the Item window menu, choose Commands > New

'35" Item

File | Commands Help

2| TN,

Find Ckrl+F
Change Key

On the New Code window, enter XETEX-ENV-9W for the new Item code and click the OK button to
create the new ltem record.

%= New Code = IEIIEI

Ikem: [E TEX-ENV-Gw/
: d LCancel
Code | Description ﬂ
[M1E5P Mug 16 oz
[MPRHT Imprint Charge
I 00432 | mmm 2= O =l

Enter the following information on the new record in the Item window.

Description 1: White #9 Window Envelope
Description 2: Imprinted Logo & Address

Customer: XETEX
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Packed: 500 EA Per BX

Sell Unit of Measure: BX
Buy Unit of Measure: BX

Since this product will be stored in a warehouse and managed by Customer Specific Inventory, click
the Customer Specific Inventory Item check box and enter BX for the CS inventory unit of measure.
By using BX for the CS unit of measure, you are saying that this item will always be released in BX
units without exception.

%= Customer Specific Inven = 0] x|

v Customer specific inventary item

Mote: The inventory and customer specific
inventany unitz of meagure must be the
Fame.

C5 inventory unit of measure: IBK
LCancel | h

Click the image button to add a picture of a printed envelope.

You can download a picture of the printed envelope from:
http://www.xebra.com/Artwork/ XETEX-ENV-9W.png

After you Add the image, you should have a fairly high resolution picture of the envelope.
_ioix

TUHE 14 Cancel | feplace | Deete | Saveds. | Aeduce Siz |

XETEX

BUSINESS SYSTEMS, INC.
1103 Rocky Drive « Suite 103
West Lawn, PA 19609

By adding the image to the item record before creating the E-Commerce catalog item, you are saving
a step when it comes to creating the E-Commerce catalog.

Your completed item record should look like this.
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Z Ttem = II:I |£|

File Commands Help
A Q| =]

Item; [XE TEX-ENY-Swi

Diescriptian: IWhitE #3 Window Envelope [~ Long description and instructions

|Imprinted Logo & Address [~ Ordering instructions

Product Categon: I— ﬂl
Size Ecu:le:l— ﬂl Gr.;.up;l j
Custnmer:W ﬂl setex Business Svstems, Inc. 7 Inactive
Custormer's [tem Numl:uer:l Wendor's [kem Numl:uer:l
F'au:ked:lEDD IE-‘E'- F'er:le Suggested Vendor 'I:I— ﬁl
Sell Urit of Measure: IW Suggested Vendor 2 I ﬂl
Buy Unit of M easure: IW Suggested Yendor 3: I ﬂl

[ Inventory kem v Customer Specific Inventary [tem [~ Specifications v I EE
[~ Price Infarmation [~ Tawu [~ Production Definition [~ File &ttachrnents
[ Eit

Once you have the item record, you can move on to configuring the item for storage in a warehouse
managed by Customer Specific Inventory. Close the Item window and use the Go menu to go to
Customer Specific Inventory.

%= %ebra Order Entry

File Wiew Commands Actions Inquiry | Go Help

’i%l}(l Eﬂl@%l <]:|||:[>| ‘ﬁl Crder Entry

Accounting =

Job; I Setup

[T Alternate &ddress [T File&ttachme  Reports
Status:| Uiklities

[Eustomer I

Billing Cuztomer:

Custarmer Specific Inventory k

[ =

Prospecting

Eﬂntact:l General Inventory Reports
E-Commerce

[Eustarmer PO #: I Produckion L

FackFantar: I

To create a control record for them item in a warehouse, choose Commands > New from the menu on
the Xebra Customer Specific Inventory window.
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%= %ebra Customer Specific Inventory
File Wiew | Commands #Actions Go Help

3> <IN

Find Ckrl+-F

Iberr: Change Key
Mk CErl+M
Lacation Prewious Ckrl+P

Catton Label

[elete

—a

On the New Control Record window, enter XETEX-ENV-9W for the item code. The warehouse code
used in this example is WHSO01 but if you are following along you could substitute another warehouse
code if you don't have one with the code WHSO01.

Z* New Control Record = 01| x|

[term: IKETEX-ENV-E’W ﬁl Wihite #3 Windaw Envelope

Location: IWHSEI'I ﬁl Demo Graphic: Warehouse #1

|mprinted Logo & Address

Cancel |

After you click OK to save the new control record, be sure to fill in XETEX as the Master Customer
code on the Xebra Customer Specific Inventory window. Also, click the Bill as shipped check box.
When you're done, your new control record should look something like this:

% Xebra Customer Specific Inventory -] x|

File Wiew Commands Actions Go Help

2% Wa &[]

Item: [XE TER-EN-S/

Locatian: I'W'H s

b azter Custormer; IXETE><1 ﬂl Fetexw Buzinessz Systems, Inc.
Sort Eu:u:le:l

YWhite #3 "Window Envelope
Irmprinted Logao & Address

Demo Graphics warehousze #1

Customer [kem Mumber: I

Lrit of b easure: IEK—
Eztimated Monthly Uzage: IU— ¥ Bill as shipped
Lead Time [h-'lu:-nths]:lﬂ— [~ Count at site
Mirimumn Stock Quarntiby: IU— [~ Stock item

[~ Customer owned

M azter customer

In order to show an available quantity on the web site, you will have to receive some of these
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envelopes into the warehouse. From the Actions menu, choose Receive.

%= %ebra Customer Specific Inventory
File Wiew Commands | Ackions Go Help

Blx| wla IETE——
Transfer S
[term: IKETEX-E My Adjust indow E pe

deegE ogo & Addr
Post Physical Inventory

Lacation: IWHSEH Release EditfTrack uze #1

Process Backorders

tdazter Cu Buziness £
Build Kits
Sar
Status And Reorder Report
Customer [kem b
Reports
I S Y ) ' R =

Answer No to the question, "Would you like to take information from a previously created job?" and
select the item XETEX-ENV-9W at the warehouse location in the Pick A Destination Control Record

dialog.
7 Pick A Destination Control Record ;IQIEI
Item H: [XETEX ENV-5w/ B white 89 Windaw Ervelope
Cusztormer [bern 1¢:| ﬂl Imprinted Logo & Address

Location; I ﬁl
tazter Customer: I ﬁl

[ Warehousze Location

Search | Reszet | Cancel |

Search Rezults

[term Dezcription Location | Master [bem # wiarehouze
WwHS 0 ?

A
(=

On the Receive dialog you only have to enter a Quantity of 10 for this example. You can leave the rest
of this dialog blank.
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%= Receive = 01| x|
[i= IXETEK-EN"«-"-H‘«-\-" Locatiar: IWHSD'I

pctiviy Date [1319/03 T LatiD

Quantity: |1 0 |B><

it Cost: IEI.EIEI

nit Price: IEI.EIEI

W alue: IEI.EIEI
Guarntity Per Cartar; IU Cartons: ID
Short Carton Cuantity: IEI

Starting Numl:uer:l Ending Numl:uer:l

[T Receive to multiple racks

Fack Ll:u:ati-:nn:l Control Numl:uer:l
LCancel |

Click the OK button to save the receipt record and answer No to the question, "Receive another
item?".

Notice that up to this point, we haven't done anything in E-Commerce to add this item to a catalog so
that the web user can place an order for it online. Whenever you setup an E-Commerce catalog item,
its good to make sure that the base item record exists and the information on it is as complete and
accurate as it can be before you add the item to an E-Commerce catalog. In the case of Warehouse
item catalogs in E-Commerce, you need to make sure that the CSI control records are in good shape
too before you add the items to E-Commerce Warehouse catalogs.

If the background item information in your system is good, its easy to add the items to E-Commerce
catalogs. Use the Go menu to switch to the Xebra E-Commerce window and choose Actions >
Customer Setup from the menu.

Enter XETEX for the Master Customer code in the Customer Setup window and hit the Tab or Enter
key on your keyboard to load the setup information for XETEX. Then, click the Master button in the
Warehouse Release section of the Catalogs section.

%= Customer Setup
Maszter Customer: IXETEK ﬂl #etexw Businessz Systems, Inc

Wweb Site Appearance | Reports | Shipping ke
— Catalogs
Wwiarehouze Release Stock Sales———— Stationery—

b aster b azte

Ilzer Ilzer

el
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On the Warehouse Release Master Catalog window, Click the New Item button.

%= warehouse Release Master Catalog

Faster Custamer: IKETEK etes Business Svstems, no.

Itern # | Custamer lterm # [ Description

On the New Warehouse Release Master Catalog Item window, choose the XETEX-ENV-9W item.

% New Warehouse Release Master Catalog Item o] x|

[tem f: IKETEK-E P T Custamer lterm #: I
Dezcription; I Categony: I

Clear Selected ltems | Add Selected ltems To Master Catalog |

[tem # Customer [temn # D'ezcription Cateqgaory
HE TEX-E M-S White #3 wWindow Envelope

NOTE: If you had multiple CSI items to add to this catalog, you could select multiple items on the New
Warehouse Release Master Catalog Item window and add them all at once.

Now that the item is in the Master Catalog, you should see it in the list on the Warehouse Release
Master Catalog window.

% warehouse Release Master Catalog O] x|
b aster Cuzstamer; IKETEK Hetew Business Systems, [ne,

I e Jtem |

[tem # Custarner [kem # D ezcription Categary | Maotes
HE TEX-E M-S *Z}iZE TE=-EMNW-Sw | white #3Window Envelope

Select the item in the list to bring up the Warehouse Release Catalog Item window.
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%= Warehouse Release Catalog Item = 01| x|
Item #: [XE TEX-ENV-/ [white #3 Window Envvelope

"igw [bem | IImprinted Logo & Address

Customer [kem #: IXETEK-E P Th

Product Eategnr_l,l:l ﬁl

Small Image | Large Image |

UDM|B>< LIOM Descriptiorn: |

Packing Description: IEEIEI E& Per B

Lrit Price: IU.UU [T Use Item Pricing Struchure
b awirnurn Order Cluantiby: IEI

— File Attachmentz
[T Allaw file attachments [T Bequire file attachment
el uzer fle attachment instructions:

Motes:

[

(] Delete Cancel

The description, unit of measure, and packing description defaults from the information in the base
item record. You could potentially change this information to be displayed different on the web site.
One thing that you should change is the Small Image. There are two images for each E-Commerce
item. The Small Image should be thumbnail sized so that it can display in a list on a web page. The
Large Image can be much bigger to show more detail of the product if the web user is interested. The
image that you attached to the item record will be the default for both the small and large image on this
E-Commerce master catalog item. The size of the image for the Large Image should be OK, but you
will want to shrink the Small Image.

Click the Small Image button on the Warehouse Release Catalog Item window. You will see that the
resulting image in the Small Image window will be too big for a thumbnail.
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%= Small Image

ok | Cancel | Beplace |

XETEX

BUSINESS SYSTEMS, INC.
1103 Rocky Drive « Suite 103
West Lawn, PA 19609

Click the Reduce Size button to bring up the Resize Image window.
—i]
Original: *fidth 1317 pixelz, Height 512 pixels, Size: 13.666260" » §.375000"

% Small Image F'i:-:elWiu:Ith:ImD Widthlnlnches:|1.ﬂ41 BBV
& Lo e F"i:-:eIHeight:IH? Heightlnlnches:lﬂ.489533

" Logao Image

¥ Maintain Azpect Fatio 0K | Cancel |

For this example, change the Pixel Height to 100 and hit Tab or Enter on your keyboard. Since the
Maintain Aspect Ratio check box is checked, you will see that the Pixel Width adjusts in proportion to
the Height, so when the Height is set to 100, the Width will change to 213.

After you click the OK button on the resize Image window, you will see the new shrunken image.
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=

LCancel | Beplace | Delete | Save bz . | Reduce Sizel

Click OK on the Small Image window to save the reduced picture.

One other thing that you should set is the price per BX of this bill as shipped item. Set the Unit Price to
40.00, then click the OK button to save the changes to this Warehouse Master Catalog Item.

Close the Warehouse Release Master Catalog window to return to the Customer Setup window.

Below the Master button in the Warehouse Release section, you will see a button labeled User.

'35" Customer Setup
Maszter Customer: IXETEX ﬂl Hetex Businezsz Systems, [m

Yweb Site Appearance | Reports | Shipping M
— Catalogs
Wwiarehouze Release Stock Sales———— Stationery —

b azter | b aster | b azt
Ilzer | lze

Mived lberm | lear Tatalan I

Click the User button in the Warehouse Release section to bring up the Warehouse Release User
Catalog window.
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%= Warehouse Release User Catalog o] x|
File Commands Help

alx| B ©[=| wl
[[5r I [Mezcriptian; I

IJzer Catalog |

[ew Sectian Mezcrption |

Section Meseniption; I

Ta remave azection heading ar item from the weer catalog,
hiahlight the item in the uzer catalag and press the [elete
kew o paur keybaard!

[{ew [tems

4

The Master catalog is a list of items that are configured for a customer that can be used in a User
catalog. Web users are assigned to particular User catalogs to define the products that the web user
is allowed to order. User catalogs are often a subset of a Master catalog, but it is possible to assign all
items in a Master catalog to a User catalog. If your customer is a large company with multiple
divisions that will be ordering from you, you might set up a different user catalog for each type of
person that will be ordering from that company. In cases like this, you might assign a User catalog to a
web user that only contains items from the master catalog that are relevant to the web user's role in
the company. Another approach would be to create multiple user catalogs with each catalog
containing particular categories of items. Then, for each web user you would assign all the user
catalogs that contain items of the type that the web user would want to order.

In this example, we just want to create a single User catalog that contains the one item that we have
configured so far in the master catalog.

From the Warehouse Release User Catalog menu, choose Commands > New

%= warehouse Release User Catalog

File: | Commands  Help

i

|

Find Chrl+F
——  Mext CEFl4+R
Wk ;
——  Previous Chrl+P [HeEw Secto
Delete S ection De:
Sork Ikems In Sections By Ikem Descripkions

) ] o o [EMEYE &
otk Sections By Section Descriptions fighlight the
kewan your |

For the Description on the new user catalog, enter: Xetex Warehouse ltems

Click the New Section Description button and for the Section Description enter Envelopes and hit the
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So far, the Warehouse Release User Catalog should look like this:

%% Warehouse Release User Catalog

File Commands Help

35

il

=1olx|

21X B c[=]

1D I'I Diescriptian: IXetEH Warehouse lberns

IJzer Catalog |
Ervelopes

Mew Section Dezcription |

Section Meseniption; I

To remove a zection heading or item from the uzer catalog,
highlight the item in the uzer catalog and press the Delete

kew on pour keyboard.

MHew [tems

Click the New Items button to display the Warehouse Release Master Catalog Items list.

%= warehouse Release Master Catalog Items

Llear Selected tems

=10 x|

Add Selected ltems To User Catalog |

Item # | Customer Item # | Description

| Category | Motes |

HETEM-ENW-T HETEAENY-TW  Wihite #3 Window Ervelope

Mo
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Double click the XETEX-ENV-9W item to add it to the user catalog. The simple user catalog should
now look like this:
%= Warehouse Release User Catalog o] x|

File Commands Help
B[x| B &[=] wl
1D I'I Diescriptian: IXetEH Warehouse lberns

IJzer Catalog |
Ervelopes
HETER-EMV-T - WwWhite #3 wWindow Envelope

]

To remove a zection heading or item from the uzer catalog,
highlight the item in the uzer catalog and press the Delete
kew on pour keyboard.

Mew Section Dezcription |

MHew [tems

Close the Warehouse Release User Catalog window to return to the Customer Setup window.

Now that you have a user catalog, you need to link it to a web user. On the Customer Setup window,
click the Web Users button to display the Web Users window.

Click the Find icon on the toolbar.

2= web Users

File Commands Help

2| [w e[=]

ID:I ¥ [+ Orly shoer users for this master custarme)
Master Custarmer: IKETEK ﬂl #etey Business Systems, (e,
Heports
Year Name.l [T Status fnd Feorder
F"asswu:un:l:l Cost Centers | [T Usage By Locatio

On the Find Web User window, enter fhickey for the User Name.
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= Find Web User

| zer ID:I
b azter Eustu:umer:l ﬂl

User Mame: Ifhi':ke-'" fou can enter any part of the zer Mame,
’ Real Mame, or Email; capitiization does not
Feal Name;l ratter. For example, to find all web users

whose real name containg \lim', enter jim'
Ermail .-’-'-.ddress:l and click zearch.

Search Rezults

8] | Master Customer| User Name | Real Hame | Email Address

Click the Search button on the Find Web User window and double click the fhickey record in the
Search Results list to load the record.
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%= Web Users = 01| x|

File Commands Help

alx| @ ©= il
IC: |'| v Only show users for this master customer;
M aster Customer: IKETEX ﬂl eter Business Systems, .

- — Reparts
: | fhick,
User Name.l g [~ Status And Rearder
Passwaord: Ifred Cost Centers | [~ Usage By Location
Feal Name: IFred Hickey [T Uszage And lnventar By Location
_ [T CSI Activity
Emall:l
: [T Order Status Beport
[T Approwval Dperator [~ Approval Bequired ™ Qrder History Report
Approval USE“I ﬂl Fiestrict Lu:u:atiu:un:l ﬂl
[T Order Hiztary
Shipping Ln:n::atin:nn:l ﬂl
Warehouze:: I ﬂl

Stark Screen:l j Murnber OF [tems Per Fage: |5
‘web User Specific HTML 4|

Catalog List

ID | Description | Tvpe |

Add Catalog

Office Supplies Catalog

%
Report Catalog: I ﬂl

YWeh Site Appearance

[ d&llow Credit Cards [ Impoze Order Quantities [T Don't Go Tao Cart After Adding
[ Allow Alternate Address [~ Show histary for all users [~ PunchOut Uszer
[T Allow Azcess To Settings [~ Break Pages By Section [T Mew web uzer online default

[ Fetain Sessian [nformation [T Wse Sect Dese. For P N

Look for the Catalog list near the bottom of the Web Users window. Notice that it's currently blank.
You need to add the User catalog that you created to this list.

Click the Add Catalog butto_n to the right ofﬂe. Catalog list.
Catalog List

D | Description | Tupe |

| idd Catala D{J
Office Supplies Catalog

YWeh Site Appearance

Report Catalog: I ﬂl

™ allraw Credit Cards I Iranase Mrder Dnantiies ™ Ner't Ga Ta Cark dfter & ddinn
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Unless you remember the Catalog ID for the user catalog that you created, click the binoculars to the
right of the Catalog ID prompt on the Web User Catalog window to find your user catalog.

% Web User Catalog —

Catalog Descrption

Catalog 1D I— IF%

f+ Default Menu Description

" Usze Catalog Description For M e [tem
Ok, | Cancel | Delete |

Select the Xetex Warehouse Items catalog from the Find Code list.

o]
Catalog [D: I

(], I Eancell

] Dreszcription Custarner

Now that the correct Catalog ID for the user catalog is selected, click the OK button on the Web User
Catalog window to add the catalog to the list. The Catalog list on the Web Users window should now

look like this:
Wweb Lser Specific HTML: |
Catalog List
] Dezcription Type
*etex Warehousze ltems Add Latalog
Office Supplies Catalog
Ik YWeh Site Appearance
Repart Catalog: I ﬂl
[ Allow Credit Cards [T Impose Order Quantities [T Don't Go To Cart After Adding
[ Allaw Alternate Address [~ Show history for all users [ PunchOut ser

Close the Web Users window.
Close the Customer Setup window.

On the main Xebra E-Commerce window, click the Refresh Web Site button to send your changes to
the web server.

After the refresh completes, reload your web site in a browser. If you need to log in again use the
fhickey user and password fred. If you don't need to log in again, simply push the refresh button on
your browser to view the modified web page.

You should now see a new menu item on the web page with the caption, Warehouse Release.
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2 Home Page - Windows Internet Explorer _I_I— a il
@:} - I@, http:ff172.21.26,108 cgi-bin/»ebra?Homets=h49q45ey j 1| ILive Search o=
| @ - |unks @

JFiIe Edit  Wiew Favorites Tools Help

w (& Home Page | |

J @Home - Feeds (J) = @Prlnt - jPage - @Tonls .

‘QHome ?Help gshopping Cart ﬁLog Off
You have 0 item(s) in your cart.
BUSINESS SYSTEMS, INC.
[Warehovme Release |
W]
1103 Rocky Drive » West Lawn PA 19609 « Phone: 610-898-1551 « Fax: 610-898-1564
=
|http:I,fl?2.21 . 26,108/ cgi-binfxebra?whsis=h49045eyisearchType=AND&keywords=&catalogID: l_l_ ’_ ’_ ’_ m @ Internet | Protected Mode: OFF | EA00% v v

If you click the Warehouse Release menu item, the Envelopes sub menu appears below which
represents the text you entered in the Section description of the User Catalog. Below the Envelopes
sub menu, the item appears. The Item information also appears in the main part of the page, including

the small image for the item.
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{= warehouse Release - Windows Internet Explorer = |E| il

@;} - I@, hktp:ff172.21.26, 108/ cgi-bin/xebra?whsis=h49q45eyasearchType=ANDakeywords=&catalogiD=1 j *9(| X ILive Search Foihe
J File Edit View Favorites Tools  Help J qg - JLinks 2
12? r{ﬂ? @Warehouse Release | | J @Home - Feeds (1) = @Print - lﬁ’li‘age - @Tools -
-
YHome ? Help ‘-E-{Shopping Cart i Log OFf
You have 0 item(s) in your cart.
BUSINESS SYSTEMS, INC.
Welcome Fred Hickey
‘Warehouse Release Search Results: Items 1 through 1 of 1 matching items.
Envelopes More Search Results: Page [ 1]
XETEX-ENV-9W - White #3 Window 1
Envelope
Imprinted Logo & Address Search:l Search |
* Match All Words
" Match Any Word
" Match Exact Phrase
Warehouse Release
D
Ttem Price Unit Quantity
METEX-ENV-9W - White
#9 Window Envelope
Imprinted Logo &
{b Address £40.00 BX I
Packed: 500 EA Per BX
©On Hand: 10 fo
Last Order:
Addto Cart
Page[1]]
=
|javascript: openWin(',l’cgi-bin,erbra?Image&s=h49q45&y&path=..,l’images;‘l.png',",'scrollbars=yes,rl_l_l_l_’_’@@ Internet | Protected Mode: OFf | H100% - v
If you click on the small image of the envelope, the large image will appear in a pop-up window.
/2 Item Preview - Windows Internet Explorer ol x|

& hitp:[{172.21.26. 108 cgi-hin/%ebra?Imagets=h4904Seyapath=. . fimages/1.png

XETEX

BUSINESS SYSTEMS, INC.
1103 Rocky Drive « Suite 103
West Lawn, PA 19609

[0 [ [ [ [[% @ mternet | Protected Mode: off (%00 -

pane

Close the large image pop-up window and return to the main page. Notice that the On Hand quantity
to the right of the small image of the Envelop is showing 10. This is the amount that we Received into
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inventory. Also, the price per box is showing as $40.00. This is what we entered on the Warehouse
Release Catalog Item window for this item.

In the Quantity box, enter 1.

Warehouse Release
Envelopes
Ttem Price Unit Quantity
XETEX-ENV-0W - White
#09 Window Envelope
Imprinted Logo &

Address £40.00 BX I‘I

Packed: 500 EA Par BX

On Hand: 10
Last Order:

Page[11]|

Click the Add To Cart button. This will put the item into the Shopping Cart and load the Shopping Cart

page.
fj Shopping Cart - Windows Internet Explorer = |E| 5'
@:—-: - |g http:ff172.21.26. 108/ cgi-bing Xebra?WarehousedddT oCartfs=h43045eytratalogIlD=12group=1 j *2(| X ILive Search Pl
J File Edit Wiew Favorites Tools  Help J %3 = JLinks »
- = »
* ﬁ'ﬁ? @Shnpping Cart | | J @Home - E] Fesds (1) - fe Print - l-_:_}Page - f Tools -
-
YHome ?Help ‘-E{Shopping Cart i Log Off
m You have 1 item(s) in your cart.
BUSINESS SYSTEMS, INC.
Welcome Fred Hickey
|Warel|n||se Release |
Shopping Cart
- Enter & number in the Qty. box to change the number of items you'd like to arder.
- Click Empty Cart to delete ALL items from your Cart.
- Click the Remove box to delete an item from your Cart.
- Click the Update Cart button to view most recent changes.
- Click the Complete Order butten to complete your order.
Em Cart
Warehouse Release
Item Price Unit Quantity Remove
XETEX-ENV-9W- White #9
Window Envelope Imprinted Logo
& Address $40.00 BX I‘I r
Packed: 500 EA Per BX
On Hand: 10
Subtotal: £40.00
Update Cart |
Complete Order
Save Cart s
Continue Shopping |
=
|,|’cgi—bin,l’Xebra?UpdateCart&s=h49q453y ’_ ’_ ’_ ’_ ’_ ’g |0 Internet | Protected Made: OFf HA00% - v

Click the Complete Order button to load the Checkout page.
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fj Checkout - Windows Internet Explorer - IEI il
@\‘—: - |g, http:ff172,21.26, 108/ cgi-binf¥ebra?UpdateCartfs=h49gq45ey j 2| X ILive Search 2=
J File Edit “iew Favorites Todls  Help J & - JLinks »
i:? ﬁ'ﬁ? @Checkﬂut | | J @Hume - ﬁ Feeds (1) = g%aPnnt - l-_:_“‘VPage - _{j Tools + 7
QHome ?Help wshopping Cart ﬁlog Off
BUSINESS SYSTEMS, INC.
Welcome Fred Hickey
|Ware||n||se Release |
Checkout
Total order excludi licable shipping charges and tax: $40.00
Please complete the information below so that your order can be shipped promptly.
Shipping | XETEX — Xetex Business Systems, Inc. - 1103 Rocky Drive - Suite 103 - WestLawn PA 19609 |
ocation
At=nten: |Erad Hickey
Ship Via: BestWay
PO Number: PO123
Cost Center: [cr17g |
Special Instructions: e are out of envelopes ;I
so please hurry!

|,l’cgi-bin,erbra?CompleteOrder&s=h49q459y ’_ ’_ ’_ ’_ ’_ m |e Internet | Protected Mode: OFF H100% - v

On the Checkout page enter the following Information:

PO Number: PO123
Cost Center: CC123
Special Instructions: We are out of envelopes so please hurry!

Press the Continue button to complete the order. You should see the Order Confirmation page.
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fj Order Confirmation - Windows Internet Explorer - |EI|£|
@:—_: hd |g, httpiff172,21,26, 108 cgi-binfsebra?CompleteOrder Bs=chdkhiOo j 3 || X ILive Search 0|~

J File Edit “iew Favorites Tools  Help J % - JLinks =
w e (& order Canfirmation | | J @Home - B Feeds (1) - g%gPrint ~ |2rPage - Qj Tools ~

-

tHome ? Help ‘-E{Shopping Cart L Log Off

TEX

BUSINESS SYSTEMS, INC.

You have 0 item(s]) in your cart.

Welcome Fred Hickey

Order Confirmation

Your request has been processad. Your confirmation number is 1. Thank You.

Item Price Unit Quantity Extension
XETEX-ENV-0W - White #9
Window Envelope Imprinted Logo £40.00 BX 1 40.00
& Addrass

Sub Total: 40.00
Shipping & Handling:
Sales Tax: 2.40
Total: $42.40

The total may not include all items, shipping charges, and tax.

Shipping Location: XETEX -- ¥etex Business Systems, Inc. - 1103 Rocky Drive - Suite 103 - West Lawn PA
19609

Attention: Fred Hickey
Ship Via: Best Way
PO Numbear: PO122
Cost Center: CC123

Special Instructions: We are out of envelopes so please hurry!

Print Page | LI
[
| [ [ [ [ |3 €8 internet | Protected Mads: OFF ENTTRR

In the image that shows the Order Confirmation page, Sales Tax was calculated as $2.40. If the tax
location code that you used for your demo XETEX customer was not configured the same, the Sales
Tax and Total that you see may differ.

Now that you've placed the order on the web site, go back to your Xebra Client and go to the main E-
Commerce window.
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%= %ebra E-Commerce = 0] x|

File Actions Go Help

Web Site Address: [172.21.26.108

Hefrezh Web Site

[T Use alternate refresh method

— Unproceszed Activity Fram 'web Site
Warehousze Feleazes: IEI Process Warchouse Feleases

Stock Sales: IU Pracess Stock Drders
Stationen: IU Frocess Stationeny Orders

Dffice Supplies: Il:l Frocesz Office Supply Drders

Find E-Commerce Tranzachions | Approval Order Audit |

Ilpdate web zite with new static data.

Notice that the Unprocessed Activity From Web Site is still showing zero orders for each type. (If you
don't see zero orders on your Xebra E-Commerce window, you must have Real Time processing
already setup.)

Unless you have Real Time processing enabled, you have to click the Refresh Web Site button to
receive orders from your web server into your Xebra database. For now, just click the Refresh Web
Site button to receive the order. After the refresh completes, the Warehouse Releases total order
count will change to 1 and Ehe Process Warehouse Releases button will become enabled.

L L N T LU P P R PR T P TR

Unproceszed Activity From web Site

WWarehouze Releazes: |1 | Process Warehouze Releazes
Stock Sales: IEI Proceszs Stock Orders
ot Ii‘l | PR Ll B SEE O PR I

Click the Process Warehouse Releases button to open the Process Warehouse Release window.

]
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%= Process Warehouse Release = 0] x|
File Help
Fllaas IXETEX Hetew Business Systerns, Inc.

1103 Rocky Drive
Ship To: [KETER Suite 103

Wwiezt Lawn P& 19
Diate: IEIEI;’E‘I A09

Req. No.: [PO123

B03

Confirnation Mo.; |'|

ATTH: IFre-:I Hickey

From Operatar: IFrEd Hickey

Wia: IEest Wfay

Cost Center: IEE'I 23

Special Inztuctions

W'e are out of envelopes so pleaze huryl

Sales Tax: 2.40

=)

I

[tem # | Description | Quantity | Price [ UOM | wWarehouse| Attachments |

HETE=-EMW-Ty White #3 Window Erwvelope 1

40,00 | B

WHSOT |

Skip Delete

Process |

Einizhed

igw Credit Card

The Process Warehouse Release window shows all of the information that the web user submitted
with the order on the web site. If you wanted to keep a printed record of this order as it came from the
web site, you could press the Print button to generate the E-Commerce Warehouse Request

document.
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=Iix]
File Edit Commands Insert Help
wE sls|lal=] 2| bl €= @B el

=]

E-Commerce Warehouse Request

Special Instructions

E !‘W . Date Order Numier
eDTad emo PAPNICS 09/21/09 1
1103 Rocky Drive » West Lawn PA 19609 » Phone: 610-896-1551  Fax; 610-996-1564 Mastor Customer
e = = XETEX
Requisttion Mumber
PO123
Orcler Date
SHIP TO: Xetex Business Systems, Inc ODQQMDE)
perator
1103 Rocky Drive
5 Fred Hickey
uite 1013 Attention
West Lawn PA 15609 Fred Hickey
Carrier
Customer Shipping Code: XETEX Best Way
Guantity ttem Description Price Processed
1 BX HETEX-EMNW-34Y Wihite #3 Window Envelope 40.00 YES

YWe are out of envelopes so please hurry!

Sales Tax: 2.40 Shipping Fee: 0

i

[l

A

On the Process Warehouse Release window, click the Process button to open the E-Commerce

Warehouse Request Transfer window.

47

m—

© 2009 Xetex Business Systems, Inc.



48

Xebra E-Commerce

'35" E-Commerce Yarehouse Request Transfer

Qate:lﬂﬁ.-"?l /18

Source Contral Becard

Ikerm: [XE TEX-ENV-S/

Saource Location: IWH S0
Frice: |4EI.EIEI

Requizition #: IF'EI'I 23

=l ]

Dezstination Lacatian: IKETEX

[+ Show Used

Destination B ack 1D: I

D_uantit_l,lIT IEX Fequested Cuantity: |'| IEX
Transfer; |1 Backarder: ID Avvailable: |'| 1]
Date | Lat 1D | QATY/CT | Avvailable | T rarster | Frice Cost |
03/415/09 0 1 .00 Q.00 |
Skip Done

[

Notice that the Price is set to 40.00 even though the Price in the list of available lots for the produce is
0.00. We didn't enter a price for this product when we did the CSI Receipt. We did set the price to
40.00 in the Warehouse Release Catalog Item window. The price that you set in the E-Commerce
catalog is used instead of the lot specific price for E-Commerce releases. This way, the price on the
E-Commerce order should always match what the web user saw on the web site when they placed the
order and it won't matter which lot the of the product that the actual release is drawing from.

Click the Transfer button to complete the release and answer Yes to view the Release information.
The regular Customer Specific Inventory Warehouse Release Edit window will be displayed.
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% warehouse Release Edit = 01| x|

File Wiew Commands Actions Help

X| maE €= wl

Release ID:|1 Releaze Date:IEIEIa"E'I 409
M aster Customer: IHETEK ﬁl eter Buziness Systems, [nc.
Ship T IXETEK ﬁl YWarehouse: IWHSW D'emo Graphics Y arehouse #1

#eter Buziness Systems, [ho. ;
1103 Racky Drive Carrier: [Best Way ~|

Suite 103 _
West Lawn P4 19609 Date Shipped: i

Attention: IFred Hickey

Requistion Mumber: |PO123 Eilling Jn:nl:-:l

Cluantity Cartonz | Rack [term Dezcrption Eill
HETE=-ENY-Tw | White #9 Window Envelope

Comments:

W2 are out of envelopes o please hurml [T Alemate Address

Sales Taw 240

From this point on, this release could be processed the same as any Customer Specific Inventory
release.

Close the Warehouse Release Edit window to return to the main Xebra E-Commerce window. You
should see that Warehouse Releases is now showing 0 unprocessed orders again.

If the Order Confirmation page is still displaying in your web browser, click the OK button to return to
the Home page of your site. If you closed your browser, log back into the web site with user thickey
and password fred.

In the Envelopes section you should see that the On Hand quantity is now showing 9. You started out
with 10 and 1 was released. Also, notice that the Last Order quantity is showing 1 BX, indicating that
one box was ordered the last time this product was ordered.
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Envelopes
Item Price Unit Quantity

XETEX-ENV-9W -
White #0
Window

Envelope

Imprinted Logo

& Address £40.,00 BX I
Packed: 300 EA

Per BX

On Hand: 9 %

Last Order: 1 BX

Aol b Tk I

It would be a good idea to remove this test release from your system right away to prevent confusion
that might occur if somebody else in your company sees the release as ready for processing.

Use the Go menu to switch to Customer Specifc Inventory.
Choose Actions > Release Edit/Track from the Xebra Customer Specific Inventory menu.
Choose Commands > Find from the Warehouse Release Edit menu.

Enter XETEX in the Master Customer prompt and hit the Search button. Load any resulting releases
for XETEX and void them using the red X in the toolbar.

%= warehouse Release Edit

File Yiew Commands Ackion

Eﬁf N EIREES

After you void the release go back to the main Xebra E-Commerce window and click the Refresh Web
Site button.

Once the refresh completes, go to your web site and refresh the page with the XETEX-ENV-9W item.
You should now see that the On Hand quantity is back to 10, because the release associated with the
order was voided.

Envelopes

Item Price Unit Quantity

XETEX-ENV-OW -
White #0
Window

Envelope
Imprinted Logo

& Address £40.00 B I

Packed: 500 EA
Pear BX

On Hand: 10
L}LaEt Order: 1 BX

Notice that the Last Order quantity still shows 1. Although the release was voided, the record of the
last order remains.
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3.1.2 Adding A Stock Sales Item

The Xebra E-Commerce Stock Sales catalog type has a variety of potential uses:

1. You can use it for items stored in General Inventory.
2. You can use it for items that you buy for your customers on demand.
3. You can use it for items that you produce in house on demand.

If you need to show your customer a quantity on hand value specific for that customer's item, you must
use the Warehouse Release catalog rather than the Stock Sales catalog. If you want to accept orders
where your customer will specify variable imprint data for the item, you should probably use the
Stationery catalog instead of the Stock Sales Catalog, although it is possible to use the Stock Sales
catalog with item options to handle simple imprint orders such as personalized name tags, pens,
shirts, mugs, or other promotional products.

In this example, the item that we will use will be a postcard. Xetex sends out postcards to a list of
potential trade show visitors before every trade show that they will attend. For every mailing, Xetex
consistently uses the same type of 6" x 4" card. We will setup this item to be a generic "Xetex Trade
Show Postcard". When the web user submits the orders, it will be up to them to send the new artwork
for the current Trade Show. The web user will also be able to choose whether Xetex will do the
address labeling and mailing or whether Xetex wants you to do the mailing for them. If Xetex asks you
to do the addressing and mailing, you will need to be able to accept a mailing list in addition to the
artwork for the postcards.

Also for this example, assume that you always want to send the order to an outside digital printing
company to have the cards printed. We will create a demo vendor record for a fictional company
called Test Digital Printing Co.

From the Order Entry window, select View > Vendor Ordering.

‘% Xebra Order Entry

File | Wiew ©Commands Actions Inguiry Go  Help

geblt Fimancial Review

== [Fayment History
Sales Tax

I shipping Infarmation himents

Job Bacuments - I

EPSH Electronic Dacuments

Bil  Contral Files *
Cuskomer L4

CU Item Femittance

Inventary Inguiry
Ji Warehouse

On the Vendor ordering window, choose Commands > New from the menu.
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2= vendor Ordering

File ‘Wigw | Commands  Help
&l | I

Find Ckrl+F =
Mexk kel
Previous  Chrl+P

Delete

Prink Label
Prinit List e I'

—

On the New Code dialog, enter TESTDIGI for the Vendor Code and click the OK button to create the

new vendor ordering record.

o)

Wendor Code: ITESTDIGI
i LCancel |

| Name | City |
DERO #ebra Demo Graphics “West Lawn
FasST Faszt Farms Indianapoliz
GLLE General Loose Leaf Bindery WWaukegan
ME b4 ail Baggers Birdsboro
MNORCA, Morco Awards Inc Garwood
FAFER Paper Place Seboomook, J
CIOFF Cluality Offset Fieading
STATEF State Farm Insurance Concordville

Tranter Graphics |nc. Syracuse -

[N Amlng I Limibmd Dl mrmm ] © mrt aimm
. | _*I_I

On the new Vendor Ordering record, enter the following information:

Name: Test Digital Printing Co.
Address 1: 123 Main Street

City: Elverson

State: PA

Zip: 19520

Phone: 555-555-1234

Fax: 555-555-1235

Email: orders@testdigitalprintingco.com

When you get to the Remittance Reference...
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Pharie: |555-555-1234

E rnail: I-:lrders@testdigitalprintingm.

Wit Address: I

Caontact: I

Remittance B eference: [II==gNn1E]]

L\} M otes:

...click Tab or Enter on your keyboard and yes to create a new Vendor Remittance record with the
TESTDIGI code.

|

Accept the default information on the Vendor Remittance window and close it.
On the Vendor Ordering window, enter the following text for the Notes:
This vendor likes artwork files to be in Photoshop (.psd) format.

Also, check the Pop up notes on entry check box.

Contact; I 5 alutation: I
tance Reference: ITESTDIGI ﬁl Test Digital Printing Co.
M otes:

Thiz vendar likes arbwork: files to be in
Photoghop [.ped] format.

IFI\E_I.:'Dp up notes an entng

L]

With the pop-up notes on entry check box checked, you will get a reminder when you place an order to
this vendor that they accept Photoshop files for artwork.

Your completed vendor record for TESTDIGI should look like the following.
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%= Yendor Ordering = 0] x|
File Wiew Commands Help

a[%] B &= nl
Yendar EDde:ITESTDIGI

M arme: ITest Dhigital Printing Cao.

Addrezs 'I:I'I 23 Main Street

Address 2:|
City: IEIversnn Clate: IW Zip: W
Pharie: |555-558-1234 Fa: [555-555-1235
E rnail: II:Irders@testdigitalprintingca.n::n:nm
WA Address: I
Contact: I 5 alutation:
R emittance Heference:lm ﬁl Test Digital Printing Co.

M otes:

Thiz wendar likes artwark files to be in
Phaotozhop [ pzd] farmat.

v Pop up notes on entng

Close the Vendor Ordering window.

Next, you need to create an item record for the postcard. Go to Xebra Order Entry > View > Item.

%= %ebra Order Entry

File | Wigw Commands Actions  Inquiry Go  Help

Financial Reyvisw
Payment Histary
Sales Tax

"¢ shipping Infotmation bments Hep:l_

Job Dacuments vI

EPS# Electranic Dacuments

Bil  Control Filas J
Cuskarmer g
Yendor L

N
Ly

Trwenboes TR tiry

From the Item window menu, choose Commands > New

© 2009 Xetex Business Systems, Inc.



Learning By Example

File | Commands Help

2| TN,

Find Ckrl+F
Change Key

For the new item code, use XETEX-TSPC

%= New Code = |EI|£|

Item: [E TEX-TSPC
ok I\J Cancel |

Code ° | Description :I
[t165F kug 16 oz
[tPRMT Irnprint Charge
LGES43 Logo Golf Ball:
SADDLE Collate, Saddle Stitch, and
SakMPLE Sample
SCREEM Screen Charge
SETUP Setup Charge
TH14 bug 14 oz
TH21 bug 21 oz

HEMNV-I [ WWhite #3 YWindow Envelope j

Click the OK button on the New Code dialog to close it and create the new Item record.
Enter the following information on the new item record:

Description 1: Xetex Trade Show Postcard
Description 2: 6" x 4" Digital Printing

Customer: XETEX

Sell Unit of Measure: EA
Buy Unit of Measure: EA

Suggested Vendor 1: TESTDIGI

So far, your Item record should look like this:

55
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-,

2= Item = II:I |£|

File Commands Help
A Q| =]

Item: [XE TEX-TSPC

Diescriptian: IXEtEH Trade Show Fostoard [~ Long description and instructions

|Ei" w 4" Digital Printing [~ Ordering instructions

Product Categany: I ﬂl
Size Ecu:le:l ﬂl Gru:uup:l j
Customer: IXETEX ﬂl #etex Business Systems, Inc. 7 Inactive

Cuztamer'z ke Mumber: I Yendor's ke Mumber: I

Packed: IEI I Per: I Suggested Yendar 1: ITESTD|G| ﬁl Test Digital Priniting Co.
Sell Unit of Measure: IE-"5'~ Suggested Yendor 2 I ﬁl
Buy Unit of Measure: IE-"5'~ Suggested Yendor 3: I ﬁl

[ Inventory kem [~ Customer Specific Inventary Item [~ Specifications I_ EE
[~ Price Infarmation [~ Tawu [~ Production Definition I'hFile Attachrnents
[ Eit

To show an example of what a completed postcard might look like, use an image of a past postcard
mailing. Click the Image check box on the Iltem window to display the Image window. Then, add an
image that shows the front and back of the postcard mailing.

You can download a picture of the past postcard mailing from:
http://www.xebra.com/Artwork/XETEX TSPC-sample.png

After you Add the image, you should have a fairly high resolution picture of the previously printed
postcard.
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=1ofx]|

LCancel | Beplace | Delete | Savefsz. | Reduce S\zal

—_Your comple

Software solu':iofﬁ Al:t?gtsht

Long Beach
Convention Center

Click the OK button to save the Image and close the Image window.

It would be good to add a more detailed description of this item. On the Item window, click the Long
description and instructions check box.

?.'5 Item

File Commands Help
2| Al ¢[=|

Itern; [XE TEX-TSPC

Description; Ixete:-: Trade Show Postcard [, iLong descrption and instructions
IE" % 4' Digital Printing Ihljrdering ingtructions
] 1 [l ] I ul

This will open the Long Description And Instructions window. For the Long Description, enter the
following text:

12PT. C-1-S GLOSS COVER WHITE
PROCESS COLOR + UV COATING OVER BLACK - BLEEDS
CUSTOMER SUPPLIED FILES WITH ALL ELEMENTS IN PLACE
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b= Long Description And Instructions - IEIIiI
Long Dezcription:
12PT. C-1-5 GLOSS COVER WHITE ;I
PROCESS COLOR + LY COATIMG OWER BLACK. - BLEEDS
CUSTOMER SUPPLIED FILES wWITH ALL ELEMEMNTS IN PLACE
Wendor [nstuctions:
WWarehouze Instructions:
LCancel |

The Long Description is generally meant to be a description that your customer will see. This
description will carry over to the E-Commerce catalog for this item.

The Vendor Instructions are meant for the vendor to see on the purchase order. In this case, the long
description also applies to the Vendor Instructions. Highlight the entire Long Description, right click on
it and choose copy from the pop-up menu.

3‘;" Long Description And Instructions

Long Description:

Paste

Select Al

Right to left Reading order
Shiow nicode cantrol characters
Insert Unicode comtrol characker

Open IME

WWarehouze [netie
B Reconyversian
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Right click on the Vendor Instructions text area and choose Paste from the pop-up menu.
Wendor Ingtructions:

[Urdam

il |

WWarehouze [ngtructions: Copy

I—

[elete

Select Al

The Warehouse Instructions don't apply to this item since it is not stored in a warehouse, so you can
leave the Warehouse Instructions blank. Your completed Long Description And Instructions should
look like this.

%= Long Description And Instructions - IEIIH

Long Dezcription:

12PT. C-1-5 GLOSS COVER WHITE ;I
PROCESS CAOLOR + UV COATING OWER BLACK - BLEEDS
CUSTOMER SUPPLIED FILES ITH ALL ELEMEMTS N PLACE

K

Wendar Inztuctions:

12PT. C1-5 GLOSS COVER WHITE :l
PROCESS COLAR + LW COATIMG OWER BLACE. - BLEEDS
CUSTOMER SUPPLIED FILES WITH ALL ELEMEMTS IM PLACE

Warehouze Instructions:

LCancel |

Click the OK button on the Long Description And Instructions window to save the Long Description and
return to the Item window.

Additionally, it would be good to enter a reminder for the people who will place orders for this item from
your company.

On the Item window, click the Ordering Instructions check box directly below the Long description and
instructions check box.
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tem:|><ETE><-T5P|:

tiar: IKE!tEH Trade Show Posteard v Long description and instructio

IE" w 4" Digital Printing IEDrdering instructions

;u:ur_l,l:l ﬂl
:u:Ie:I ﬂl Group: I—
1M I><ETE:’< ﬂl Hetes Business Systems, |ne. [ Inactive

This will open the Ordering Instructions window. Enter the following text:

Place all orders for these postcards with Test Digital Printing Co.

Remember to have the postcards shipped to us if they need addressing and mailing.

Adjust the Vendor Instructions for the purchase order to Test Digital Printing Co. so that there is no
reference to addressing and mailing since we will do that.

Z Ordering Instructions - o] x|

Ordering Instructions:

Place all arders for these pogtzcards with Test Digital Printing Co.

Remember to have the postcards shipped to us i they need addreszing and mailing.

Adjuzt the Vendor Instuctions for the purchase order to Test Digital Printing Co. so that there iz
ho reference to addrezzing and mailing since we will do that.

LCancel |

Click the OK button to save the Ordering Instructions and return to the Iltem window.

To add pricing for this item, click the Price Information check box on the Iltem window.

Buy Urit of Measure: |EA 2ltiglgl=sistaisialel <t |
[T Inwentary [kem [T Customer Specific Inventany [tem [ Spe
M- FPriceinfomatiory [~ Taw I Proc
K.it

Determines pricing information for the curent product

You will be asked whether you want to create a multi-level pricing structure.
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Multi-level Pricing il

:l Would you like ko create a mulki-level pricing struckure?

fes Mo Cancel

Since the price of this item depends on the quantity, answer Yes to bring up the Multi-level Pricing
window.

Assume that you have worked with Test Digital Printing Co. before and you know what the unit costs
are at various quantity breaks. You have also arrived at the prices that you want to charge Xetex.

For quantities up to and including 800, the price per card will be 0.344 and the unit cost will be 0.241.
For quantities over 800 up to and including 1000, the price per card will be 0.335 and the unit cost will
Ef)rodiii'tities over 1000 up to and including 1500, the price per card will be 0.315 and the unit cost will
Ef)rodiiﬁ'tities over 1500 up to and including 2000, the price per card will be 0.305 and the unit cost will
Ef)rodi;i'tities over 2000, the price per card will be 0.301 and the unit cost will be 0.210.

Enter this information into the Multi-leve Pricing window so that it looks like this:

2= Multi-level Pricing ;IQIEI

¥ Pricing infarmation

Lewvels: 1 2 3 4 5
b Cluantity For Lewvel [EA): IEEIEI I'I i] |1 a0 IEEIEIEI I
Percent Margin: IU IEI IEI IEI IEI

Price Per Unit (EA) |0.344 0335|0315 (T [
Ciost Per Unit [EA]: |u.241 |n.235 |n.221 |n.215 |n.21u

Click the OK button to save and close the Multi-Level Pricing window.

Your completed item record should look like this:
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Z Ttem = II:I |£|

File Commands Help
A Q| =]

Item: [XE TEX-TSPC

Diescriptian: IXEtEH Trade Show Fostoard v Long description and instructions

|Ei" w 4" Digital Printing [+ Ordering instructions

Product Categany: I ﬂl
Size Ecu:le:l ﬂl Gru:uup:l j
Customer: IXETEX ﬂl #etex Business Systems, Inc. 7 Inactive

Cuztamer'z ke Mumber: I Yendor's ke Mumber: I

Packed: IEI I Per: I Suggested Yendar 1: ITESTD|G| ﬁl Test Digital Priniting Co.
Sell Unit of Measure: IE-"5'~ Suggested Yendor 2 I ﬁl
Buy Unit of Measure: IE-"5'~ Suggested Yendor 3: I ﬁl

[ Inventory kem [~ Customer Specific Inventary Item [~ Specifications ¥ Image
[+ F'rlu:elnfu:urmatlnr‘g [~ Tawu [~ Production Definition [~ File &ttachrnents
[ Eit

Determines pricing informatian for the current product

Now that you have the Item record, you are ready to create the actual E-Commerce Stock Sales
catalog item.

Close the Item window and use the Go menu to go to the main Xebra E-Commerce window.
On the Xebra E-Commerce window, choose Actions > Customer Setup.

On the Customer Setup window, enter XETEX for the Master Customer code and hit Tab or Enter on
your keyboard to load the setup information for this customer.

On the Customer Setup window, in the Stock Sales section of the Catalogs section, click the Master
button.

'35" Customer Setup
Mazter Customer: IKETEK ﬂl Hetexw Buzinessz Systems,

YWeb Site Appearance | Reports | Shipping b
— Catalogz
Wwarehouze Release Stock Sales——— Stationem-

b as

b azter |
I1zer | Ilzer | Iz

This will open the Stock Sales Master Catalog window.
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35’ Stock Sales Master Catalog ;lﬁlil
Master Customer: I>‘~'ETE>< Heter Business Systems, Inc.
] ; Copy Items |

Item i | Customer ltem # | Description | Categom| Price | Mates |

On the New Stock Sales Master Catalog Item window, click the New Item button and enter
XETEX-TSPC for the Item code.

o]
Item #: IHETEX-TSPQ Custamer [kem ﬂ:l
Descriptian: I Cateqaony: I
Clear Selected ltems | Add Selected ltems To Master Catalog |
I ke i | Customer ltem # | Description | Category | =]
FRT Shipping and Handling FRT
GETREADY et Ready For winter bMailing FP
HE2a33 A0# High Glozs Offzett Stock SP
HGEOW B0 High Glozs Offzet - White SP
[t 1E5F tug 16 oz kUG
IMPRMT Irmprint Charge ChP
LGES43 Logn Golf Ball: 5B
SaDDLE Collate, Saddle Stitch, and BHD
SAMPLE Sample
SCREEM Screen Charge ChP
SETUP Setup Charge ChP
Trd14 kug 14 oz kG
Th1 MUG21-G4 bMug 21 oz kUG
HETER-EMW-T wihite #3 Window E rvelope
#etex Trade Show Postcard _

Click the Add Selected Items To Master Catalog button to close the the New Stock Sales Master
Catalog Item window and return to the Stock Sales Master Catalog list.

NOTE: The New Stock Sales Master Catalog Item window is designed to allow adding multiple items
at once to the catalog. In this case, we are only adding the one XETEX-TSPC item.
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Select the XETEX-TSPC item form the Stock Sales Master Catalog list.
%= stock Sales Master Catalog

=Ioix]

M azter Customer: IXETEX #eter Business Systems, Inc.
I e [kem | Copy Items |

Dezcriptian Categaory| Price

307 - 0,344

This will open the Stock Sales Catalog Item window for item XETEX-TSPC.

%= stock Sales Catalog Item = 01| x|

Item #: [<ETEX-TSPC |etex Trade Show Postcard

Wiew |tem | IE" w 4" Dhgital Printing

Customer [kem #: IXETEK-TSF‘E
Product Eategnr_l,l:l ﬁl

| Laige Image |
LIIIIM:IE-"-"- LIOh4 Descriptiun:l

Facking Descriptiun:l
L nit F'ri.:e:IEI.EIEI v Use [tem Pricing Structure [~ Optionz

M azimumn Order Quantity: IU

— File Attachments

[T Allaw file attachments [T Eequire file attachment
wel uzer fle attachment instructions:

Motes:

12PT. CA-5 GLOSS COVER WHITE ;I
PROCESS COLOR + UY COATIMG OVER BLACK - BLEEDS
CUSTOMER SUPPLIED FILES WATH ALL ELEMEMTS IM PLACE

[

(] Delete Cancel

The description and unit of measure defaults from the information in the base item record. Also, the
Notes at the bottom of the window are set to the Long Description from the Item record. You could

potentially change this information to be displayed differently on the web site.

One thing that you should change is the Small Image. There are two images for each E-Commerce
item. The Small Image should be thumbnail sized so that it can display in a list on a web page. The
Large Image can be much bigger to show more detail of the product if the web user is interested. The
image that you attached to the item record will be the default for both the small and large image on this
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E-Commerce master catalog item. The size of the image for the Large Image should be OK, but you
will want to shrink the Small Image.

Click the Small Image button on the Warehouse Release Catalog Item window. You will see that the
resulting image in the Small Image window will be too big for a thumbnail.

7% cmall Image

LCancel | Beplace | Delete | Save Az |

Click the Reduce Size button to bring up the Resize Image window.

For this example, change the Pixel Width to 213 and hit Tab or Enter on your keyboard. Since the
Maintain Aspect Ratio check box is checked, you will see that the Pixel Height adjusts in proportion to
the Width, so when the Width is set to 213, the Height will change to 134.

=10lx|

Original: *fidth 1000 pixelz, Height 529 pixels, Size: 10416667 » B 552093

% Small Image Pisel width: |2'| 3 Width I Inches: |2. 218780
& Lo e Pixel Height: |'| 3 Height Ik Inches: |'| 395833

" Logao Image
Cancel |

Click the OK button to complete resizing the image. You should see the new shrunken image in the
Small Image window.

-1olx|

Cancel | Beplace | Delete | Save bz, | Feduce Sizel

¥ Maintain Azpect Fatio

Click the OK button on the Small Image window to save the new Small Image.
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On the Stock Sales Catalog Item window, notice that Unit Price is 0.00 and Use Item Pricing Structure
is checked.

LIk: IE-'“-"- LOM Description: I

Facking D escription; I

LInit Price: IEI.EIEI [v illze ltem Prcing Structure:

b amirurn Order Guankity: IEI I}

" File Attachments

[ Allow file attachments [T Beguie file attachment

Since you already entered a multi-level pricing structure on the main Item window, you don't have to
redo it for E-Commerce. The Use Item Pricing Structure check box will use the Price Information from
the item rather than the Unit Price field on the Stock Sales Catalog Item window if the check box is
checked.

To give XETEX the option of mailing the post cards themselves or having you mail them, click the
Options check box on the Stock Sales Catalog Item window.

Uk Description: I

Packing Description: I

[+ Use ltern Pricing Struchure %&Dptiuns—i

Cuartity: ID

This will open the Item Options window.
el 1

Optian Name:l &dd Option | Optian Value:l Aol Walue
Options Additional Cost:[0.00 Adkiiional Price: [0.00

Mame | Hequiledl Option Walues
Y alue | Default | Cost | Price |

Right click on the list entries for item features.

ok Lancel Delete Copy options from another ikem

For the Option Name prompt, enter :

Addressing & Mailing

© 2009 Xetex Business Systems, Inc.



Learning By Example 67

and click the Add Option button.
'35" Item Options

Option Mame: I.ﬁ.ddressing & Mailing Dptian "u-"alue:l

Options Additional Cost: |D.DD

M ame | Required | Dption Yalues

W alue

In the Option Value prompt enter:
No

and click the Add Value button to add the first option value.
Optian Name:l Add Option | Optioh \-’alue:INo

Dptiorrs Additional Cast ID.DD Additional Price: ID. o0

Mame Required
Addreszing & Mailing

Option Walues

[ value | Default | Cost | Price |
|

In the Option Value prompt enter:
Yes

If you are addressing and mailing the postcards for Xetex, you need to cover the cost of postage and
the additional handling that will be involved. Assuming that postage for each card is $0.27 and you
want to add $0.09 per card for the additional handling, the total additional unit price for addressing and
mailing would be $0.36.

In the Additional Price prompt, enter 0.36 and then click the Add Value button to add the second option
value.

B =l
Add O ption | Option 4 alue; IYES -
Additional Cost: ID-':":I Additional Price: ID.SE

Yalue Default | Cozt | Price

Now that you have the option and the two values, set this option to be required so that the web user
will be required to choose one of the two options. Right click on the Address & Mailing option and
select Required from the pop-up menu.

e
Option Name:l &dd Opticn | Option % alue: || Add Yalue
Options Additional Cost: [0.00 Additional Price: [0.00

Mame R Option Walues
Addressing & Mailing

Walue | Defaulk | Cost | Price |
o Ho 000 0o ‘
Delete Yes noo 036

Since you want to encourage XETEX to let you do the mailing, right click on the Yes option value and
choose Default Value.
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=10] x|
Add Option | Option Value: | Add alue

! HE'IIU"EE" Option alues

W alue | Default | Cost | Price |
Mo 000 | 000

Your completed Item Options settings should look like this:

Additional Cost: ID.DD Additional Price: IU.UD

View Image
Fename - .ﬁ.djus! gst | price
Delete Yalue

o (o] 4
[Opticn Name:l Add Option | Option Value:l Add Y alue
Options Additional Cost: ID.DD Additional Price: IU.UU
e — equued Dption Yalues
Addreszing & Mailing Yalue | Default | Cast | Price |
Mo 0.oo ui]

Right click on the list entries for item features,

LCancel | Delete | Copy options from another ikem |

Click the OK button on the Item Options window to save the Item Options and return to the Stock
Sales Catalog Item window.

The web user who orders this item online needs to be able to attach the artwork for the postcards.

They also need to be able to attach a mailing list if they want you to put addresses on the printed
postcards and mail them.

In the File Attachments section of the Stock Sales Catalog Item window, check the Allow file
attachments check box.
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b amirum Order Quantity: IEI

— File Attachmentz

v Allow file attachmernts; [~ Require file attachment
Wieb uzer file attachment ingtuctions:

M otes:

The web user must submit at least the artwork files before they can order this item. Also check the
Require file attachment check box. This will force the web user to attach at least one file to the item
before they will be able to complete the order.

Enter the following text in the Web user file attachment instructions box:

Please attach artwork files for both the front and back of the postcard. If you want us to do the
addressing and mailing of the postcards, also attach your mailing list.

The completed Stock Sales Catalog Item window should look like this:
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%= stock Sales Catalog Item = 01| x|
Item #: [<ETEX-TSPC |etex Trade Show Postcard

Wiew |tem | IE" w 4" Dhgital Printing

Customer [kem #: IXETEK-TSF‘E

Product Eategnr_l,l:l ﬁl

Small Image | Large Image |

LIOh: IE-"—"- LOM Description: I

Facking D escrption; I

L nit F'ri.:e:IEI.EIEI v Use [tem Pricing Structure [v Optionz

M azimumn Order Quantity: IU

— File Attachments

[ Allaw file attachments [+ Fequire file attachment
Wieh uzer file attachment ingtructions:

Pleaze attach arbwork files for both the front and back. of the postcard. |F pou want ug to do the
addrezzing and mailing of the postcards, alzo attach pour mailing list.

Motes:

12PT. CA-5 GLOSS COVER WHITE ;I
PROCESS COLOR + UY COATIMG OVER BLACK - BLEEDS
CUSTOMER SUPPLIED FILES WATH ALL ELEMEMTS IM PLACE

Delete Cancel

)

Click the OK button on the Stock Sales Catalog Item window to save the settings for this item.
Close the Stock Sales Master Catalog window to return to the Customer Setup window.

Below the Master button in the Stock Sales section, you will see a button labeled User.
- Catalogs

W arehouze Felease Stock Sales——— Stationem—— Repo

b azter | b azter | bl aster |
Izer |

kimed [tem Lzer Catalog I

|zer |

Click the User button in the Stock Sales section to bring up the Stock Sales User Catalog window.
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%= stock Sales User Catalog o] x|
File Commands Help

alx| B ©[=| wl
[[5r I [Mezcriptian; I

IJzer Catalog |

[ew Sectian Mezcrption |

Section Meseniption; I

Ta remave azection heading ar item from the weer catalog,
hiahlight the item in the uzer catalag and press the [elete
kew o paur keybaard!

[{ew [tems

4

The Master catalog is a list of items that are configured for a customer that can be used in a User
catalog. Web users are assigned to particular User catalogs to define the products that the web user is
allowed to order. User catalogs are often a subset of a Master catalog, but it is possible to assign all
items in a Master catalog to a User catalog. If your customer is a large company with multiple divisions
that will be ordering from you, you might set up a different user catalog for each type of person that will
be ordering from that company. In cases like this, you might assign a User catalog to a web user that
only contains items from the master catalog that are relevant to the web user's role in the company.
Another approach would be to create multiple user catalogs with each catalog containing particular
categories of items. Then, for each web user, you would assign all the user catalogs that contain items
of the type that the web user would want to order.

In this example, we just want to create a single User catalog that contains the one item that we have
configured so far in the master catalog.
From the Stock Sales User Catalog menu, choose Commands > New

%= stock Sales User Catalog

File: | Commands  Help

I

Find Ckrl+F
ek CErl+M

R ; .
Presious ChEl+P [ e Section Descrptian

Delete Section Descripticn: I

Sort Ikems In Sections By Ikem Descriptions . )
i ] o o remave a section headin
Sort Sections By Section Descriptions Gobfb s fi b o

For the Description on the new user catalog, enter: Xetex Marketing Materials

Click the New Section Description button, enter Postcards for the Section Description, and press the
Tab or Enter key on your keyboard. So far, the Stock Sales User Catalog window should look like this:
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%= stock Sales User Catalog o] x|

File Commands Help
B[x| B &[=] wl
1D |2 Diescriptian: IXetEH b ark.eting M aterialz

IJzer Catalog |
Fostcards

[

To remove a zection heading or item from the uzer catalog,
highlight the item in the uzer catalog and press the Delete
kew on pour keyboard.

Mew Section Dezcription |

MHew [tems

A
On the Stock Sales User Catalog window, click the New Items button to display the Stock Sales
Master Catalog Items list.
%2 stock Sales Master Catalog Items o] x|
LClear Selected [tems i Add Selected [tems To Ueer Catalog |
Item # | Customer Item # | Description | Category | Price | Notes |
HETE=-TSPC HETEX-TSPC #etex Trade Show Postcand 0.271-0.314 e |

Double click the XETEX-TSPC item in the list to select it for the User Catalog. The User Catalog
should now look like this:
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%= stock Sales User Catalog o] x|
File Commands Help
alx| B ©[=| wl
1D |2 Diescriptian: IXetEH b ark.eting M aterialz
IJzer Catalog | . L
p— Mew Section Dezcription |
HETE=-TSPC - ¥etex Trade Show Postcard : _
S
To remove a zection heading or item from the uzer catalog,
highlight the item in the uzer catalog and press the Delete
kew on pour keyboard.
MHew [tems
s

Close the Stock Sales User Catalog window to return to the Customer Setup window.

Now that you have a user catalog, you need to link it to a web user. On the Customer Setup window,
click the Web Users button to display the Web Users window.

Click the Find icon on the toolbar.

2= web Users

File Commands Help

2| [# ==

ID:I ¥ [+ Orly shoer users for this master custarme)
Master Custarmer: IKETEK ﬂl #etey Business Systems, (e,
Heports
Year Name.l [T Status fnd Feorder
F"asswu:un:l:l Cost Centers | [T Usage By Locatio

On the Find Web User window, enter fhickey for the User Name.
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= Find Web User

| zer ID:I
b azter Eustu:umer:l ﬂl

User Mame: Ifhi':ke-'" fou can enter any part of the zer Mame,
’ Real Mame, or Email; capitiization does not
Feal Name;l ratter. For example, to find all web users

whose real name containg \lim', enter jim'
Ermail .-’-'-.ddress:l and click zearch.

Search Rezults

8] | Master Customer| User Name | Real Hame | Email Address

Click the Search button on the Find Web User window and double click the fhickey record in the
Search Results list to load the record.
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File Commands Help

Learning By Example

=10 x|

alx| W el wl

o

IJzer Mame: Ifhickey

Password: Ifred

Cost Centers |

v Only show users for this master customer;

M aster Customer: IKETEX ﬂl eter Business Systems, .

— Reparts
[~ Status And Reorder
[~ Uszage By Location

Real Mame: IFre-:I Hickey

[T Usage And lnventory By Location
[T CSI Aty

Email; I
[~ Approval Operator

[T Approval Bequired

[T Order Status Beport
[~ Order History Report

Approval zer I
[T Order Hiztary

Shipping Locatian: I

W arehouze:; I

ﬂl Restrict Location; I ﬂl

8|
8|

Stark Screen:l

Catalog List

j Murnber OF [terms Per Page: |5
‘web User Specific HTML 4|

ID | Description

[ Type |

1 Heter Warehousze [tems

Wareholze |

Add Catalog

Office Supplies Catalog

YWeh Site Appearance

[ d&llow Credit Cards

[ Allow Alternate Address
[T Allow Azcess To Settings
[ Fetain Sessian [nformation

Report Catalog: I ﬂl

[ Impoze Order Quantities
[~ Show histary for all users
[~ Break Pages By Section
[T Wse Sect Dese. For P N

[T Don't Go Tao Cart After Adding
[~ PunchOut Uszer
[T Mew web uzer online default

75

If you followed along in the last section, Adding A Warehouse Catalog Item, you should see Xetex
Warehouse Items in the Catalog List already. We need to add another catalog for the Stock Sales

item that we just configured.

On the Web Users window, click the Add Catalog button. This will open the Web User Catalog

window.

© 2009 Xetex Business Systems, Inc.



v 76 Xebra E-Commerce

2= web User Catalog

=101 x|

Catalog Descrption

Catalog 1D I— IF%

f+ Default Menu Description
" Usze Catalog Description For M e [tem

] | Cancel | [elete

On the Web User Catalog, click the binoculars to the right of the Catalog ID. This will open the Find

Code window.

_ipix

Catalog [D: I

(], I Cancel |
D | Description | Custarner
1 Heter Warehousze [hems HETEX

Double click the Xetex Marketing Materials item from the Find Code list to close the Find Code window

and return to the Web User Catalog window.

2= web User Catalog

=101 x|

Catalog Descrption

Catalag 10 |2 ﬁl Heter Marketing Materials

v Default Menu Description

FI}U ze Catalog Dezcnption Faor Mernu [tem
ok |

Cancel [Nelete

On the Web User Catalog window, notice that Default Menu Description is checked. This means that
this catalog would result in a menu caption on the web site that says whatever the default description

for a stock sales catalog type is set to. By default, this would be simply Catalog Order. Instead of the
default description, for this example we want the menu caption on the web site to be the same as the

description that we used for the user catalog - Xetex Marketing Materials.

Click the Use Catalog Description For Menu Item option.
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%= Web User Catalog = 0] x|

Catalog Descrption

Catalag 10 |2 ﬁl Heter Marketing Materials

" Default Menu Description

f+ Uze Catalog Description For Menu [tem

Cancel [Nelete

Click the OK button on the Web User Catalog window to complete adding the new catalog to the
Catalogs list for web user fhickey. The Catalog list on the Web Users window should now look like

this:
web User Specific HTML: |
atalog List
[ | Description | Tvpe |
1 Feter Warehouse |tems Warehouze

*etes Marketing b aterials | Stock |

Office Suppliez Catalog

YWeh Site Appearance

Feport Catalog: I ﬂl

Close the Web Users window.

Close the Customer Setup window.

On the main Xebra E-Commerce window, click the Refresh Web Site button to send your changes to
the web server.

After the refresh completes, reload your web site in a browser. If you need to log in again use the
fhickey user and password fred. If you don't need to log in again, simply click the Home link on the web
site to load or re-load the Home page.

You should see the new Xetex Marketing Materials menu item.
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{= Home Page - Windows Internet Explorer ol x|
@?; - Ig‘ http:/f172.21.26.108/cgi-bing#ebra?Homegs=cbdkhloo j 45| % ILive Search o~

J File Edit ‘iew Favorites Tools Help J % - JLinks >
12? ﬁ'?? @Home Page | | J @Home - Feeds (1) = @Print - gPage - .:{)} Todls + >
=

YHome ?Help Shopping Cart ﬁLog Off

You have 0 item(s) in your cart.

BUSINESS SYSTEMS, INC.

o

Welcome Fred Hickey

Warehouse Release

Xetex Marketing M ater{ia Is

R

1103 Rocky Drive « West Lawn PA 19609 « Phone: 610-898-1551  Fax: 610-898-1564

On the Home page, click the Xetex Marketing Materials menu item. This will open the Xetex

Marketing Materials catalog page.
ol x|

2 setex Marketing Materials - Windows Internet Explorer

@Tj - I@, http:ff172.21.26,108/cgi-binfXebra?Stockis=cbdkhlDofsearchType=ANDEke ywor ds=Rc atalogID=2 j L AIES ILwe Search P

| @« |unks »
J @Home - Feeds (1) - QE;Print - IjPage - @Tools -

J File Edit Wew Favorites Tools Help

e e (& etex Marketing Materials | |

-

‘QHome ?Help ‘-Efshopping Cart ﬁLog Off

You have 0 item(s) in your cart.

BUSINESS SYSTEMS, INC.

e

Welcome Fred Hickey

Warehouse Release Search Results: Items 1 through 1 of 1 matching items.

Xetex Marketing Materials More Search Results: Page [ 1]
Postcards |
XETEX-TSPC - Xatax Trade Show I Search |

Posteard Search:

" s 4" Digital Printing & Match All Words

" Match Any Word
(" Match Exact Phrase

Xetex Marketing Materials

Item Price Unit Quantity

XETEX-TSPC - Xetex
Trade Show Postcard

6" x 4" Digital Printing  gpeacial Pricing l— o
Packed: Information =

Last Order:

More Detail

Addressing & Mailing: Yeas 0.36 vl
Add to Cart

Page[1]]

=l

javascript: open'wing'/cgi-bing¥ebra?Imagets=cbdkhlOo®path=. fimages/3.png, ", 'scrollbars=yes, res ’_I_I_I_’_m @ Internet | Protected Mode: OFF | 0% - S
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On the Xetex Marketing Materials page, click the thumbnail image of the postcards or the item
description to see the large image of the item in a separate pop-up browser window.

= Item Preview - Windows Internet Explorer || |1|

& | http:[f172,21,26,108/cgi-binfXebra?Imagets=cbdkhllofpath=, . fimages/3.png )

‘i'_ou_r-;;:-_,',_ ey
plete - _
Software solution A?gtsl: Long Beach

Onvention Center

|Done ’_ ’_ ’_ ’_ ’_ m @ Internet | Protected Mode: OFF ‘ L 100% - v

Close the large image browser window to return to the Xetex Marketing Materials catalog page.

Click the More Detalil link in the item section for the postcard.

Xetex Marketing Materials

Postcards
Item Price Unit Quantity

XETEX-TSPC - Xetex
Trade Show Postcard

6" x 4" Digital Printing gpecial Pricing I—
Packed: Information BA

Last Order:

Hure:% etail

Addressing B Mailiﬂgll\(es 036 vI
Addto Cart

Page[1]]

The More Detail links opens a browser pop-up window that displays the additional information that you
entered in the Long Description for the item.

© 2009 Xetex Business Systems, Inc.



v %O Xebra E-Commerce

.n"" EETEX-TSPC Details - Windows Internet EXp = |EI |£|

£ | http:ff172.21.26, 1IZIE!,I'cgi-I:uin,l'Xel:ura?DispIa*;.-'ItemText&s=cbdkhlEl-:u&item'j
=

12PT. C-1-3 GLOSS COVER WHITE
PROCESS COLOR + UV COATIMNG OVER BLACK - BLEEDS
CUSTOMER SUPPLIED FILES WITH ALL ELEMENTS IN PLACE

=
rm@ Internet | Protected Mode: OFF | o100 - &

Close the XETEX-TSPC Details pop-up window to return to the Xetex Marketing Materials catalog

page.
Click the Special Pricing Information link in the item section for the Trade Show Postcard.
- - - - - - - - " - -~ - - |
Price Unit Quantity

XETEX-TSPC - Xetex

Trade Show Postcard

6" x 4" Digital Printing gpecial Pricing I—

Packed: Information EA

Last Order:

More Detail

Addressing & h-'IE|i|i|'|g|:|1..|.;ES 0.36 .,,I

The Special Pricing Information link will open a browser pop-up window that displays the multi-level
pricing structure that you configured on the main item record in the Xebra Client software.

/= XETEX-TSPC Pricing - Windows Internet O] x|

£ | htkp: /172,21, 26, 1I]E,l'cgi-I:uin,l'xebra?DispIayPricing&s=cbdkhIDn&dej

=
Quantity Price
200 or lass £0.344
1000 ar less, but mare than 2800 £0.2325
1500 ar less, but mare than 1000 £0.215
2000 or less, but mare than 1500 £0.305
More than 2000 £0.301

=

Er@ Inkernet | Prokected Mode: OFF | o100 - i

Close the XETEX-TSPC Pricing pop-up window to return to the Xetex Marketing Materials catalog
page.

Notice that the Addressing & Mailing option is a drop down list and it has defaulted to Yes with an
additional price of 0.36 as you specified in the Item Options for this stock catalog item. If you click the
drop down arrow, you can see the No option, but for this example leave the option set to Yes.
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[l BLW i LUy

XETEX-TSPC - Xetex

Trade Show Postcard

6" x 4" Digital Printing Special Pricing I—
Packed: Information EA

Last Order:

More Detail

Addressing & Mailing: Yes 136 -

Page [ 1-] |

Set the Quantity to 837.

Price Unit Quantity
stex
card
rinting Special Pricing I
Information BA 83;1

Addressing B Mailing:lYES 0.3 ,,I

[ Addtaras |

Click the Add to Cart button to add the item to the shopping cart.
Xetex Marketing Materials
Price Unit Quantity

Item

XETEX-TSPC - Xetex
Trade Show Postcard
6" x 4" Digital Printing gpacial Pricing

Packed: Information
Last Order:

More Detail

EA

—

Addressing & h-'lailing:lu,(ES 036 vI

This will load the Shopping Cart page.

Add to Cart
»

Page[1]]
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{2 order Confirmation - Windows Internet Explorer =] 3
@:—: b |g, http: ff172.21. 26. 108 cqi-bin/¥ebra?StackAdd TaCartfs=chdkhlDafratalogID=2&qgraup=1 j *2|| X ILive Search L
J File Edit “iew Favorites Tools  Help J & - JLlnks >

ﬁ? ohe @OrderConFirmation | |

J @Home - E] Feeds () - L@Print - l-_;}Page - _{-‘; Tools +

-
tHome ? Help ‘-ﬁfShopping Cart i Log Off
m You have 1 item(s) in your cart.
BUSINESS SYSTEMS, INC.
Welcome Fred Hickey
‘Warehouse Release
Xetex Marketing Materials Shopplng Cart
- Enter = number in the Qty. bowx to change the number of items you'd like to order.
- Click Empty Cart to delete ALL items from your Cart.
- Click the Remove box to delete an item from your Cart.
- Click the Update Cart button to view most recent changes.
- Click the Complete Order button to complete your order.
Em Cart
Catalog Order
Item Price Unit Quantity Remove
XETEX-TSPC- Xetex Trade Show .
Postcard 6" x 4" Digital Printing Special
Packad: Pricing $0.695 EA |83? r
' Information
More Detail
Addressing & Mailing: Yeas036 +
Please attach artwork files for both the front and back of the postcard. If you want us to do
the addressing and mailing of the postcards, also attach your mailing list.
Add Attachment |
Subtotal: £381.72
Update Cart |
Complete Order
Save Cart
Continue Shopping |
=
| EE |0 Internet | Protected Mode: OfF | L 100% - i

Notice that the Unit Price is showing $0.695. This is calculated when the item is added to the cart
based on the quantity ordered, the multi-level pricing record, and the additional charge option
selection. According to the pricing structure, quantities over 800 but less than 1000 should have
resulted in a per card price of $0.335. If you add $0.335 to 0.36 you get $0.695.

Notice that the text you entered for the Web user file attachment instructions on the Stock Sales
Catalog Item window is showing at the bottom of the item section in the Shopping Cart page. Below
the instructions is an Add Attachment button.
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1mrem Frice uUnit Luanury Hemove
XETEX-TSPC- Xetex Trade Show
Postcard 6" x 4" Digital Printing Special
Packed: Pricing £0.655  EA IBE‘.? -
' Information
More Detail

Addressing & Mai“ng:lYES 0.36 vI

Please attach artwork files for both the front and back of the postcard. If you want us to do
the addressing and mailing of the postcards, also attach your mailing list.

_h.ﬁ.dd Attachment

NOTE: If you are following along, you should download the following files from xebra.com and
save them to a known location on your computer. This way, you will have the files available so
that you can test uploading them to your web site:
http://www.xebra.com/Artwork/ChiPostcard.psd
http://www.xebra.com/Artwork/ChiPostcardBack.psd
http://www.xebra.com/Artwork/ChiPostcard.pdf
http://www.xebra.com/Artwork/ChiPostcardBack.pdf
http://www.xebra.com/Artwork/ChiPostcardMailingL ist.xIs

Click the Add Attachment button on the Catalog Order Section of the Shopping Cart Web Page.

Please attach artwork files for both the front and back of the postcard. If you want us to do
the addressing and mailing of the postcards, also attach your mailing list.

Step 1 - Select a file to attach

|| Bmwse...[:!

Step 2 - Click on "Attach" to include the file with the entry
Attach | Cancel

Click the Browse button and select the file, ChiPostcard.psd from the browser specific file dialog.

Please attach artwork files for both the front and back of the postcard. If you want us to do
the addressing and mailing of the postcards, also attach your mailing list.

Step 1 - Select a file to attach

|C:hﬂ.rhmrk1(3hiF‘ustcard.psd Browse... |

Step 2 - Click on "Attach" to include the file with the entry

Attach | Cancel |

Then, click the Attach button to begin uploading the file from your local computer to your web site. If
the upload takes more than several seconds, you will see an upload complete percentage as the file
uploads. Once the upload completes, the attachment section should look like this:

© 2009 Xetex Business Systems, Inc.


http://www.xebra.com/Artwork/ChiPostcard.psd
http://www.xebra.com/Artwork/ChiPostcardBack.psd
http://www.xebra.com/Artwork/ChiPostcard.pdf
http://www.xebra.com/Artwork/ChiPostcardBack.pdf
http://www.xebra.com/Artwork/ChiPostcardMailingList.xls

84

Xebra E-Commerce

Please attach artwork files for both the front and back of the postcard. If you want us to do
the addressing and mailing of the postcards, also attach your mailing list.

ChiPostcard.psd (6621076 Bytes) Download | "u"iewl Delete

_Dy.ﬁ.dd Attachment |

Repeat the Add Attachment procedure for this item and add the four other files that should be
submitted with this order:

ChiPostcardBack.psd
ChiPostcard.pdf
ChiPostcardBack.pdf
ChiPostcardMailingList.xls

Once you finishing uploading the files to your web site, the Shopping Cart page should look like this:

© 2009 Xetex Business Systems, Inc.
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@:—-:. - |g, http:ff172.21,26. 108 cgi-bingXebra?StockaddToC artfs=cbdkhlDogc ataloglD=2&group=1

T

Learning By Example gom h
=lolx]
j 90| % ILive Search L

J File Edit Wiew Favorites Tools Help

| &3 - |Links >

ﬂ? i @ Order Confirmation | |

J Xy Home v [ Feeds (1) - b Print « |5bPage -+ (Cf Tools - ?

-

QHome

? Help ‘-E{Shopping Cart ] Log Off

TEX

BUSINESS SYSTEMS, INC.

Warehouse Release

You have 1 item(s) in your cart.

Welcome Fred Hickey

Xetex Marketing Materials

Shopping Cart

- Enter = number in the Qty. box to change the number of items you'd like to order.
- Click Empty Cart to delete ALL items from your Cart.

- Click the Remowve box to delete an item from your Cart.

- Click the Update Cart button to view most recent changes.

- Click the Complete Order button to complete your order.

Information

837
More Detail I :I
Addressing & Mailing: Yes (036 =

Please attach artwork files for both the front and back of the postcard. If you want us to do
the addressing and mailing of the postcards, also attach your mailing list.

ChiPostcard.psd (6681076 Bytes) Download | Viewl Delete |
ChiPostcardBack.psd (1249371 Bytes) Download | Viewl Delete |
ChiPostcard.pdf (7823977 Bytes) Download | View Delete |
ChiPastcardBack.pdf (1850693 Bytes) Download | Viewl Delete |
ChiPostcardMailingList.xls (258560 Bytes) Download | Viewl Delete |

Add Attachment

Em Cart
Catalog Order
Item Price Unit  Quantity Remove
METEX-TSPC- Xetex Trade Show special
Posteard 6" x 4" Digital Printi Special
p::c::.r * S Pricing £0.655  EA I— -

Subtotal:

Update Cart |

Complete Order
Save Cart

Continue Shopping |

£381.72

=l

’_ ’_ ’_ ’_ ’_ m |0 Internet | Protected Mode: OFf

ENR

Notice the Download button to the right of each file attachment, if for some reason you needed to
download the file back to your local computer from the web site, you could press the Download button.

The View button will download the file and attempt to open it in the appropriate program if it is available
on your computer. To try this out, click the View button to the right of ChiPostcard.pdf. You should

see the following PDF after the download from the web site completes.

© 2009 Xetex Business Systems, Inc.



8'{,.-’/

v

1
S
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o http://172.21.26.108/ cgi-bin/Xebra?Download Atkachmentfs =chdkhlDo:view=Y#attach - |E| |i|
£ | http:[f172.21.26.108/cgi-bin/XebrarDownloadAttachment s=chdkhl0ofview="y&att achmentID=-2001121 96_?8239??-D&theFi|eNj

HEODO & ot NG §leeuw. P
o i[Fina -

N
)
(o)

‘i,}‘lb
£
i

0
I
5
ds

’— l_ ’_ I_ l_ I_ |Urknown Zane | Protected Made: Off

Close the PDF.

A delete button is also available to the right of each file attachment so that you can remove an
attachment if you got the wrong file by mistake. Unless you made a mistake, you don't have to Delete
anything at this time.

Click the Complete Order button on the Shopping Cart page.
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Em Cart
Item Price Unit  Quantity Remove
XETEX-TSPC- Xetex Trade Show
Postcard 6" x 4" Digital Printing Special I—
Packed: InFF-;rrImu:tiun F0-ee2 = =

837
More Detail I ]
Addressing B Mailing: Yoo 036 -

Please attach artwork files for both the front and back of the postcard. If you want us to do
the addressing and mailing of the postcards, also attach your mailing list.

ChiPosteard.psd (6681076 Bytes) Download | Viewl Delete

ChiPostcardBack.psd (1249371 Bytes) Download "u"iewl Delete

ChiPostcard.pdf (7223377 Bytes) Download

| 1In."iev.n':.n'l Deletel
ChiPostcardBack.pdf (1850693 Bytes) Download | "u"iewl Deletel

ChiPastcardMailinglList.xls (258560 Bytes) Download Viewl Delete

Add Attachment |
Subtotal: £581.72
Update Cart |
I Complete Order L\J
Save Cart

Continue Shopping |

This will load the final Checkout page. Enter the following information on the Checkout Page:
PO Number: Fred

Special Instructions: | submitted both Photoshop and PDF versions of the artwork files just in case.
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rder Confirmation - Windows Internet Explorer = |EI |£|
@: ~ |&] httpifi172.21,26. 108 cgi-binfsiebra?UpdateCartas=chdkhiDo =l #2)| ¢ fuive search L~
J File Edt ‘iew Favorites Tools  Help J @ - JLinks >
v ke (& order Confirmation | | J o3 Home = Feeds (3 - fsPrint ~ |7 Page v () Tods ~ ?

=l

‘GHome ?Help Shopping Cart ﬁLog Off

m You have 1 item(s) in your cart.

BUSINESS SYSTEMS, INC.

Welcome Fred Hickey

‘Warehouse Release

Xetex Marketing Materials

Checkout

Total order excluding applicable shipping charges and tax: $551.72

Please complete the information below so that your order can be shipped promptly.

Shipping | ¥ETEX - Xetex Business Systems, Inc. - 1103 Rocky Drive - Suite 103 - West Lawn PA 19609 ~ |

Location

Attantion: W
Ship Via: W
PO Number: lFred—
Cost Center: l—

Special Instructions:

I submitted both =]
Photoshop and PDF

versions of the artwork
files just in case. LI

=
|,l’cg\-binJ‘Xebra?CDmpIateOrder&s:cbdktho ’_’_ ’_ ’_ ’_ m |e Internet | Protected Mode: OFf 100 - v

Click the Continue button to complete checkout and load the Order Confirmation page.

© 2009 Xetex Business Systems, Inc.



fj Order Confirmation - Windows Internet Explorer

1 .

@:—-:. - |g, http:ff172.21,26. 108 cgi-bing¥ebra?CampleteOrderfs=chdkhloo

Learning By Example gon h
=lolx]
j 90| % ILive Search L

J File Edit Wiew Favorites Tools Help

| @ - |tinks >

ﬂ? i @ Order Confirmation | |

J Xy Home v [ Feeds (1) - b Print « |5bPage -+ (Cf Tools - ?

-

TEX

BUSINESS SYSTEMS, INC.

Item

Order Confirmation

“Your request has been processed. Your confirmation number is 6. Thank You.

QHome ?Help ‘-E{Shopping Cart ﬁLog Off

You have 0 item(s) in your cart.

Welcome Fred Hickey

Price Unit Quantity Extension

XETEX-TSPC - Xetex Trade Show
Postcard 6" x 4" Digital Printing

Addressing & Mailing: Yes
Attached Files:

ChiPostcard.psd (6681076 Bytes)

ChiPostcardBack.psd (1249371 Bytes)
ChiPostcard.pdf (7823977 Bytes)
ChiPostcardBack. pdf (1850693 Bytes)

ChiPostcardMailingList.xls (258560 Bytes)

$0.693 EA 837 381.72

The total may not include all items, shipping charges, and tax.

Sub Total: 581.72
Shipping & Handling:
Sales Tax: 34.90
Total: $616.62

Attention: Fred Hickey
Ship Via: Best Way
PO Number: Fred

Cost Center:

Shipping Location: XETEX -- Xetex Business Systems, Inc. - 1103 Rocky Drive - Suite 103 - West Lawn PA 13609

Special Instructions: I submitted both Photoshop and PDF versions of the artwork files just in case.

Print Page |

0K |

=l

|Done

’_ ’_ ’_ ’_ ’_ m |0 Internet | Protected Mode: OFf

ENR

The Order Confirmation page displays all the information entered on the order, including a list of the

file attachment names and sizes.

Notice that in the image that shows the Order Confirmation page, Sales Tax was calculated as $34.90.
If the tax location code that you used for your demo XETEX customer was not configured the same,

the Sales Tax and Total that you see may differ.

Now that you've placed the order on the web site, go back to your Xebra Client and go to the main E-

Commerce window.
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%= %ebra E-Commerce = 0] x|
File Actions Go Help

Web Site Address: [172.21.26.108

Hefrezh Web Site

[T Use alternate refresh method

— Unproceszed Activity Fram 'web Site
Warehousze Feleazes: IEI Process Warchouse Feleases

Stock Sales: IU Pracess Stock Drders
Stationen: IU Frocess Stationeny Orders

Dffice Supplies: Il:l Frocesz Office Supply Drders

Find E-Commerce Tranzachions | Approval Order Audit |

Ilpdate web zite with new static data.

Notice that the Unprocessed Activity From Web Site is still showing zero orders for each type. (If you
don't see zero orders on your Xebra E-Commerce window, you must have Real Time processing
already setup.)

Unless you have Real Time processing enabled, you have to click the Refresh Web Site button to
receive orders from your web server into your Xebra database. For now, just click the Refresh Web
Site button to receive the order. After the refresh completes, the Stock Sales total order count will
change to 1 and the Process Stock Orders button will become enabled.

— Unproceszed Activity From ' eb Site

Warehouze Releazes: IEI Frocess Warehousze Beleazes |
Stock Sales: I'I Frocess Stock Orders
Stationen: IEI Frocess Stationery Orders |

Miira Sonnlia II'I_ Frarezz MHire Sunnlufrders I

Click the Process Stock Orders button to open the Process Stock Sales window.
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%= Process Stock Sales

File Help

=10 x|

91

Customer: IXETEX eter Buzineszs Systems, [no.
1103 Rocky Diive
Ship Ta: IXETEX Suite 103
WWest Lawn Pd 19603
Date: IEIEIHESHEIEI

Feq. Mo IFre-:I
ATTHM: IFre-:I Hickey

Confirmation Mao.; |B

From Operatar: IFrEd Hickey

Wia: IEest Wfay

Cost Eenter:l

Special [netctions:

| zubmitted both Photozhop and POF versions of the arbwork files just in caze.

Sales Tax: 34.90

=

[

[tem # | Description | Guantity [ UOM || Price | Attachments |
HETEX-TSPC *eter Trade Show Postcard a37 EA 0635 . A |
Frocess Erint Skip Delete Firished "Wiew Credit Card

The Process Stock Sales window shows the information that the web user submitted with the order on
the web site. Notice that the Attachments column of the item list for the order has the number 5 in it.
This means that five files are attached to this item. To view the file attachments, double click the

XETEX-TSPC item in the list to open the E-Commerce

2% E-Commerce Stock Sales Item Detail

Stock Sales Item Detail window.

=10 x|

File Attachmentz

File: M arne | Size |
ChiPostcard. ped 6.4 kB
ChiPozstcardB ack. psd 1.2 MB
ChiPozstcard. pdf 7amB
ChiPozstcardB ack. pdf 1.8 B

ChiPostcardh ailingList. sls

Double click the ChiPostcardMailingList.xIs file in the list to open the mailing list file attachment in
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Excel.

EZ Microsoft Excel - T~ChiPostcardMailingList.xls

DEEGRY s 2B o-o (@ = A 82| d e - @[ w0 -0 -
J File Edit Wiew Insert Format Tools Data Window Help Adobe PDF

G1 | = Zip

& [ B [ C | D [ E

|1 [Attention Company Narne Address 1 Address 2 City
| 2 |Altention Mamel Company MName1 1 Main Street Suite 1 City
| 3 |Aftention Mame2 Company Narne2 2 Main Street Suite 2 City
| 4 |Attention Mamed Cornpany Marmed 3 Main Strast Suite 3 City
| 5 |Aftention Mamed Company Narned 4 Main Street Suite 4 City
| 6 |Attention MameS Cornpany Marned S Main Strast Suite 5 City
| 7 |Aftention MameB Company NarneG B Main Street Suite B City
| 8 |Attention Mame? Cornpany Marned 7 Main Strast Suite 7 City
| 9 |Aftention Mamed Company Narned 3 Main Street Suite 8 City
| 10 |Attention Mame9 Cornpany Marned 9 Main Strast Suite 9 City
| 11 |Attention Mamel0 Company Narne10 10 Main Street Suite 10 City
| 12 |Attention Mamel1 Cornpany Name11 11 Main Strest Suite 11 City
| 13 |Attention Mamel2 Company Narnel2 12 Main Street Suite 12 City
| 14 |Attention Name13 Cornpany Narne13 13 Main Street Suite 13 City
| 156 | Attention Mamel4 Company MNarnel4 14 Main Street Suite 14 City
| 16 |Attention Name15 Cornpany Narne15 15 Main Strest Suite 15 City
| 17 | Attention Mamel6 Company MNarne1§ 16 Main Street Suite 16 City
| 18 |Attention Name17 Cornpany Narne1? 17 Main Street Suite 17 City
| 19 | Attention Mamel5 Company MNarne13 18 Main Street Suite 18 City
| 20 | Attention Mame1d Cornpany Narne19 19 Main Strest Suite 19 City
| 21 |Attention Mame20 Company Narne20 20 Main Street Suite 20 City
| 22 | Aftention Marme21 Cornpany Name21 21 Main Street Suite 21 City
| 23 |Attention Mame22 Company Narne22 22 Main Street Suite 22 City
| 24 | Attention NameZ3 Cornpany Narne23 23 Main Street Suite 23 City
| 26 |Attention Mame24 Company Narne24 24 Main Street Suite 24 City
| 26 | Attention Mame25 Cornpany Narne2s 25 Main Street Suite 25 City
| 27 |Attention Mame26 Company Narne25 26 Main Street Suite 26 City
| 28 |Attention Mame27 Cornpany Narne2? 27 Main Street Suite 27 City
| 29 |Attention Mame23 Company Narne23 28 Main Street Suite 28 City
| 30 | Attention Name29 Cornpany Narne29 29 Main Street Suite 29 City
| 31 |Attention Mame30 Company Narne30 30 Main Street Suite 30 City
| 32 | Aftention Marme31 Cornpany Name31 31 Main Street Suite 31 City
| 33 |Attention Mame32 Company Name32 32 Main Street Suite 32 City
| 34 | Attention Name33 Cornpany Narne33 33 Main Street Suite 33 City
| 36 |Attention Mame34 Company Name34 34 Main Street Suite 34 City
| 36 | Attention Name35 Cornpany Narne3s 35 Main Street Suite 35 City
| 37 |Attention Mame36 Company Name3§ 36 Main Street Suite 36 City
(4[4[ [p]"Sheet1 {Gheetz £ Sheets / 4] ) x|
Ready 1 i i v

For this example, the Excel file contains dummy data rather than real addresses. Close the Excel file
to return to the E-Commerce Stock Sales Item Detail window. If you right click on any of the files in the
list, you will see a pop-up menu with two options: Open and Save.

2% E-Commerce Stock Sales Item Detail - II:I Iil

File Attachmentz

File M ame

ChiPo 6.4 B
ChiPostcardB ack. psd Oper 1.2 MB
ChiPozstcard. pdf 7amB
ChiPozstcardB ack. pdf 1.8 B

ChiPozstcardhd ailinglist. sls 2525 KEB

ak |

Open would open the file just as if you double clicked it. The Save option would present that standard
Windows File Save dialog so that you could save the file to a place on your local computer. On E-
Commerce orders, you are not permitted to delete file attachments or add to the file attachment list.
The E-Commerce order is meant to be a permanent record of the order as it came into Xebra from the
web user.
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Close the E-Commerce Stock Sales Item Detail window.

Qn the Process Stock Sales window, click the Process button.

[tem # Dezcription Cuantity | UOM | Price Attachmentsz
“ETEX-TSFC sietex Trade Show Postcard A | 0BG

Erint Skip Delete Firished "Wiew Credit Card

This will open the Create Job - Stock Sales window.

%= Create Job - Stock Sales _ ID I!I
okttt ———————————————ee :

|tem # Description Quantity | UOM | Price Attachmentsl Ordering Instructions

RKETEX-TSPC etew Trade Show Postcard a37 EA 0.6595 5 | Place all orders for these postcards with
Test Digital Printing Co.

Femember to have the postcards shipped to
uz if they need addressing and mailing.
Adjust the Yendor Instructions for the
purchaze order to Test Digital Printing Co. so
that there is no reference to addressing and
mailing zince we will do that.

Job Type: I Standard Job j
Job Status: I Order in Process j
Wendor for all line items: ITESTDIGI ﬁl Test Digital Printing Ca.

C CreateJob Add Todob | Cancel |

Notice the Ordering Instructions reminder in the list. This comes from the Ordering Instructions that
you entered on the main item record. Also notice that the Vendor for all line items has defaulted to
TESTDIGI. This is because you entered Suggested Vendor 1 as TESTDIGI on the Item record.

You don't have to change anything on the Create Job - Stock Sales window. Click the Create Job
button to open the Create Job Dialog.

_lix
Job Murber: |h 00000 ﬂ

Load Job | Continue E-Commerce |

If you are using automatic job numbers, the Job Number will default to the next available job number in
your system. For this example, change the job number to TESTSS instead so that it will be easier to
find the job and delete it when you're done testing.

The Continue E-Commerce button would create the job and then return you to E-Commerce. For this
example, click the Load Job button to create the job and switch to Order Entry to view the job.
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2= Create Job Dialog

= 01| x|
Job Number:ITESTSS ﬂ

Continue E-Commerce |

%= ¥ebra Order Entry

File Wiew Commands Actions Inguiry Go  Help

=10l x]

]| Q| <= wl

JDb:ITESTSS

[ Altermate Address [ File Attachments
Status: I Order in Process j

Custarmer: I.‘><.'ETE>< ﬂl Heten Bugziness Systems, Inc.
Billing Custarmer: IXETEX ﬂl Hetex Buziness Spstemz, Inc.

Cantact: |Fred Hickey
Customer PO #: IFred
Cost Eenter:l

Job Type: I Standard Job
Date | Mote |

Rep: IDE [uaota Cruzher

[rate Completed: I j

[~ Special Commizsion

(uote Date:l :I
Order Date: [09/22/09 7]
Due Date:l :I

— Invoice

Numl:uer:l

Add Date:l
F'aiu:l:l
¥ Special Instructions
Itermn | Description | Quantity [ DOM [ Status | Fallow-up |
XETEX-TSPC Xetex Trade Show Postcard 837 EA |

Notice that the Special Instructions check box in the center of the Xebra Order Entry window is

checked.
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—lhvoice———
ob j Numl:uer:l
I Add Date:l
F'aiu:l:l
IF§ pecial [nstructions
Description | CQuantiy [ LOKM | Status | Fallor
Xetex Trade Show Postcard 837 EA

Click the Special Instructions check box to open the Special Instructions window for the job.

=10 x|
Special Ingtructions:

| zubmitted both Photoshop and POF versions of the atwork files just in

=
Caze,

Sales Tax 34.90

[~
ok LCancel

The Special Instructions have the Special Instructions that the web user entered on the web site's
Checkout page as well as the Sales Tax that was calculated on the web site for the order.

Close the Special Instructions window.

On the Xebra Order Entry window, double click the XETEX-TSPC item on the line item list to open the
Line Item window.
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#Z Line Ttem = II:I |£|

File Wiew Commands #Actions Help

B[] &[]

Job Number:ITESTSS Trau:king:l j Fallow up:l j

Item: [<ETEX-TSPC @] [<etex Trade Show Postcard
|Ei" « 4" Digital Printing

Product Cat.: I ﬂl GL Sales: |4|:||:||:| ﬁl

= . I [ Inventory item [~ Mew job for customer
eLmaf Sd - g : [~ Tatal as freight [T Exclude from zales
IV Long description and instuctions [~ Tatal az composition [~ Proof required
[~ Print itern on invoice [~ Cost only item

Sell Ta: IW Hetex Business Spstems, |he. Buy Frum:lw ﬂl Test Digital Prirting Co.
Huantity Ordered: |E3?— IE [uantity Ordered: IBS.'-"— IE
[luantity Shipped: IU— [uantity Shipped: IU—
it Price: IW % Margin: Iw IJrit Cozt: Iw
Caszt Eenter:l Wendor Order D ate: I—j [ Acknowledged
Reorder D ate; I—j Ship By: I—j Date Due: I—j Shipped: I—j

Yendor Quote #: I

v Image
[ Arbwork included [T Alternate address Yendar Job n:l
[~ Repeat for vendor [T Consecutive numbering

. . AP Sequence:l
[~ Specifications [~ Sales tax exception
I File Attachments [ Production definition

Notice that the File Attachments check box is checked at the lower left corner of the Line Item window.

v Image

[ Armwark included [~ Alemnate address

[T Bepeat for vendor [T Consecutive numbering
[T Specifications [T Sales tax exception

I File Attachments ™ Production definition

Click the File Attachments check box to open the File Attachments window.
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= File Attachments = 0] x|

f

File Attachmentz

File: M arne | Size |
ChiPostcard. pad BEA107E
ChiPozstcardB ack. psd 1249371
ChiPoztcard. pdf Fa23977
ChiPostcardB ack. pdf 1850693
ChiPostcardh ailinglList. x|z 28560

This is a list of the artwork files and mailing list file that the web user submitted with the order on the
web site.

You are going to want to send the Photoshop (.psd) files to Test Digital Printing Co. with the purchase
order to have these postcards printed.

Double click ChiPostcard.psd in the File Attachments list to open the File Attachment window.

Z File Attachment - o] x|

File Mame: IEhiPDstcard.psd
Size: |BEE107E

Save To Dizk | Delete |

—&ttach to emailz of the following document tppes:
[T Zip [ %endor Quote Bequest
[T Zip [ Customer Quoke
[ Zip [ Customer Acknowledgernent
[ Zip T Purchase Order
[T Zip [ Invoice
[T Zip [ Packing Slip
[T Zp [ C5lEeleaze

ok Cancel

You could click Open to view the attachment, Save To Disk to save a copy of the .psd file to your local
computer, or you could Delete the attachment from the line item.

All you really need to do is check the Purchase Order check box in the Attach to emails of the following
document types section.
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%= File Attachment = 0] x|
File M ame: IEhiF‘Dstcard.psd
Size: |BEE107E:

Open | SaveTao Diskl Delete |

— Aittach to emails of the following document types:
[ Zip [ Yendor Quate Request
[T Zip [T Customer Quaote
[ Zip [ Customer Acknowledgement
[ Zip ¥ Purchaze Order
[ Zip [ Invoice
[ Zip T Packing Slip
[T Zip [T L5l Releaze

Cancel |

Click OK to save the email option changes for the ChiPostcard.psd attachment and close the File
Attachment window.

14

Double click the ChiPostcardBack.psd file in the File Attachments list and set the Purchase Order
option for this file as well.

The two .psd files are the only ones that you need to attach to the purchase order to Test Digital
Printing Co. They don't need the .png versions that the web user sent and they don't need the .xls
mailing list either because you are going to do the mailing, not Test Digital Printing Co.

After you are done setting the Purchase Order email option for the two .psd files, return to the Line
Item window.

Notice that the Long description and instructions check box is checked on the Line Item window.

IE" w 4" Digital Prir
Product I:at.:l ﬂl GL Sales: |4EIEIEI ﬂl

Hemarks:l

[v Long descrption and instructions

Sell To: IKET Ex Heter Business Systems, Inc. By F

Quarttity Ordered: {437 E4

Click the Long description and instructions check box to open the Long Description And Instructions
window.
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% Long Description And Instructions = IEIIiI

Long Dezcription:

f2FT. C-1-5 GLOSS COVER wWHITE ;l
PROCESS COLOR + LY COATIMG OWER BLACK, - BLEEDS

CUSTOMER SUPPLIED FILES WITH ALL ELEMEMTS IM FLACE
Addrezzing & Mailing: ves

Wendaor Inztiuctions:

12PT. C-1-5 GLOSS COVER WHITE :l
PROCESS COLOR + LW COATING OWER BLACK - BLEEDS

CUSTOMER SUPPLIED FILES "ITH ALL ELEMEMTS IM PLACE
Addrezzing & Mailing: Yes

WWarehouze Instructions:
Addrezzing & Mailing: Yes ;I

Ok LCancel

When you process an E-Commerce Stock Sales item with item options, the item options are appended
to all description and instruction types on the Long Description And Instructions window. In this case,
the Addressing & Mailing: Yes option doesn't apply to Vendor Instructions because the vendor who will
be receiving the purchase order to print the post cards won't be doing the mailing. Also, the

Warehouse Instructions are not needed at all for this item because the item is not coming from a
warehouse.

Remove the Addressing & Mailing: Yes line from both the Vendor Instructions and the Warehouse
Instructions. The resulting Long Description And Instructions window should look like this.
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;/’."-"" Long Description And Instructions

— =] x|

Long Dezcription:

12PT. C-1-5 GLOSS COVER WHITE ;I
PROCESS COLOR + LY COATIMG OWER BLACK. - BLEEDS

CUSTOMER SUPPLIED FILES wWITH ALL ELEMEMNTS IN PLACE

Addrezzing & Mailing: ves

Wendaor Inztiuctions:

12PT. C1-5 GLOSS COVER 'WHITE ;I
PROCESS COLOR + LW COATIMNG OVER BLACK. - BLEEDS

CUSTOMER SUPPLIED FILES "W/ITH ALL ELEMENTS IN PLACE
WWarehouze Instructions:

LCancel |

Click the OK button to save the modified Long Description And Instructions and close the window.

When you prepare the purchase order to have the postcards printed at Test Digital Printing Co., you
want to specify that the cards should ship back to you instead of to your XETEX customer. To
accomplish this, you need to enter an alternate address on this line item record.

Click the Alternate Address check box on the Line Item window.

v Image

[T Aok included [ ,-'1‘-. :

[T Fepeat for vendor Conzecutive numbering
[~ Specifications [~ Sales tax exception
v File &ttachments [~ Production definition

Alternate addrezs and shipping information

This will open the Alternate Address window.
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7 Alternate Address = 01| x|

v &lternate address information

Copy From... ———
Company name:l Custorner |
.ﬁ.ddresﬂ:l i Wendor
Address 2:|

Lg
Citr I State: I £ip I
Camer: I j

[ Inside delivery required

ok | LCancel |

The printed cards should ship back to you, so you should enter your address information in the
Alternate Address window. You might have a Vendor record entered for your in house production or
services. In this case, you could choose the Copy From > Vendor button to quickly fill in the Alternate
Address window.

Once you have entered your address information into the Alternate Address window, click OK to save
and close the Alternate Address window.

Another problem with the way that this order came over from the web site is that printing of the
postcards, postage, and handling are all lumped together into this one line item with a total unit price of
0.695. It would be better to split this line item into 3 parts. The current line item will be the line item
that represents the printing of the post cards.

Change the Unit Price from 0.695 to 0.335. 0.335 represents the price of the actual post cards based
on the pricing that you entered on the Item record.

Sell To: IKET Ex Heter Business Systems, [ne. Buy

Quantity Ordered: [837 |E

Lluantity Shipped: IIZI
Uit Price: IEI.335 F‘f‘“ Margir: |29_35

Cost Eenter:l

Reorder D ate:; I j Ship B I_

Next, you need to add an additional charge for the postage.

Close the Line Item window.

From the Xebra Order Entry window, choose Commands > Additional Charge from the menu.
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>

22 xebra Order Entry

File Wiew | Cormmands #Actions Inguiry Go  Help

i E  MNewlob Ztrl+-E
= add Line Ikem ChrlH-L
Joke |T Chrl+G
- .-'-‘-.Iterna: Repeat This Job -~ ] Rep: ﬁ
Cusz Find Job Ctri+F Buziness Systems, lno.
Detailed Job Search Chrl+5 ;
Billing Cusz Change Key Buginezs Spstems, lnc.
Ct
Mext Job CErlH-m
Custamer Prexious Job k4P
Cost [
Delete Job
Job Tope: | Standard Job j
| Date | Mote | ada |

This brings up the Additional Charge window.

SISIET
[kem: || ﬁl

Description: I

Product Categaony: I_ ﬁl
Wendor: I ﬂl

Cost/LE: ID
[~ Tatal as freight
Price/Lt: ID
Percent Margin: I

0k | LCancel |

[T Costonly

NOTE: The following procedure adds another item to the database for direct mail postage. If you
already have a product for direct mail postage, you can just read through this procedure but use your
existing product code for postage instead of creating a new one. If you don't already have a product
code for postage, you might want to keep the new postage item in your Xebra database after you
create it through the following steps.

For the Item, enter POSTAGE and hit the Tab or Enter key on your keyboard. If you don't have a
POSTAGE item record yet, you will see the following message.
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%

If you want to create the new record, answer Yes to create a new item record.
On the Item record, you can set the first Description line to Direct Mail Postage.

Enter PST for the Product Category code on the new item record and hit Tab or Enter on your
keyboard. (If you already have a product category for postage, you can use that code instead)

In this example, the PST record doesn't exist so you would get another Invalid Code message box
asking you if you want to create a new product category record.

)

If you want to create the new record, answer Yes to create a new product category.

On the Product Category window, enter Postage for the Category Description.

For the Alternate GL Sales Reference and Alternate GL Purchase Reference, you should pick a GL
code that is appropriate for postage. This example uses code 5510 but in your chart of accounts, the
best code might be something else. If you are creating this record and are thinking about keeping it,
you might want to consult with your bookkeeper or accountant if you aren't sure which code to use.

Check the Exclude from sales check box on the Product Category window. This will prevent postage
line items from affecting sales rep commissions and other sales reports.

The Postage Product Category record should look something like this.
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2= Product Category

File Commands Help

=10 x|

alx| W el nl

Product Categary Code: IF'ST

FFE; ....................

Category Dezcription: IF'Dstage

Shaort Description; I

Special Commizzion Select: IEI
dlernate GL Sales Reference: |55'| o ﬂl Direct kail Pastage
Alternate GL Purchasze Reference: |55'| 0 ﬂl Direct Mail Postage

[~ DOffice Supply Default Categony

Determines whether itemz in this categom are ex

cluded from sales

Close the Product Category window to return to the main Item window.

So far, your Item record for postage should look something like this.

=100 %]

File Commands Help
2] A <=
Item: [POSTAGE

Description: IDirect M ail Pastage

[~ Long description and instructions

Product Categany: IF'ST ﬂl Postage
Size I:cu:le:l ﬂl

Cuztomer: I ﬁl

[~ Ordering instructions

Gmup:l

[T Inactive

Cuztorner'z lkem Number:l

Packed: IU I

Sell Unit of Meazure: I
Buy Unit of Meazure: I

[ Irwentony lkem

Fer: I

[~ Customer Specific

- s

[~ Price Infarmation Ta:-:

[~ Kit I}

Wendor's [kem Number:l

Suggested Wendor 1: I ﬁl
Suggested Wendor 2 I ﬁl
Suggested Wendor 3 I ﬁl

Inwentony lkem [~ Image

[~ File Attachments

[~ Specifications
[~ Production Definitian

T axability infarmation far the item

The only other thing you really need to do is set the taxability for your postage item.

Click the Tax check box near the bottom left of the Item window to open the Tax window.
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ok | LCancel |

e

T
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=101 x|

Click the Tax exempt product check box. You also need to enter a Tax exempt reason.

Enter PST for the Tax exempt reason and hit the Tab key or Enter key on your keyboard. (If you
already have a tax exempt reason suitable for postage in your system, you can use that code instead).

If you don't have a PST tax exempt reason record, you will get the following message.

Invalid Code

x|

If you want to create the new Tax Exempt Reason, answer Yes to open the Tax Exempt Reason

window and enter Postage for the Description.
3‘;" Tax Exempt Reason

File Commands Help

=10 x|

BX| B &=

Tax Exerpt Reasan: IF'ST

D escription: IF'Dstagel

T ax exempt reazon description

Close the Tax Exempt Reason window to return to the Tax window which should now look like this.
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%= Tax = 0] x|
v Tax

v Tax exempt product

Tax exempt reasan:IF'ST ﬂl Postage

Alternate zales taw; ﬁl

Cancel |

Click the OK button to save your changes and close the Tax window.

You completed POSTAGE item should look something like this.

i
File Commands Help
: [cio
2[X| B[ &= nl
Item: [FOSTAGE
Diescriptian: |Direct Mail Postage [~ Long description and instructions
I [~ Ordering instructions

Product Categony:; IF'ST ﬂl Postage
Size Ecu:le:l ﬂl Group: | =
Customer: I ﬂl [T Inactive

Cuztamer'z ke Mumber: I Yendor's ke Mumber: I

Packed: ID I Per: I Suggested Yendor 1: I ﬁl
Sell Unit af Measure: I Suggested Vendor 2 I ﬂl
Buy Unit of M easure: I Suggested Yendor 3: I ﬂl

[ Inventory kem [~ Customer Specific Inventary Item [~ Specifications [~ Image
[~ Price Infarmation v Ta:-& [~ Production Definition [~ File &ttachrnents
[ Eit

T a=ability information far the item

Close the Item window to return to the Additional Charge window. When you Tab off of the Item
prompt, the Description and Product category should be pulled from the postage Item record. If you
have an item record pre-configured for the future, you will save the steps just described to setup the
postage item, postage product category, and postage tax exempt reason.

So far, your Additional Charge window should look like this.
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%= additional Charge = 01| x|

ltem: [POSTAGE |

Dezcriptian: IDirEI:t b ail Postage

Praduct Eategary:lﬁ ﬁl Poztage
Wendaor: || ﬂl

CostdLE: IU
[T Total as freight
Price/Lt: IU
Percent b argin: I

ok | Cancel |

[T Costonly

The Additional Charge window expects Cost and Price to be entered as lot values. For this postage,
the lot price would be 837 x $0.27 which would be $225.99.

Enter 225.99 for the the Cost/Lt and Price/Lt.

Your completed Additional Charge window should look like this.

SSIET
ltem: [POSTAGE 4|

D'escription: IDirect b ail Postage

Product Eategur}l:lﬁ ﬁl Poztage
Wendor: I ﬂl

Ciozt/LL: |225.E|EI
[~ Tatal as freight
PricesLt: |225.E|EI -
Cozt only
Percent M argin: ID

LCancel |

Click the OK button to complete adding the separate postage charge to the order.

The job should now have both the XETEX-TSPC item for the postcards, and the POSTAGE item for
the postage.
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%= ¥ebra Order Entry

=10 x|

File Wiew Commands Actions Inguiry Go Help
B[ WA a[= wl
JDI::ITESTSS [ Special Commission

[T Alternate Address [" File &ttachments Rep: IDE Duata Crusher
Statuis: I Order in Process j

Cuztomer: IXETEK ﬂl Hetex Business Svstemns, Inc. Guate Date:l :I
Billing Customer: IXETEK ﬂl #etex Business Spstems, Inc. Order Date:lﬂae"23e"|:|9 j

Contact: IFrEd Hickey Diue Date:l :I
Cuztomer PO ﬂ:IFred Date Enmpleled:l j

Cost Eenter:l ;
— Invoice
Job Type: I Standard Job j Number:l
D ate | Mote | Add Date:l—
F'aiu:l:l
¥ Special Instructions
Item D ezcription Cuantity | UOM | Status Fallow-up

HETEX-TSPC Xetex Trade Show Postcard

POSTAGE Direct Mail Postage 1 Lt

N

Adding an additional charge to a job results in adding a line item to the job just like any other line item.
The difference between Xebra Order Entry > Commands > Additional Charge and Xebra Order Entry >

Commands > Add Line Item is that the Additional Charge method is less complex and the Add Line
Item method gives you more options.

The next step for processing this order is to add the handling charge. For this example, use the Add
Line Item method to add the handling charge.

From the Xebra Order Entry window, choose Commands > Add Line Item from the menu.
—lox|
File Wiew | Commands Actions Inguiry Go Help

)i%lxl E  MNew Job Ckrl+E
Jobe T additional Charge! Ckrl+ia [~ Special Commission

[ Altemat i Fep: IDE Duata Crusher
; Repeat This Job

CimA -k TRl E

This will bring up the New Line Item Type window.

© 2009 Xetex Business Systems, Inc.



Learning By Example 109

%= New Line Item Type = 0] x|

— Chooze a line item creation method

" Item code

T “"Copy fram another line item
i~ Automatic Multiing
" Dffice Supply

ok | LCancel

The item creation method defaults to Item code. Normally, you might want to have an item code that
represents a service that you provide for addressing direct mail and preparing it for the post office.

For this example, choose the Without item code option and click the OK button on the New Line Item
Type window to open the Item Data window.

For the Description 1 field enter: Addressing & Mailing

i
Ordering Instructions:
[tern: I ﬁl

Description 1: I.-'-‘-.u:ldresaing & M ailing

Dezcription 2: I

Remark.z: I

Product Categaory: I ﬂl

[ Tatal az freight

[ Irwentom item

LCancel |

There are other optional fields on the Item Data window that you don't need to fill in for this example.
Click the OK button on the Item Data window to move on to the Vendor/Scheduling Information
window.
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%= ¥endor /Scheduling Information = 0] x|

Tracking: I j Faollow-up Datel j
Wendor: I ﬂl

Wendor Quate : I—

Wendor Job $#: I—
Wendaor Order D ate: I—:I
Ship By Date: I—j
Request/Due Date: I—j
Shipped D ate: I—j
Re-order D ate: I—j

[T wendor acknowledgement
Cancel |

If you really are a service provider for preparing direct mail, you should probably have a vendor code
that represents your company. If you do, you can use that code. For this example, we are just going
to leave everything on the Vendor/Scheduling Information window blank.

Click OK on the Vendor/Scheduling Information window to move on to the Line Item Quantities
window.

Enter the following information on the Line Item Quantities window:

Sell Quantity Ordered: 837
Sell Unit of Measure: EA
Buy Quantity Ordered: 837
Buy Unit of Measure: EA
Unit Price: 0.09

The resulting Line Item Quantities window should look like this:

Z Line Item Quantities -] x|
[~ Dizable automatic calculations Discaurt Eu:u:le:l ﬂl F'riu:e:l

— Sell Quantities — Buy Guantities

Guantity Ordered: |E3-—"' IE-"—"- Cuantity Ordered: IEE? IE-"-"-

Guarntity Shipped: IU Guartity Shipped: IU
LIrit Price: ID.UE‘ LIrit Cozt: ID.DD
Percent Marain: I

[T Cast only item

LCancel [Euztommer (ke | rguim

Notice that the Unit Cost is 0.00 in the image above. The cost is something that you might want to
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enter in a real world situation to represent the estimated cost of labor for preparing this mailing. For
this example, we simplified and let the Unit Cost be zero.

Click OK to complete the creation of the Addressing & Mailing line item. The completed Line Item for
Addressing & Mailing should look something like this.

RS

File Wiew Commands #Actions Help

a|x| =] Gl
Job Number:ITESTSS Trau:king:l j Fallow up:l j
Ilem:l ﬂl |.-’-'-.::I::|ressing & Mailing
|
Product Eat.:l ﬂl GL Salea:lﬂmﬂﬂ ﬁl

Remark.s: I

[~ Long description and instructions

[ Inventory item [~ Mew job for customer
[~ Tatal as freight [T Exclude from zales
[~ Tatal az composition [~ Proof required

[~ Print itern on invoice [~ Cost only item

Sell Ta: IW Hetex Business Svstems, Inc. Buy Fn:.rn:l— ﬁl
[uantity Ordered: |E3?— IE [uantity Ordered: IBS.'-"— IE
[luantity Shipped: IU— [uantity Shipped: IU—
IJrit Price: IUUS— # Margir: I— it Cost: IUUU—

Cost Eenter:l Yendor Order Date:l j [~ Acknowledged

HenrderDate:l j ShipBy:I :I Date Due:l :I Shipped:l j

[ Image YYendor Quate #:I

[ Arbwork included [T Alternate address \tandar Job n:l

[~ Repeat for vendor [~ Conzecutive numbering Jras I—
[~ Specifications [~ Sales tax exception EHUENCE!

[ File &ttachments [~ Praduction definition

Froduct descrption line 1

Close the Line Item window to return to the Xebra Order Entry window. You should now have 3
separate line items for this job.

Item | Description | Quantity | DO | Status | Fallow-up
XETEXR-TSPC Xetex Trade Show Postcard 837 EA
POSTAGE Direct Mail Postage 1 Lt

Addressing & Mailing 837 EA

s

The 3 line items at this point are unrelated. To Xebra, these are 3 separate products. You can
optionally create a relationship between these items. Assuming that XETEX-TSPC is your main item
and the POSTAGE and Addressing & Mailing are related to this main item, right click on the
POSTAGE item and select Add To Group from the pop-up menu.
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It | Description | Cuantiog | L0 | Status | Fallaw-up |
RETEX-TSPC ~etex Trade Show Postcard 837 EA
POSTAGE e I O S

Add To Group ailing 837 EA

This will open the Add Line Item To Group window.
%= add Line Item To Group = 0] x|
Select the mazter item af the group ta add POSTAGE - Direct Mail Poztage

[tem Dezcrption [luantiby
HETEX-TSPC #eter Trade Show Postcard

k Addrezzing & Mailing a37

On the Add Line Item To Group window, double click the XETEX-TSPC item to link POSTAGE to this
main item for the postcards.

On the line item list of the Xebra Order Entry window, you should now see that the POSTAGE item is
indented slightly and the text is not bold anymore like other master items on this job. POSTAGE is
now a child of the main XETEX-TSPC item.

Itermn | Description | Cuantiog [ L0 | Status | Fallow-up |
XETER-TSPC Xetex Trade Show Postcard 837 EA
| POSTAGE Direct Mail Postage 1Lt

ddressing & Mailing

_ 837]EA | | |

Add To Grou o]

Right click the Addressing & Mailing item and choose Add To Group from the pop-up menu to make
this item a child of the XETEX-TSPC item as well.

When you are done grouping the line items on the TESTSS job, the Xebra Order Entry window should
look like this.

© 2009 Xetex Business Systems, Inc.



Learning By Example 113
_ipix
File Wiew Commands Actions Inguiry Go  Help
B%| WA <= wl
Juh:ITESTSS [~ Special Commizsion
[ Alemnate Address [ File Attachments Flep:IEJE Quata Crusher
Status: IEIn:Ier in Process J
Customer: IKETEK ﬁl Hetex Business Systems, Inc. Quote Date:l j
Billing Customer: I.‘><.'ETE>< _l Heter Business Systems, Inc. Order Date: ||:|E|,.423;|:|9 :I
Contact: IFred Hickey DLz Date:l :I
Cusztomer PO 1¢:|FrEIj Date Cumpleted:l it
Cost Eenter:l ;
— Invoice
Job Type: I Standard Job j Numl:uer:l
D ate | Mote | Add Date:
F'aiu:l:l
¥ Special Instructions
Itermn | Description | Quantity | DOM [ Status | Fallow-up |
XETEX-TSPC Xetex Trade Show Postcard 837 EA
| POSTAGE Drirect Mail Postage 1 Lt
Addreszing & Mailing 337 | EA
Line itemn lizk

i

To send the purchase order and artwork to Test Digital Printing Co., choose Actions > Prepare Vendor

Purchase Order from the Xebra Order Entry menu.

%= %ebra Order Entry

File Wiew Commands | Acktions Inquiry Go  Help

Prepare Cuskormer Quoke

alx| ) ¢

Record Customer Order

J-:ul:u:ITESTSS

[T Altemate Address
| pea—

*F'r'E!FI-EIr'E! Wendor Purchase Order

Customer Acknowledgement

[ TPEP Sy g |

JENN [

This will open the Prepare Vendor Purchase Order window.

Hep:lﬂl: Cluota
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Z prepare Yendor Purchase Drder = |EI |£|

File Commands Help

2 wl

Wendar: ITESTDIGI I ﬁl Test Digital Printing Cio. Shipping Information...

Carrier: |Best " ay j
[ Inside delivery required

Production Contact: IDtha Cruzher

Exizting purchase arders for the selected vendor an this job
F.O. Mumber | Date | Ttem | Cescription |

Select itemnsz fiar the purchaze order.

| Item | Cescription |  Quanti| UOM [ Unit Cost|  Estension |
x| ®ETEX-TSPC »etex Trade Show Posteard 837 | EA 0235 136,70
POSTAGE Direct Mail Postage 1 Lt 22593 22593
Addrezsing & Mailing 837 EA 0.00 Q.00
Purchaze order date. 5

On the Prepare Vendor Purchase Order window, note that the Vendor defaulted to TESTDIGI and the
only item selected for the purchase order is the XETEX-TSPC item. This is because the
XETEX-TSPC line item is the only one set with the TESTDIGI Buy From code.

To generate the purchase order, choose Commands > Create Purchase Order from the Prepare
Vendor Purchase Order menu.

= Prepare ¥Yendor Purchase Order
File: | Commands  Help

Create Purchase COrder

| TESTDIGI | Test Digital Printing Co.

P.0. Date: |uafz4ma 1

Production Contact; I':!u':lta Cruzher

This will open the Purchase Order Editor window and show a preview of the purchase order document.
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% Purchase Order Editor = IEI |£|
File Options Help
|
2l
PURCHASE ORDER
3 X E D ’1 umber Diate
eora emo g‘ﬂap Ics TESTSS 09/24/09
1103 Rocky Drive « West Lawn PA 19609 » Phone: 610-898-1551 « Fax: 610-098-1564 Page 1 of 1
Your Quate Mumkber Ship Date Our Account Mumber | Contact Customer Customer Order Mo.
See Below ASAP Cuota Crusher HETEX Fred
TO: Test Digital Printing Co. Ship Via:
123 Main Street Best Way
Elverson PA 18520
“endor Info: Phone: 555-555-1234 Fax: 555-555-1235 Email: orders@testdigitalprintingco.com
Ship To:
Hebra Demao Graphics
1103 Rocky Drive
Wast Lawn PA 19509 %
Guartity L ttem Description Unit Cost Extension
837 EA  HETEX-TSPC Xetex Trade Show Postcard 0.235 196.70
B" x 4" Digital Printing
Special Instructions: 12PT. C-1-5 GLOSS COVER WHITE
PROCESS COLOR + L COATING OWER BLACK - BLEEDS
CUSTOMER SUPPLIED FILES WWITH ALL ELEMERTS IM FLACE
‘| |

4

The Ship To area on the purchase order should show your company name and address that you
entered into the Alternate Address of the line item record for the XETEX-TSPC item.

From the Purchase Order Editor menu, choose Options > Additional Instructions After Last Line.

%= Purchase Order Editor
File | Options  Help

H v Mo Additional Instructions
ha'J.-:I-:Iiti-:unaI Instructions After Last Line
Additional Instructions On Separake Page

kthm A = s I

For the Addtional Instructions, enter the following text:

Bl sl

Please see the attached artwork files in Photoshop format for the front and back of the postcard:
ChiPostcard.psd
ChiPostcardBack.psd
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| Guantity L ftem Dezcrigption Unit Cost

837 EA  HETEX-TEPC Xetex Trade Show Postcard 0235
6"« 4" Digital Printing
Special Instructions: 12PT. C-1-5 GLOSS COVER WHITE
PROCESS COLOR + U COATING OVER BLACK - BLEEDS
CUSTOMER SUPFLIED FILES WITH ALL ELEMEMTS IM PLACE

Additional Instructions:

Flease see the attached artwark files in Photoshop farmat for the front and back of the postcard:
ChiPostoard. psd

ChiPostcardBack. psd

On the Purchase Order Edit toolbar, click the Save button to finalize the purchase order.

35" Purchase Order Editor

File Cptions Help
[¥]
B
Save QS o nfo. Phone: 555-555-1234 Fax: 555-555-1235 Email: ordlers

Ship To:
#abra Demao Graphics
1103 Rocky Drive
West Lawn PA 19609

| Cwamtie 1IRA Ko Maserivdinn

The completed Purchase Order document will be displayed in Xebra Print Preview.
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_lnix
File Edit Commands Insert Help
B E slgle= 2 &lzelx] «|=] 7288
=
PURCHASE ORDER
>< E D F Mumkber Date
cora cmo g‘r'ap Ics TESTSS 09/24/09
1103 Rocky Drive » West Lawn PA 19609 » Phone: 610-898-1551 « Fax: 610-896-1564 Page 1 of 1
our Guote Mumber Ship Date Our Account Mumber | Cortact Customer Customer Order Mo,
See Below AS AP Cluota Crusher HETEX Fred
TO: Test Digital Printing Co. Ship ia:
123 Main Strest Bect Way
Elverson PA 19520
“Wendor Info.. Phone: 555-555-1234 Fax 555-555-1235 Email: orders@testdigitalprintingeo com
Ship To:

Xebra Demo Graphics

1103 Rocky Drive

Wiest Lawn PA 19509

Guantity U ftem Description Unit Cost Extension
837 EA  RETEX-TEPC Hetex Trade Show Fostcard 0.235 195.70

G" x 4" Digital Printing

Special Instructions: 12PT. C-1-5 GLOSS COVER WHITE
PROCESS COLOR + UV COATING OWER BLACK - BLEEDS
CUSTOMER SUPPLIED FILES WITH ALL ELEMENTS IN PLACE

Additional Instructions:

Please see the attached artwork files in Photoshop format for the front and back of the postcard:
ChiPostcard.psd

ChiPostcardBack.psd

Kl

To email the purchase order to the vendor, click the email button from the Xebra Print Preview toolbar.
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%= %ebra Print Preview

File Edit Commands Insert Help

¥ slslal= 2| b Eelx]| = FlsiBE sl
5

E-rnail Dacument Cerl+E

__". Xe[:rr*a Demo G‘I"cﬁpl’\icg

1103 Recky Drive « West Lawn PA 19609 » Phone: 610-858-1551 « Fax: 610-896-1564

our Guate Mumber

Mae e Malao.,

Zhig Date IDur Account Mumber | Cortact

no— an mn L TP S o R

The email should open in the default email client for your computer. The following image shows the
email in Windows Mail.

W rurchase order

File Edit Wiew Insert Format Tools  Message Help
goend | 4 B O3V I M- N

From: IFrh@xehra.cam {mnail.xebra,com)

Tai ITest Digital Printing Co. =ordersi@testdigitalprintingoo.com:;
e I
Bic: I

Subject: IPurchase Order

Aktach: I'ﬁchipostcardsack.psd {915 KE) P chipostcard.psd (4.77 MB) | Jab TESTSS.pdf (21.0 KE)

| A dEls rua

1t
]
n¥n
]
(i
[
il
[l

= &
Flease wew the Purchase Crder attached to this emal.

Notice that the artwork files are attached as you specified on the line item File Attachments. The Job
TESTSS.pdf file is a PDF version of the purchase order document. From this point, you could alter the
text of the email to again describe the file attachments and what they are and you could send the
email. Since Test Digital Printing Co. isn't real and this isn't a real order, don't try to send the email.

Close the email without sending.
Close the Xebra Print Preview window.
Close the Prepare Vendor Purchase Order window.

Since the TESTSS job is just an example, it would be good to remove it from your live system. Click
the red X on the Xebra Order Entry toolbar to remove the job.

© 2009 Xetex Business Systems, Inc.



~, I .

Learning By Example o

%= %ebra Order Entry

File Wiew Commands Actions  Inguiry

alx @A &= W
S [restes

‘l—'n

—_

NOTE: If the red X is disabled, you will need to find a Xebra operator in your company with the correct
security privileges to delete the job.

3.1.3 Adding A Stationery Item

The Xebra E-Commerce Stationery catalog type is for any items for which the web user will need to
specify text to be imprinted on the item. A common example of an item for which the Stationery
catalog is suitable is a business card where the web user might want to specify the name, address,
phone, email, etc. to be printed on the cards. You might also use the Stationery catalog for items such
as personalized pens, embroidered or silk screened shirts, direct mail pieces, etc. Whenever you want
the web user to be able to specify text to be imprinted on an item and provide the web user with a
proof image of the imprinted item, the Stationery catalog type is the one to use.

For this example, we are going to use a Xetex business card for the item to add to the stationery
catalog. Let's assume that Xetex sends you the artwork file in Adobe InDesign CS3 format.

_Iolx
File Edit Layout Type HMotes Object Table Wiew ‘Window Help
S | 2 FrTET w: & = E [R5 I (NI St Y (- S~ ‘ ~ _
: 1300 428 H £ Y= ;[glﬁ JE e IR - - 1 | o=
=3
m | 1I 1 ﬂ
0y
.
.
T,
&
N
= IER
4, ]
e |
ac || 1 _ Your complete
—1 A software solution!
] r ! We earn our siripes every day.
EN e D ave E-Mail: dave@xebra.com
L = Hartranft
g ] 1103 Rocky Drive, Suite 103 + West Lawn, PA 19609 WETEX
7 E 800-356-2772 » 610-898-1551 ext. 21 » Fax: 610-898-1564 BUSINESS SYETEMS. INC.
&M 1 www.xebra.com =
Al
Z1E
=T - _ i
’E TR = [TREIE =1k b % open CBED| | vz

If you want to follow along with this example and you can work with .indd files, you can download the
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file from the following link:
http://www.xebra.com/Artwork/XetexBusCard.indd

If you can't work with this .indd file, don't worry. Just read along. You will be provided with all the files
that are absolutely necessary to work through this example. Even if you don't use Adobe InDesign

CS3, you might be able to apply some of the concepts, shown in the InDesign examples, to your own
graphics tools.

The first step to setting up this item is to create the main Item record in Xebra.

From the Xebra Order Entry window, choose View > Item from the menu.
%= %ebra Order Entry

File | Wigw Commands Actions  Inquiry Go  Help

Fimancial ez

Payment Histary
Sales Tax
"¢ shipping Infotmation bments Hep:l_

Job Dacuments vI

EPS# Electranic Dacuments

Bil  Control Filas J
Cuskarmer g
Yendor L

N
Ly

Trwenboes TR tiry

From the Item window menu, choose Commands > New

File | Commands Help

BT |

Find Ckr+F
Change ey

On the New Code window, enter XETEX-BC for the new Item code.

© 2009 Xetex Business Systems, Inc.


http://www.xebra.com/Artwork/XetexBusCard.indd

Learning By Example 121

%= New Code = |EI|£|
Item: [XE TEXBC
bk Cancel |
de | Description :I
[tPRMT Irnprint Charge
LGES43 Logn Golf Ball:
POSTAGE Direct Mail Postage
SADDLE Collate, Saddle Stitch, and
SakMPLE Sample
SCREEM Screen Charge
SETUP Setup Charge
TH14 bug 14 oz
TH21 bug 21 oz
Lo [ WwWhite #3 YWindow Envelope J
“CTC. TCDOr Mk Temdm Clemans Omnbm=rd ;I

Click the OK button on the New Code window to create the new Item record.
On the Item window, enter the following information:

Description 1: Xetex Business Cards
Description 2: Digital Print

Packed: 500 EA Per: BX

Sell Unit of Measure: BX

Buy Unit of Measure: BX

Suggested Vendor 1: TESTDIGI

Note: In the Adding A Stock Sales Item section, we created the TESTDIGI vendor code. If you did not
create the TESTDIGI vendor code, but you want to follow along with this section, please refer to the
Adding A Stock Sales Item| st section for instructions to create the TESTDIGI vendor code.

So far, the Item window should look like this.
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Z Ttem = II:I |£|

File Commands Help
A Q| =]

Item: [XETEX-BC

Diescriptian: IXEtEH Business Cards [~ Long description and instructions

|Digital Frirt [~ Ordering instructions

Product Categony: I ﬂl
Size Ecu:le:l ﬂl Gru:uup:l j
Customer: I ﬂl [T Inactive

Cuztamer's lkem Numl:uer:l Yendor's [kem Numl:uer:l
Packed: IEDD IE-‘E'- Per: IBX Suggested Yendor 1:|TE5TD||3| ﬂl Test Digital Printing Co.

Sell Unit of Measure: IBK Suggested Yendor 2: I ﬂl
Buy Unit of M easure: IBX Suggested Yendor 3: I ﬂl

I Inventory ltem [™ Custamer Specific Inventamy ltem [ Specifications [ fimage
[~ Price Infarmation [~ Tawu [~ Production Definition I hFiIe Attachments
[ Kit

It would be good to add an image that represents the business card. If you can open the
XetexBusCard.indd file in Adobe InDesign CS3, choose File > Export from the menu.

It adobe InDesign C53

File Edit Lawout Type Mobtes Objeck Table Wiew ‘Window Help

Mew L4 5 E I |_ E
CIpEM. . . Chrl+0 ,w- E__[ E_
o =
Browse, .. alk+Ceel+ T
Close Chel4\ P | |1 M | 1 |1'r2. 1 | 1 |
Save Chrl4+5
Save As... Shift+Ckrl+5
Check Imi..
Save a Copy... Al CEeH+S
Rewert
Flace... kel
Import XML, ..
\ ——
Adobe PDF Presets P # "'rr
Cross-media Export » } : \“}

Document Presets r & \%‘} -'ra
Document Setup...  Alk+CEEHP
In the Export file save dialog, choose JPEG for the Save as type and specify a location on your
computer to save the file.

|

© 2009 Xetex Business Systems, Inc.



= o —
Learning By Example ikl |
x|
Save in: I- Deskiop j @ ,E = |
Marme | +| size | -] Tvpe |-
K Metwark
Recent Places 18 Computer
| Public
[T sETEx
YETEX
[
Compuker
4| | i
File name: etexBusCard.jpg j Save I
Save az hupe: JPEG j Cancel |
Adobe POF
EPS
InDezsigh Interchange
SVGE g
SWGE Compressed
=ML
|Jze Adobe Dialog |
P

Click the Save button to open the Export JPEG window. In the Export JPEG window, set the following

options:

Export: All

Quality: Maximum
Format Method: Baseline
Resolution (ppi): 300
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— Export
£ Selection
" Range: |1
e Al
[~ Spreads
— Image
CiLality: |Ma}{imum j
Eorrnat Method: |Eiaseline j
Resolution (ppil: |3IIIIII j
| I: Export | Cancel |

The Maximum quality setting minimizes the degrading effects of JPEG compression, but it doesn't
completely eliminate unsightly artifacts. It would be better to save the file in a non-lossy format, such
as PNG, but it doesn't seem that Adobe InDesign has that option. An alternative would be to export
the file to a PDF, then open the PDF file in Photoshop, and then save the file as a PNG. We will
explore this alternative later in this example, but for now, we will stick with the JPEG option.

Click the Export button on the Export JPEG dialog to complete saving the .jpg file.

If you weren't able to Export the JPEG from Adobe InDesign, you can download it from this link:
http://www.xebra.com/Artwork/XetexBusCard.jpg

Back on the Xebra Item window, click the Image check box.

em I Speciications I lmags
[~ Production Definitian I'%File Attachrments

On the Image window, click the Add button.
[0 x|

Delete | Save fg.. | Heduce Sizel

In the standard Windows File Open dialog, open the file XetexBusCard.jpg. You should end up with a
fairly high resolution image of the business card in the Image window.
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% Image — ol x|

Cancel | Beplace | Dielete | Save As | Eeduceﬁizel

;‘ . Your complete

1% software soluhon.

v ! We earn our siripes every day.
D ave E-Mail: dave@xebra.com
Hartranft

1103 Rocky Drive, Suite 103 » West Lawn, PA 19609
800-356-2772 » 610-898-1551 ext. 21+ Fax: 610-898-1564

www.xebra.com

BUSINESS SYSTEMS, INC.

Click Ok on the Image window to save the Image and return to the Item window.

Click the Long description and instructions check box and enter the following for both the Long
Description and Vendor Instructions:

BOXES OF 500 BUSINESS CARDS
12PT. C-1-S GLOSS COVER WHITE

Remember that you can use CTRL+C to copy the text and CTRL+V to paste the text into the multiple
instructions fields.
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b= Long Description And Instructions - IEIIiI
Long Dezcription:
BOXES OF 500 BUSINESS CARDS ;I

12PT. C-1-5 GLOSS COVER WHITE

Wendaor Inztiuctions:

BOx<ES OF 500 BUSIMESS CARDS ;I
12PT. C-1-5 GLOSS COVER WHITE

WWarehouze Instructions:

LCancel |

Click the OK button to save the descriptions and close the Long Description And Instructions window.

For this example, assume that you have an agreement with Test Digital Printing Co. that the cost of a
box of 500 cards will be $15.00 regardless of the quantity of boxes.

On the Item window, click the Price Information check box.
Answer No to the question, "Would you like to create a multi-level pricing structure?"

Leave the Price Per Unit blank and enter a Cost Per Unit of 15.00.
I

¥ Fricing information

Frice Per Unit: IEI.EIEI Bt
Coast Per Unit; |1 A.00 B

LCancel

Click OK to save the Single Level Pricing information.

The completed item record should look like this.
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=1oix]

2| WA <= wl

Item: [XETEX-BC

Deszcription: |><Eh3>-: Buginess Cards

v Long description and instructions

IDigitaI Print

Product Categony: I ﬂl
Size Ecu:le:l ﬂl

Custarmer: I ﬂl

[~ Ordering instructions

Gru:uup:l

[T Inactive

Cuztamer's lkem Numl:uer:l

Yendor's ke Mumber: I

Packed: 500 |E4

Sell Unit of Meazure: IBX
Buy Unit of Meazure: IB.‘X.'

[v Price Infomatiore [~ Tawu

Per: IBX

v

[~ File &ttachrnents

Suggested Yendor 1: ITESTD|G| ﬁl Test Digital Priniting Co.
Suggested Yendar 2: I ﬂl
Suggested Yendar 3: I ﬂl

[ Inventory kem [~ Customer Specific Inventary Item [~ Specifications
[~ Production Definition

Irmage

~

Determines pricing informatian for the current product

Now that you have the Item record, you are ready to create the actual E-Commerce Stationery catalog

item.

Close the Item window and use the Go menu to go to the main Xebra E-Commerce window.

On the Xebra E-Commerce window, choose Actions > Customer Setup.

On the Customer Setup window, enter XETEX for the Master Customer code and hit Tab or Enter on
your keyboard to load the setup information for this customer.

On the Customer Setup window, in the Stationery section of the Catalogs section, click the Master

button.

'35" Customer Setup

=10 %]

Maszter Customer: IXETEX ﬁl Hetex Businessz Spstems, Inc.

b azter |
I1zer |

b4 azter |
I1zer |

[ et |
[ = ]

YWeb Site Appearance | Reports | Shipping Methods | Credit Card Information |
— Catalogz
Wwarehouze Release Stock Sales——— Stationery Report

hd azter

I zer

This will open the Stationery Master Catalog window.
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';ff' Stationery Master Catalog

=10 x|

Faster Custamer: IKETEK weter Business Systems, lno.

[term #

| Customer ltem #

| Description

| Category | Motes |

On the Stationery Master Catalog window, click the New Item button. This will bring up the New

Stationery Master Catalog Iltem window.

_loix
[tern ﬂ:l Cuztomer [tem ﬂ:l
Diezcription: I Categony: I—
Clear Selected ltems | Add Selected ltems To Master Catalog |
Itern # | Custarner lterm # [ Description | Category | =
SAMPLE Sample
HETEXBC Hetew Busineszs Cards
HETER-EMW-Tw whhite #3 Window Envelope
HETEX-TSPC Hetew Trade Show Postcard
CSEF Color Separation Megatives ART
B101 Collate and Staple BHD
B106 Burgt and Decolate BHD
B110 Stuff and Seal Ervelopes BHD
B120 Shrink ‘wap Packs BHD
B130 1/4 Inch Standard 3 Hole Dl BHD
SAaDDLE Collate, Saddle Stitch, and BHD
A1207 Tour Pra Cap CaP
AT1210 The Coal Cap CaP
ABC1Z SI001G-REW A Service Invoice 91/2 = 7-4PT CC
ABCT4 991974 Part Releaze Request CC
ART Create drtwirk, ChP ;I

For the Item # enter XETEX-BC and then press the Add Selected Items To Master Catalog button.
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2= New Stationery Master Catalog Item - |EI |£|
[tern IKETEK-BE Custarmer |tem ﬂ:l
Drescription: I Cateqgary: I
Clear Selected ltems | I Add Selected Itemns To Master Catalog |
A
Itern # | Customer lterm # | Description | Categary | =]
HEB2a3a B0 High Gloss Offsatt Stack 5P
HGEmW B0 High Glozs Offzet - White 5P
IM1E5F Mug 16 az MUG
IMPRMT Irmpritt Charge CHF
LGES43 Logn Golf Ball: 5B
POSTAGE Direct Mail Postage PST
SAaDDLE Collate, Saddle Stitch, and BHD
SAaMPLE Sample
SCREEM Screen Charge CHF
SETUP Setup Charge CHF
Thi14 Mug 14 oz kG
T2 MUG21-G4 Mug 21 oz MUG
RETEX-BC [ [etewBusiness Cards I
HETEx-EMW-Tw wihite #3 Window Ernvelope
HETEX-TSPC Hetew Trade Show Postcard

Since we only added one new item to the Master Catalog, the Stationery Catalog Item window comes
right up.

il
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= Stationery Catalog Item - II:I Iil
[tern #: IKETEX-EE IXetEH Business Cards

Wiew [tem | ID igital Print

Cusztomer [tern #: IKETEK-BE
Product Categaory: I ﬁl
[y T— | Template | Add Quantity Restriction |

Packing Descriptian: |5|:||:| E& Per B By Fhi:strictinnls |
Quantity | UOM | Price

— Artwark Attachment Defaulk Options

Drefault File Mame: IHetEH Buziness Cards

Check the default tupe(z] of arbwiark o attach bo PO emailz.
[T | Screen rezalution praaf [FNIE]
[T Test-only PDE
[T EDE with background & text

— File &ttachments

[T Allow file attachments [T Require file attachment
et uzer fle attachment nstruchons:

Mates:

BEO<ES OF 500 BUSINESS CARDS ;I
12PT. CA-5 GLOSS COVER WHITE

[~

ok Delete Cancel

There are two images for each E-Commerce item. The Small Image should be thumbnail sized so that
it can display in a list on a web page. The Large Image can be much bigger to show more detail of the
product if the web user is interested. The image that you attached to the item record for XETEX-BC
will be the default for both the small and large image on this E-Commerce master catalog item. The
size of the image for the Large Image should be OK, but you will want to shrink the Small Image.

Click the Small Image button on the Warehouse Release Catalog Item window. You will see that the
resulting image in the Small Image window will be too big for a thumbnail.
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%= Small Image

ok | Cancel | Beplace | Delete | Save bz |

\
AN

P

30 W
PN ) ‘JL“l !L \@‘:\..\k\(}} F'JF‘

Click the Reduce Size button to bring up the Resize Image window.

For this example, change the Pixel Width to 213 and hit Tab or Enter on your keyboard. Since the
Maintain Aspect Ratio check box is checked, you will see that the Pixel Height adjusts in proportion to
the Width, so when the Width is set to 213, the Height will change to 121.

=ox|

Original: *idth 1050 pigelz, Height GO0 pisels, Size: 10.937500" = 6. 250000

& Small Image Fizel width: |2'| 3 Wwidth In Inches: |2. 218750
¢ Laige Image Pisel Height: |'| 21 Height Ir Inches: |'| 2E0417

= Logo Image
Cancel |

Click the OK button to complete resizing the image. You should see the new shrunken image in the
Small Image window.

=

LCancel | Beplace | Delete | Save bz . | Reduce Sizel

v Maintain &zpect B atio

7
§ "\ — i}
i
H,-‘i e
= X ¥ let
i software solution?
t,-I- ; — We sorn our siripes svery daoy.

Bl direaffnsts s om
Hartramit

10 Aol Dries, Sl 103 - Weai Lawn, B 18608

BI0-356 77T = SN 1554 . 5 & P 008001560

whanaLebra.com

Click the OK button on the Small Image window to save the new Small Image.

On the Stationery Catalog Item window, notice that the Packing Description defaulted to 500 EA Per
BX. This information came from the XETEX-BC item record that you created. If you want pricing to
show on the web site for this item, you need to add quantity restrictions with pricing.

Click the Add Quantity Restriction button.
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Product Categaory: I ﬁl

Small Imange | Large Imange | Template [, _Add Quantity Restriction |

Packing Description: |5|:||:| E& Per B By HTstrictinnIs |
Quantity | UOM | Price

— Artwark Attachment Defaulk Options

Drefault File Mame: IHetEH Buziness Cards

Check the default tupe(z] of arbwiark o attach bo PO emailz.
[T | Screen rezalution praaf [FHIE]
[T Test-only PDE

On the Internet Quantity Restriction window, enter the following information:
Quantity: 1

UOM: BX

Price: 39.99

Click the OK button on the Internet Quantity Restriction window to save this first quantity option.

il
E!uantit_l,l:l'l LIEIM:IEX
Price: I39.E|E|

Cancel | elete |

On the Stationery Catalog Item window, click the Add Quantity Restriction button again to add another
guantity/price option. This time, use the following information on the Internet Quantity Restrction
window.

Quantity: 2
UOM: BX
Price: 74.99

The Price field on the quantity restriction is not a unit price. It is the extended price for the item at the
specified quantity.

Enter another quantity restriction with the following information:
Quantity: 3

UOM: BX

Price: 99.99

After you are done entering the three quantity restrictions, the Quantity Restrictions list on the
Stationery Catalog Item window should look like this:
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Template | i Add Quantity Restriction

[Juantity Restrictions
Huantity [ UOM [ Price |

1 EX | 3999
ds 2 B 7499
3 BX 9999

1 attach to PO emailz.
FIE]]

Stationery items are meant to capture information from the web user to be imprinted on the item. To
accomplish this, you need to setup a template that specifies what information you are going to ask the
web user to enter and where to print the information that the web user enters.

To create the template for this item, click the Template button on the Stationery Catalog Item window.

35" Stationery Catalog Item - ||:| |£|

[tem H#: IKETEX-BE IXete:-: Business Cards

Wiew |tem | IDigitaI Print

Custommer [term #: IXETEX-BE

Product Categaory: I ﬁl

Small |mag|3 | La[ge |mage | ] Edd Duantit}' Restrchion |
Packing Description; IEUU E& Per B Bzl HTstrictinnIs |
. [uantity | UOM | Price
Artwork Attachment Default Opt
Thior achment D efault Op ?DHS 3 B 3.9
Drefault File Mame: IKete:-: Buzsiness Cards 2 [ 74.99
2 [y aa ag

There are currently two options for creating a new template as shown in the Template Creation Method
window.

%% Template Creation Met -] x|

f+ Chooze Background Image

" Import Template File

Cancel |

If you had a similar template that you used for another item, you might start with Import Template File
to bring in a template that you exported from another item. You might also use Import Template File if
somebody at Xetex creates a template file for you.

In this case, we want to create a new template from scratch, so we will leave the Choose Background
Image option checked.

Before we go further with creating the Template in Xebra, we need to gather some information and the
background image.

If you can open the XetexBusCard.indd file in Adobe InDesign CS3, start by opening the file.
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InDesign, seems to default to showing measurements in picas. Since the Xebra template editor works
with inches, the first thing you should do in InDesign is change the preference so that it will work with

inches instead of picas.

From the InDesign CS3 Edit menu, choose Preferences > Units & Increments...

It adobe InDesign C53

File | Edit Lawyout Type HRotes Objeck Table Wiew Window Help
[rdm Zhrl 42 i E ,I & E .
ﬁ Redm 1 0 e il m ﬁ - E_'
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oy (Zhp| T |5 |g |12
m Paste k|, PN P A AP TN P AN TN P N P TP AN P I |
Paste without Formatting  Shift-HEke Y
|T Faste Into ft |
R PasteinPlace B+ Shift+Crl+y
‘f‘.} Clear Backspace
"[' muplicate BlE+ShifE-Ch D P
| Stepand/Repeat. ., AlE-Er L k ( —r= -
. EACE Y
‘\ Select Al CEFlH-, Genetal. .. Chrl+HE
| meselect Al Shift-Ekr] 5 Interface
|:|_ InCopy Tvpe...
=] advanced Type. ..
™ Edit original o Dsimnw
S| Edit i Shory Editar bl i
Units & Increments., ..
ﬂ Quick spply. .. Ckrl+Entet Grds bl
FindfChange. .. ChHl+F our
_ fn e ' Guides & Pasteboard. .. s
Fimd | ek SlbEhe -
E spelling b Dickionary... il: dave@:
LN speling. ..
——  Transparency Blend Space r Autotorrect
@ Transparency Flattener Presets, ., ] PA 1960¢
» _ Mokes. .. 610-898-
= Color Settings...
n} Bssign Profiles. .. Skory Editor Displar. .. ra.cc
Q\ Conwert ko Profile. .. Display Petformance. ..
s Kevboard Shortcuts., .. Appearance of Black...
2 Menus. .. File Handling. ..
i Clipboard Handling. . .
. | [ =2 TR =1 ¥ % Open |

This will open the Preferences window for Units & Increments.
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Preferences

General | Units & Increments
Interface
Type

Advanced Type Origin: ISDI’EEIE' j

Zarnposition

Horizontal: [Fica ZI[ ponts

Grids I} Wertical: |F'i|:a5 j | pioirits
Guides & Pasteboard

Crictionary

— Ruler Units

Spelling — Paoint,Pica Size

Autocorract Paoints/Trnch: IF':::stSEript (72 ptsfinch) j

Miotes

Stary Editor Display

— Keyboard Increments
Dizplay Perfarmnance

Appeatance of Black Cursor Key: IEI[IIl
ity Reveling SizefLeading: IE pt
Clipboard Handling
Baseline Shift: |2 pt
Kerning: IED £1000 em

(]9 I Cancel

In the Ruler Units section of the Preferences window, change the Horizontal value to Inches and
change the Vertical value to Inches.

Linits & Increments

— Ruler Urits
Origir: |5pread j
Harizontal: |Inn:hes j | pioirts
[} yartical:

Click the OK button on the Preferences window to save the changes and close the window.

Now, just by looking at the rulers in InDesign, you should be able to see that this business card is the
standard 3 1/2 Inches wide by 2 Inches high.
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o’ adobe InDesign C53
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One of the things that you will need to know to setup the template in Xebra is the size of the artwork in
inches. We now know that the size for this artwork is 3.5" x 2".

The next step is to determine what part of this card will be variable text that the web user will be able to
enter. One part of this card that will be variable is the person's first name, which in the artwork is
specified as Dave.

Make sure you select the dark arrow in the InDesign toolbar.

I Adobe InDesign C53

File Edit Lawout Twpe HRokes ©

H:El-ﬂ.iBFE in w:lﬁ
§E§ Y:Iillil.4444in H:E

It ¥etexBusCard.indd @ 2

o. |1'|:2| M P |I:I

0]

& a4
?Iﬁelectinn Tool (%, Escape]l|

| ]

With the Selection Tool selected, click on the text, Dave, to select that box.
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-_ =

] y ¢ ! €
% Dave
Hartranft

] 1103 Rocky Drive, Suite 103 - We:
B00-356-2772 » 610-898-1551 ext_:

CE

When you select the Dave text box in InDesign, notice that the coordinates of that box are available in
the upper left hand corner of the InDesign window.

It adobe InDesign C53

File Edit Lawout Twpe Rokes Object Table

§E§ x:lﬂu.ma in W:EILH;E. in

&

v:lﬂ1.2535 in H:Elu.ma in

0" ¥etexBusCard.indd @ 234%

To the left of the coordinate values is a series of 9 little boxes, 8 white ones and one black one. The
black box sets the origin for the coordinate values. In the picture above, the origin is set to be the
center of the page. In Xebra, the origin is always the top left, so click the top left box to set the origin
to match Xebra.
—
a5

a8 o,
After you set the origin of the coordinates to be the top left, look at the positioning values for the Dave
text box.
#: 0 1121 in tl: (54 1.2396 in
SO0y 11736 in Hi 01793 in

&

By looking at the X value, we know that the left of this text box is at 0.1181 inches.
By looking at the W value, we know that the width of this text box is 1.2396 inches.
By looking at the Y value, we know that the top of this text box is at 1.1736 inches.
By looking at the H value, we know that the height of this text box is 0.1799 inches.

It will be helpful to know these values when you create the template in Xebra.

Another thing we need to know about this text box is what font was used. From the InDesign Window
menu, choose Type & Tables > Character.

© 2009 Xetex Business Systems, Inc.



Xebra E-Commerce

I’ adobe InDesign C53
File Edit Lawout Type HMotes Object Table  Wiew | window Help
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v Control Alt+Chrl+6
Effects Shift+CErH-F10
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This will bring up a window that will show you information about the font.
LA 1

- - x
| & Character < [tyles faph |tyles l —

p B! =l
=l

IE-Iack

]
Il 0T Eese < ﬁ SEEEI
s ,@r IilMetri-:s | AV |i|325 |

ITEImu% ;| Ilﬂmu% ;|
D a2 fFom T B

Language: I English: USA ;I

D!

We can see from this character information that the font was Arial Black 14.5 pt.

Also, notice that this box has a character spacing adjustment specified.
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| ¢ Character x ftyles faph [tyles | ?

=

| IP.ri.aI ;I I
IE-Ia-:k ;I n.

1TT|ﬂ14.5pt ;' ﬁ&l(l?.q-ptj;l 'm.
Ay B ] s B ]

1T Iil 1o0% ;I 1:' :I're:cking (in thu::usanu:lths of an em]l|
B TEr —

Language: IEninsh: Sa ;I £S5 SYSTEMS, INC.

Tracking is set to 325.

One other thing we need to know is how InDesign is setting the baseline for the first line of text within
this text frame. Right click on the Dave text frame and, from the pop-up menu, choose Text Frame

Options...
#:f]o 112t in ] 1229 in H
o Zoom 3
¥ 1.1736 in H: 0. 1793 in R RE7
Text Frame Options. .. Chrl+B i
_ X Fill with Placehalder Te k
e M Editin Story Editar Chley
1 TransForm k
Arrange b
0] Select [
] Lack Pasition Cel+Hl ],
] Stroke Weight i
Fikkirg 3
T
¥ Effects k
] Inkeractive k
] Tag Frame L
Aukakag B
1_ =
Display Performance k
W L]
1 : ,,@.r IilMem’-:s
7 = m - - E-Mai —————

This will open the Text Frame Options window.
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Text Frame Options

General |Baseline Options |

— Columns
Mumber: El
Width: 51.2396 i

Gutter; ED i

[~ Fixed Colurmn width

— Inset Spacing

Top: 0in

Bottom: 0in

il

Left: ED i

W Right: ED i

— “wertical Justification

Paragraph Spacing Lirnit:

Align: ITDp 'I

in

[~ Ignore Text Wrap

[~ Preview

[ o |

Cancel

Click the Baseline Options tab on the Text Frame Options window.

Text Frame Options

‘General  Baseline Options |

First Baseline

Offeet: | Fixed

j I} [lis W

At the top of the Baseline Options tab, you can see that the First Baseline is set to a Fixed Offset with

a value of 0.17 inches.

Click the Cancel button to close the Text Frame Options window.

One more thing that you should note about the Dave text frame is that the text is centered horizontally

within the box and the text is black.

Now that we know the positioning of this box and the font information, delete the box from the
InDesign artwork. This box will be variable on the Xebra template for the item and the web user will
enter the text to be printed. We don't want the text "Dave" to be part of the background for this

template.

With the Dave text frame selected, press the Delete key on your keyboard to remove the box. The
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artwork in InDesign should now look like this:

R )

N -rl.u!,.(.":_

ADVANTIAGE

] R : Your complete
: e software solution!

‘ v e We earn our stripes every day.

i E-Mail: dave@xebra.com
Hartranft

] 1103 Rocky Drive, Suite 103 » West Lawn, PA 19609
800-356-2772 » 610-898-1551 ext. 21+ Fax: 610-898-1564

: www.xebra.com

BUSINESS SYSTEMS, INC.

The last name will also be text that the web user will specify. In the artwork, the text box for the last
name is Hartranft. Make sure the dark selection arrow is selected in InDesign and click on Hartranft to
select that text frame.
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#: [o.1181in w: (12336 in 5 B 100 - |_ = B - | % #
= . = - @ - I
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It ¥etexBusCard.indd @ 261%

.....
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1 1 1 |1lr|2 1 1

|,

: = X
| = Character x ftyles faph fivies | =
[l -
IE-Iau:k ;I

o Bese 2 ﬁlﬂ(ll.ﬂipﬂ -] E_
,,a:_ﬁ:v IilMetrics =] Elﬂ” =&

A : { Your compl
T -] B software s

B TEF

Langquage: I English: IISA ;I

o Hartranft ¢

1103 Rocky Drive, Suite 103 * West Lawn, PA 19609
800-356-2772 » 610-898-1551 ext. 21+ Fax: 610-898-1564

www.xebra.com

We earn our sirip«

E-Mail: dave@xebra.

Note the coordinates and font information:
Left=0.1181 inches

Width=1.2396 inches

Top=1.4028 inches

Height=0.1181 inches

Font=Arial Black 9.5 pt

Tracking=0

Right click on the Hartranft text frame, choose Text Frame Options... from the pop-up menu, and click
on the Baseline Options tab. Notice that the First Baseline Offset is set to Ascent, which means that

the top of the highest letters in the font text should touch or be close to the top of the text frame.

Text Frame Options

‘General  Baseline Options |

]

First Baseline

Offeet: | Ascent j IMir: 0in

57
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Close the Text Frame Options window.

With the Hartranft text box selected, press the Delete key on your keyboard to remove it from the
background artwork.

Another field that will be variable on this card is the email address. Make sure the dark selection arrow
is still selected in InDesign and click on dave@xebra.com to select that text box.

ﬁf E:El.ﬁ?in W:ED.BEin ]Emu% I E vI S B i ik
Oy (13192 in H: 0.1143 in & @Emn% ||_ E -1 | 6% e ._PJ B kb

:V-*lEI
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T. | - % =
£ | ¢ Character x |tyles faph fiyles | =
[ [friat —
[, [Bold =]
% TEFs" = 4EFem =
W = Metrics - | AR =0 =] |3
< Ao MR oy Your complete
— =1100% - =1100% -
- - Enm = %ED = software snluhn
5, — We earn our stripes ever
1 Language: IEninsh: UsA ;I
K E-Mail:@la\'e@ﬁﬁra.com |§|
% 1103 Rocky Drive, Suite 103 * West Lawn, PA 19609 A

Note the coordinates and font information:
Left=1.97 inches

Width=0.85 inches

Top=1.3192 inches

Height=0.1143 inches

Font=Arial Bold 6.5 pt

Tracking=0

If you check the text frame options for the dave@xebra.com text frame, you will see that the First
Baseline Offset for this box is set to Ascent.

With the dave@xebra.com text box selected, press the Delete key on your keyboard to remove it from
the background artwork.

The only other field that will be variable on this card is the telephone extension. Make sure the dark
selection arrow is still selected in InDesign and click on the 21 to select that text box.
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e = P 1 0. 1004 in | Emu% = & @
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Note the coordinates and font information:
Left=1.524 inches

Width=0.1004 inches

Top=1.6736 inches

Height=0.1143 inches

Font=Arial Bold 6.5 pt

Tracking=0

If you check the text frame options for the 21 text frame, you will see that the First Baseline Offset for
this box is set to Ascent.

With the 21 text box selected, press the Delete key on your keyboard to remove it from the
background artwork.

Although we've covered the four fields that will have variable text, there are two more text boxes on
this InDesign layout that we need to look at. The line starting with 800-356-2772 and ending with Fax:
610-898-1564 should be left justified. The space between the variable telephone extension and the
fax number should remain constant, so the fax number (including the bullet before the fax number) will
have to shift depending on the width of the telephone extension that the web user enters. Also, we
want the telephone extension field to be optional. If the web user doesn't specify an extension, the text
"ext." should not show in the artwork either and the fax number should shift left to fill in the gap.

Make sure the dark selection arrow is still selected in InDesign and click on the ext. box.
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Note the coordinates and font information:
Left=1.345 inches

Width=0.1556 inches

Top=1.6736 inches

Height=0.1143 inches

Font=Arial Bold 6.5 pt

Tracking=0

If you check the text frame options for the ext. text frame, you will see that the First Baseline Offset for
this box is set to Ascent.

With the ext. text box selected, press the Delete key on your keyboard to remove it from the
background artwork.

Make sure the dark selection arrow is still selected in InDesign and click on the Fax: 610-898-1564
box.
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Note the coordinates and font information:
Left=1.647 inches

Width=0.9 inches

Top=1.6736 inches

Height=0.1143 inches

Font=Arial Bold 6.5 pt

Tracking=0

If you check the text frame options for the fax text frame, you will see that the First Baseline Offset for
this box is set to Ascent.

Another thing that you need is the actual text. This won't be variable information that the web user
enters. You will have to enter this text in this fax box into the Xebra template.

Double click the text in the fax text box and then highlight all of the text in the box, including the bullet.
e 103 - West Lawn, PA 19609

-1551 -
vww.xXebra.com

With the text in the fax box highlighted, hold the CTRL key on your keyboard and then press the C key
on your keyboard to copy the text to the Windows clipboard.
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In the Windows Run dialog, enter notepad as the program to Open and click the OK button.

resource, and Windows will open it for you,

Type the narne of a program, folder, document, or Internet

x|

Open: I notepad

'@' This task will be created with administrative privileges.

Cancel

[

Browse.., |

ﬂ

Once Notepad opens, hold the CTRL key on your keyboard and then press the V key to paste the text

of the Fax information text box into Notepad.
Bl untitled - Notepad ;lglil
File Edit Wi Help
+ Fax: 8l0-898-1564| =]

Farrmak

E

E
i
14

—
=
71
Il
i

Click the minimize button on the Notepad window to get it out of your way without closing it.

.'. Untitled - Notepad
File Edit
+ Fax.:
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Minimize

Wi Help
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Now that you have all the information that you need from the fax text box, you can delete it from the
InDesign background artwork.

Make sure that you switch to the dark selection arrow in InDesign and then make sure that the fax
information text box is selected. Then, press the Delete key on your keyboard to remove the fax
information text box.

The resulting artwork in InDesign with only the background art should look like this:

. pd
PRl EDie

~ N ! ADVANIAGE

Your complete

Ly software solution!
r e We earn our siripes every day.

E-Mail:

1103 Rocky Drive, Suite 103 - West Lawn, PA 19609
800-356-2772 - 610-898-1551

www.xebra.com

TEX

BUSINESS EYESTEME, INC.

Xebra can't currently work with this InDesign artwork directly. The best format for Xebra to use is
PNG, but InDesign doesn't seem to be able to create PNG files. This requires an intermediary step.

From the InDesign File menu, choose Export...
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It adobe InDesign C53

File Edit Lawouk Type Mokes Ohbject Table
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OpeEn. ., Chrl+o &
Browse. .. BlE+CErHC

Open Recent 4 m
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Save As... Shift+CErlH+5S

Check In...

Save a Copy... Alk+Crl+5

Revert

Place... k4D @“E&}k
Import XML, .

L
¥

D

In the Export dialog, choose Adobe PDF as the Save as type.

Adobe PDF Presets

A

Cross-media Expart

]
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x|
Save in: I Bl Desklop j @ I: = Hhf
Mame = |+ size | -] Type |-
e
| Public
J-;JCDmputer
@ Metwoark,
L Icons File Folder
A
Computer
4 | i
File name: IXetEHB uzCard. pdf j Save I
Save az type: I,-'l'-.du:.l:.e FDF j Cancel |
EPS
InDresign Interchange
JFPEG
SWiGE
SVGE Compresszed
L
|lze Adobe Dialog

Click the Save button on the Export dialog to open the Export Adobe PDF dialog.
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Export Adobe PDF

Adobe POF Preset: |HiglegReEliSRs{R|

Standard: INDne j Cornpatibility Iﬂcrubat 5 (POF 1.4) j
General
Cornpression o
Marks and Bleeds Description: ||Use these settings to create Adobe PDF documents for quality =]
Eutout printing on desktop printers and proofers. Created PDF docurnents
e can be opened with Acrobat and Adobe Reader 5.0 and later,
Advanced
Security ;I
Sumnnnary T_‘..
— Pages
o Al
" Range: |1
[~ Spreads
— Cptions
[ Embed Page Thumbnails Iv ‘iew POF after Exparting
v Optirnize for Fast Web View [T | Greate Acrobat Layers
¥ Create Tagged PDF
Expott Layers: | visble & Printable Layers j
— Incude
[~ Bookmarks [ Haon-Printing Ohiects
[ Hyperlinks [~ Interactive Elements
[ wisible Guides and Baseline Grids Multimedia: |Use Object Settings j
Save Preset... | Export I Cancel I

At the top of the Export Adobe PDF dialog, set the Adobe PDF Preset to [High Quality Print]

Click the Compression menu item on the Export ADobe PDF dialog.

Export Adobe PDF

&dobe PDF Prezet: | [Higl

Standard: I Marn

General

On the Compression setting screen, select Do Not Downsample for all image types. Also, change
Compression to None for all image types. You are trying to get the highest quality image possible, so
you don't want lossy JPEG compression or downsampling of raster images. The Export Adobe PDF
compression settings should look like this.
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Export Adobe PDF

&dobe POF Preset: I[High Quality Print] (rmodified)

Standard: INDne j

General

Matks and Bleeds
gk pk
Adwvanced
Security

Surnrnaty

Save Preset... |

Compression

=

Cormpatibility: Iﬂcrubat 5 (POF 1.4) |

— Color Irnages

IDD Mot Dowensarnple

j IHDD pixels per inch
for images above: |45EI pixels per inch

Compression: |Nu:une

| Tike Sige: [128

Irnage Quality: I

=]

— Grayscale Images

Do Mot Downsarnple

=] |3EII:| pixels per inch
for images above: |45III pixels per inch

COMmpression: INDne

| Tile Size: |128

Irnage Quality: I

[

— Monochrome Images

IDD Mot Downsarmple

j |12IIIIII pixels per inch
for images above: IlEIDD pixels per inch

Compression: |Mone

=

v Compress Text and Line &rt

v Crop Image Data to Frames

Cancel I

Click the Export button on the Export Adobe PDF window to complete creation of the PDF file.

If you don't have InDesign and you want to see the PDF file, you can download it from the following

link:

http://www.xebra.com/Artwork/XetexBusCard.pdf

Now that you have the PDF file, you can close InDesign. If you want to save the InDesign background
art, you should save it to a file with a different name than the original, such as XetexBusCard-

background.indd

For Xebra, we still need to convert the pdf to a PNG file. One way of doing this is with Adobe
Photoshop. If you have Photoshop, open the XetexBusCard.pdf file with Photoshop.

If you open the XetexBusCard.pdf file in Adobe Photoshop CS3, you will see the Import PDF dialog.
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Ps adobe Photoshop C53 Extended

File Edit Image Lawer Select Filker

A

Fk

Import PDF

Wiew  Window  Help

TA 77/

Learning By Example

EQ ‘ I Resize windows Ta Fit [~ Zoom All windows Actiz] Pixels I Fit Screen I Print Size I

— Select:
* Pages ¢ Images

.
d”

[}
Lea

r-a
S

s

TR

s

He (AR RBNS

1 of 1 page(s) selected

s

F

s

Thurnbinail Size: I Srall 'I

£

/'@_-

Lo |

— Page Options

Narme: | retexBusCard

Crop To: | Media Box
W anti-aliased

[

— Image Size: 7.21M

Width: | 3.5

| inches

Height: |2

v Constrain Proportions

| inches

=
=i

Mode: | RGB Color

Bit Depth: I 8 hit 'I

=

Resolution: |GDD |pixelsfinch =]

[~ Supress Warnings

In the Page Options section of the Import PDF dialog, select Crop To: Media Box. This should make
the Image size display correctly at 3.5 inches by 2 inches. Set the Resolution to 600 and the color
Mode to RGB Color with a Bit Depth of 8 bit, then click the OK button to convert the PDF file to a

Photoshop image.

Choose Layer > Flatten Image from the menu.
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Ps adobe Photoshop CS3 Extended

File Edit Image | Layer Select Fiker Analysis  View Window He

‘Q\v“ﬁﬂ New 3

Duplicate Layer. ..

Delete L -

Laver Properties. ..

r
|

=

Layer Skyle r
Smark Filker r
r—q
e Mew Fill Layer r i
p, Mews Adjustment Layer r
i.k_‘ iChange Layer Conkent »
-E[_ Layer Cantent Options. ..
P-4 Layer Mask » /
Yeckor Mask »

Create Clipping Mask, Bl CErlG

%%

=

amart Objects
YWideo Layers
3D Lavers
Twpe
Raskerize

e

:

Mew Layver Based Slice

PSR

111 Group Layers Ctel+c [ Wes
: B0l Ungroup Layers Shifk+CEr+G cxt.
. Hide Layers

Wl

=

Arrange

=

align
Diskribute

L # < =

=

Lock all Layers in Group., .

=

S Gl

Link Layers
Select Linked Layers

=
s

Chrl+E
Shift+Ctrl+E

Merge Lavers
Merge Yisible

Matking

o M7 A

Then, choose File > Save As...
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Ps adobe Photoshop CS3 Extended

File Edit Image Lawver

Mew. ..

Open...

Browse, ..

Open As...

Open &5 Smark Object, .
Open Recent

Select

Fiker Analwsis  Yiew Window Help
Chrl+M Al windows Actual Pixels
Chrl+0 1

oo T
Alt+Shift+-Che-C

Device Central. ..

PAd

Close

Close all

Close and Go To Bridge. ..
Save

Check In...
Save far Web & Devices., ..

Dauark

Chrl-H
BlE-HCEr|-
Shifk+CEr -5y
Chrl+5
Shift4+CErl+-5

Alt+Shift+CEr -5
Fi%

155

In the Save As dialog, choose PNG as the Format and save the XetexBusCard.png file to your local

computer.
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Ps Save As x|
Save in: I. Desklop j €] j: [
Marne = |v| Size |v| Type
T hWEE
Recent Places - Public
1% Cormputer
EF Mebwark
. Icons File Folder
< | |
File name: IKete:-:BusEard.png j Save I
Farmat: PMG [*PNG) j Cancel |

. Photoshop [*.PSD ;7 PDD]
~Save Options —|gpp [ BMP.* RLE * DIE)
Save: CompuServe GIF [°.GIF]
Dicom [*DCH;* DC3;".DIC)
Photozhop EPS [*.EPS]
Photozhop DCS 1.0 [%.EPS)
—— \Phatashop DCS 2.0[*EPS) —
Colar: JPEG [*JPG;"JPEG;"JPE]
Large Document Format [*.PSE]
PCx [ PCx)
Phatashop POF [*.POF:" PDF) —
o |Photozhop Baw [F.Raw
I Thumeral | piey i - pCT # PICT)

Fiwar [*.F=F —
& File must be
Partable Bit Map | b PG PP PHR " PFR " Pabd]
Scitexs CT [.5CT]
: Targa [ TGEA;"WDA ICB;*W5T]
Use Adabe Dialag | TIFF [*.TIF;TIFF]

i

In the PNG Options dialog, select None and click the OK button.
x

Interlace
* Mone

i~ Interlaced

Cancel |

Now that you have the background PNG file, you can close Photoshop and return to Xebra to continue
creating the E-Commerce Stationery Template.
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If you haven't been able to follow along with the InDesign and Photoshop example, you can download
the background image PNG from the following link:
http://www.xebra.com/Artwork/XetexBusCard.png

Return to Xebra and on the Template Create Method dialog, select Choose Background Image and
then click the OK button.

% Template Creation Met = 01| x|

{+ Choose Background Image

" Imnpart Template File

Cancel

In the Windows Open dialog, choose the XetexBusCard.png file.

Next you will see the Template Page Properties window.

= Template Page Properties - |I:I |£|

Template Page Size————— ~Image Size

Width [Inches]: || "Width [Pizelz): |2100
Height [Inu:hes]:l Height [Fixelz): (1200
b awirnum Fezalution [DF'I]:I Beplace Background Image |

Target Print/FOF Resolution [DPI]: I
Online Proof Image A eszolution [DPI]: I

ok | LCancel |

From the InDesign example, we know that this business card is 3.5" x 2".
In the Template Page Properties dialog, enter 3.5 for the Width (Inches).

When you tab off of the Width prompt, the Height should get set to 2.0 because the template editor
always maintains the proportions of the page size.

Based on the Width and Height in inches and the Width and Height of the background image in pixels,
Xebra calculates the Maximum resolution for this template to be 600 DPI.
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35" Template Page Properties

Template Page Size
Width [Inches]: |3.5

Height [Inches]: |2.0

=101 x|

Image Size
"width [Fixelz) |2100

Height [Fixelz): (1200

b amirnum Rezalution [DP): (600

Beplace Background Image |

Target Print/FOF R e&utinn [OPI): I
Online Proof Image A eszolution [DPI]: I

ok | LCancel |

You should specify for the Target Print/PDF Resolution (DPI) the highest resolution that you expect a
printer to use to print this item. You can't specify a higher resolution than the Maximum Resolution. If
you needed a higher resolution than what displays in the Maximum Resolution (DPI), you would have
to replace the background image with a higher resolution PNG. For this example, use 600 dpi for the
Target DPI.

The Online Proof Image Resolution (DPI) provides you with a way to specify how big the proof image
will be on the web site. Normal screen resolution is 96 DPI. Previous versions of Xebra always made
the proof image at 96 DPI. Since this business card has a small page size and some small fonts, it
would look better and be easier to read online at a slightly bigger size. Enter 120 for the Online Proof
Image Resolution (DPI).

Your Template Page Properties settings should look like this.

= Template Page Properties - |EI |£|

Template Page Size Image Size

Width [lnches]: 3.5
Height [Inches): | 2.0

"fidth [Fixelz): | 2100
Height [Fizelz]: (1200

b awirnum Fezalution [DP): (600

EBeplace Background Image |

Target Frint/POF Resolution [DFI): (500
Onling Proof Image Rezalution [DP1): 120

Cancel |

Click the OK button on the Template Page Properties dialog to save the settings and open the new
template in the Template Editor.

Notice that the title bar of the Template Editor shows 100% (1:1). This means that the template is
going to be displayed at 100% of the Target Print/PDF Resolution that you specified in the Template
Page Properties. At 600 DPI, this 3.5" x 2" template displays very large at 100%. You probably will
only be able to see a small part of the template at a time.

From the Template Editor menu, choose Zoom > 25% of Target Print/PDF Resolution (4:1)
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At the 25% zoom level, you should be able to see the entire template page without scrolling.
%= Template Editor - 25% {4:1)
File Edit Zoom Insert Help

AR &|=(®(% 7 wl

Learning By Example

%= Template Editor - 100% (1:1)

File Edit | Zoom Insert Help

;i% | nl 25% of Target Print/PDF Resolution {4:1) *

50% of Target Print/PDF Resolution (2:1) —
100%: of Target Print/PDF Resolution {1:1)
200% of Target Print/PDF Resolukion (1:2)

=1o]x]

\
o 1 ( Your complete

T software solution!
¥

We earn our siripes every day.
E-Mail:

1103 Rocky Drive, Suite 103 - West Lawn, PA 19609
800-356-2772 - 610-898-1551

www.xebra.com
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So far, the only thing showing in the template is the background. To add the first variable field to this
template, click the Insert Box button on the toolbar.

% Template Editor - 25% (4:1)

File Edit Zoom Insert Help

2|6 & [Bal@[X] 7Y wl

Insert Box

Clicking the Insert Box toolbar button will put the Template Editor into insert mode. As you move the
mouse pointer across the template, you should see that the mouse pointer is now a cross. Click the
mouse down at approximately the place where the top left corner of the first name field will go and
drag with the mouse still down to create an insertion rectangle about the right size. It is not important

to get the box positioned correctly at this point. All you need to do is draw a box somewhere on the
template page.
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%= Template Editor - 25% {4:1) = 0] x|

File Edit Zoom Insert Help

2|E| % |E(dX][7] wl

= Your complete
1L software solution!
e We earn our stripes every day.

| E-Mail:
-

1103 Rocky Drive, Suite 103 - West Lawn, PA 19609
800-356-2772 « 610-898-1551

www.xebra.com

7

When you let go of the mouse button, your new box should appear on the template outlined in blue
with red sizing rec@gles.

._.!7‘?"‘ /f,
vt 1

1103 Rocky Drive, [éuite 103 »

@A YEL8 BTTH o 24 OHD AEEA -

Double click the new box to open the Box Properties window.

© 2009 Xetex Business Systems, Inc.



|

Learning By Example 161
g
Captinn:l - Font
Dizplay Te:-tt:l Name:lf-‘mal j Test Calar: -
—Buox ype . . Style: I Reqular "l Size [pt]: |1 0 'I
¥ “ariable text Do Do L Ziloies | Character spacing:lﬂ Set font baseline distance from top of box...
¢ Dirop dowin List f+ ..equal to the font ascent - Windows text metrics

Add Entry | Horizantal Alignment " equal to the font ascent - fant file outline metrics
f* Left  Center ¢ Right ¢ ..equalto afized distance.

Fized baseline fram top of bm-::l

= Static text Lirk bo bo:-t:l j
— Bow pogitioning Sam ple Te}(t

[~ Lock box to these values

Left: ID.1 2BBET Top: |1 24
e Hight:|1.3 i Bottom:|1.433333 Highlight CDIDr:I_ B Miovemert
g Widlh:|1.1?3333 (o Height:lﬂ.193333 [~ Maore
Tiop [Lett
'IEI
Eniry Ordr: |D;| vI = Center, |D;| vI = Center,

Qancell £ Bottom £ Fight

Wertical————————— — Horizontal

The Caption field is what the web user will see when they are prompted to enter the variable text for
the box. For this box, set the Caption to First Name. The Display Text prompt allows you to enter
sample text to display in the box instead of just showing the Caption. If you use the Display Text field,
you will see this text in the Template Editor, and the web user will see this text on the image of the
template on the web page that prompts them to enter the variable text. For this box, enter Dave for
the Display Text.

o N
= Box Propetties

Captian: IFirst Hame — Font
Cizplay Test: IDave I arme: IE
Box type h St_I,IIE:IFiegL
s yp : [T Trom T oF Eovrins | |

In the Box positioning section of the Box Properties window, check Lock box to these values.
I

" Static text Uitk b b I

— B o pozitioning
[v Lock box to these values

[

I} Left:IIII.12EEE? T.:.p;|1_24

g Hight:|1-3 ~ El:uttl:um:|'|.433333 —
C Width:|1.1?3333 - Height;|n.193333

Since we are going to enter specific coordinates that we got from the InDesign artwork, checking Lock
box to these values will keep the box position locked in to the exact coordinates that we enter for the
box in inches. The box will no longer be moveable with the mouse or keyboard. Also, without the
Lock box to these values check box checked, Xebra would adjust any values entered to values that
match a coordinate in pixels at the Target Resolution. Checking the Lock box to these values check
box will prevent any adjustments from occurring except for values that you enter specifically in the Box
positioning values.

Xebra allows you to either enter a Right coordinate or a Width. Since InDesign used Width instead of
specifying the right edge of the box, click the Width option button so that you can specify a Width in
Xebra. The same applies to the box height. Click the Height option button. Then, enter the values
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that we got from the InDesign artwork for this box:

Left: 0.1181
Width: 1.2396
Top: 1.1736
Height: 0.1799

Your Box positioning values should now look like this:
— Box positioning
[v Lock box to these values

Left:IEI.11E=1 T,:,p;|1.1?35
e Hight:|1-35?? - Bnttnm:|1.3535
0 Width:|1-2395 o Height:l[l.'l?ElEl

We saw that in InDesign, the font used for the first name was Arial Black 14.5 pt. In the Font section
of the Box Properties window, select Arial Black from the Name drop down list.

Regular is the only style that is truly available in the Arial Black font. If you see any other styles for this
font available in other applications, these are pseudo styles that the application is rendering on its own
and not styles that are part of the font. Xebra currently only supports the styles that are really available
in the font.

Set the Size (pt) of the font to 14.5. Since this is an odd size, you will have to type in the size manually
rather than select it from the drop down list.

The color of the text in InDesign was black, so you can leave the color set to black.

We saw that in InDesign, Tracking was set to 325 for the first name text frame. In the Font section of
the Xebra Box Properties dialog, enter 325 for Character spacing. Xebra uses that same unit of
measure that was used in InDesign, which was Thousandths of an em or in other words, Thousandths
of the size of the font in points.

We saw that in InDesign, the baseline of the text in the first name text frame was set to a fixed value of
0.17 inches. Click the option button ...equal to a fixed distance. Then, enter 0.17 in the Fixed baseline
from top of box prompt.

The first name was centered within the box, so click the Center option under Horizontal Alignment.

The Font section of the Box Properties window should now look like this:
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— Font

M arne: I.-’-'-.rial Black,

B -
ext Colar:
Style:lHeguIar j Size [pt]:|14.5 -

Character spacing: |325 Set font bazeline diztance from top of box...
" ._.equal ta the font azcent - Windows test metrics
Harizontal Alignment " ...equal ta the font azcent - fort file outline metrics

" Left & Center i~ Right % __.equalto afized distance.

Fized bazeline from top of bos: IEI.'I v

Sample Text

Xebra allows you to specify a background color for variable text. This background color is meant to
highlight the fields that are variable in the image of the template that is shown to the web user when
they are prompted to enter the text for the variable fields. For this example, click the Highlight Color
picker...

Highlight Calor:
[~ Mane “_

...and in the Color dialog, select yellow.

Color

B azic colors:

TN ..
NN EEN N
HEEEEEEEN
C 0l

Cuztomn colors;

Hue:ld[l Hed:lﬁ
....--.. Sat:lm Green:lﬁ

Define Custon Calars 23 | ColorlSold | . I‘I a0 Blue: I‘I 20

k. I Cancel | Add to Custorn Colors |

Click the OK button on the Color dialog to close it and return to the Box Properties window.

Your completed Box Properties for the First Name field should look like this:
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5? Box Properties _I— _ID il
Captiot: IFirst Wame r Font
Dizplay Text: IDave Mame: I.t’-‘«rial Black j .
Test Color:
~ Box type . . Style: I Regular "l Size [pt): |1 45 VI
% Yariable text Drap Down List Enlies I Character spacing:|325 Set font baseline distance fram top of b,
¢ Dirop dowin List (" ..equal to the font ascent - Windows text metrics

Add Entry | Horizantal Alignment " equal to the font ascent - fant file outline metrics
" Left £ Center ¢ Right . .equalto afized distance.

Fined bazeline fram top of box: IU.1 7

= Static text Lirk bo bo:-t:l j

r— Box pogitioning sa m p I e Text

¥ Lock box to these values

Lefl:lﬂ.1131 TDp:I'I.'I?SB
. Hight:|1.35?? . Bottom:|1.3535 Highlight CDIDr:I_ B Miovemert
(o Widlh:|1.2395 v Height:lﬂ.'l?ﬁﬁ [ Mone
Tiop [Lett
'IEI
Eniry Ordr: |D;| vI = Center, |D;| vI = Center,

Qancell £ Bottom £ Fight

Wertical————————— — Horizontal

Click the OK button on the Box Properties window to save the changes and return to the main
Template Editor window. Your template should now look like this:

% Template Editor - 25% (4:1) O] x|

File Edit Zoom Insert Help

2l #Eelx| A

>
= ¢ Your complete

" - L]

*\? software solution!

. e, We earn our siripes every day.
: D a A4 e : E-Mail:

1103 Rocky Drive, Suite 103 « West Lawn, PA 19609
800-356-2772 » 610-898-1551

www.xebra.com

v

Click the Insert Box button on the toolbar and draw another new box for the Last Name field below the
First Name box. The size and position doesn't have to be exact since we will enter the position values
in the Box Properties dialog.

Double click the new empty box to set the Box Properties. Enter the following information, most of
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which came from the original artwork in In Design:

Caption: Last Name
Display Text: Hartranft

Box positioning
Lock box to these values=checked
Left: 0.1181
Width: 1.2396
Top: 1.4028
Height: 0.1181
Font
Name: Arial Black
Size (pt): 9.5
Character spacing=0
Horizontal Alignment: Center
Set Font baseline distance from top of box...equal to the font ascent - font file outline metrics

Note that there are two options in Xebra for setting the baseline of a font based on the font ascent. It
turns out that Windows reports a different value for a font's ascent than what is really specified in the
font file. Windows ascent values are generally higher, which results in a little space between the
highest characters in the box and the top of the box. Font file ascent values generally result in the
highest characters of the box going all the way up to the top edge of the box with little or no space.
When you specify that the baseline should be an Offset based on the Ascent in In Design, In Design is
always referring to the ascent value that comes directly from the font file. In this case, you need to use
the "equal to the font ascent - font file outline metrics" option in Xebra's Box Properties window.

The yellow Highlight color should default from the previous box that you created.

Click the OK button on the Box Properties to save the settings for the new box and return to the main
Template Editor window. Your template should now look like this:
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%= Template Editor - 25% {4:1) = 0] x|

File Edit Zoom Insert Help

Bl &[m@lx| 7

= ‘ Your complete

| software solution!
v ! We earn our siripes every day.

L D a_ ve | E-Mail:

«  Hartranft -

1103 Rocky Drive, Suite 103 - West Lawn, PA 19609

800-356-2772 « 610-898-1551

www.xebra.com

C ) o

7

Click the Insert Box button on the toolbar and draw another new box for the email field to the right of
the Email: caption in the template background. The size and position doesn't have to be exact since
we will enter the position values in the Box Properties dialog.

Double click the new empty box to set the Box Properties. Enter the following information, most of
which came from the original artwork in In Design:

Caption:; E-Mail
Display Text: dave@xebra.com

Box positioning
Lock box to these values=checked
Left: 1.97
Width: 0.85
Top: 1.3192
Height: 0.1143
Font
Name: Arial
Style: Bold
Size (pt): 6.5
Character spacing=0
Horizontal Alignment: Left
Set Font baseline distance from top of box...equal to the font ascent - font file outline metrics

The yellow Highlight color should default from the previous box that you created.
For this example, we will setup this Email address field so that it shows up as a drop down list for the

web user to select from pre-set values. In the Box type section of the Box Properties dialog, click the
Drop down list option button.
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5’: Box Properties

Captian; IE-M ail

Dizplay Text: Idave@:-:el:ura.-:u:um

—Box upe
 Variahle test Drop Diawen List Entries |

« D

E} Add Entry |

" Static text Lirik b b I j

Click the Add Entry button to open the Add Drop Down List Iltem window.
—[]x

T st I

ok | Lancel | Delete |

In the Text prompt, enter:

dave@xebra.com

then, click the OK button to add this first entry and return to the Box Properties window.
Click Add Entry and add the following additional email addresses to the list:
sales@xebra.com

george@xebra.com

ron@xebra.com

kathy@xebra.com

The completed Box Properties window for this email address variable field should look like this:

167
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% Box Properties — |0 x|
Caption:IE-MaiI - Font
Display Tegt;ldave@xebra.com Name:lf-‘«rial = Test Color -

~ Box type . . Style: I Buold "l Size: [pt]: |5.5 'I

= Wariable text Empé,owg HRBELS e Character spacing:lﬂ Set font baseline distance from top of box...

f+ Dirop dowin List alve@:dehra.com (" ..equal to the font ascent - Windows text metrics
sales g lz.com Horizontal Alignment % equal to the font ascert - font file outline metrics
gen(l;e bHe ra.com f* Left  Center ¢ Right ¢ ..equalto afized distance.
roni@xebra. com
kathy@xebra. com Fized baseline fram top of bm-::l

= Static text Lirk bo bo:-t:l j

— Box pozitioning Sample Text

¥ Lock box to these values

Lefl:|1.9? Top:|1.3192
L Hight:|2.82 C Bottom:|1.4335 Highlight Eolor:l_ Box Movemant
{+ Widlh:IU.BE i+ Height:lﬂ.1143 [ Mone ertical————— — Horizontal
Tiop [Lett
-IEI
SR |D;| vI " Center |D;| vI = Center
oK. | Cancel | £ Bottom £ Fight

Click the OK button on the Box Properties to save the settings for the new box and return to the main
Template Editor window. Your template should now look like this:

% Template Editor - 25% (4:1) O] x|

File Edit Zoom Insert

Help

2l #Eelx| A

Hartranft

1103 Rocky Drive, Suite 103 « West Lawn, PA 19609
800-356-2772 » 610-898-1551

Your complete
software solution!

We earn our siripes every day.

E-Mail: Have@xeBra.com 1
| | n

www.xebra.com

v

Click the Insert Box button on the toolbar and draw another new box for the extension number field to
the right of the phone number text in the background image. The size and position doesn't have to be
exact since we will enter the position values in the Box Properties dialog.

Double click the new empty box to set the Box Properties. Enter the following information, most of

© 2009 Xetex Business Systems, Inc.



Learning By Example 169

which came from the original artwork in In Design:

Caption: Extension
Display Text: 21

Box positioning
Lock box to these values=checked
Left: 1.524
Width: 0.1004
Top: 1.6736
Height: 0.1143
Font
Name: Arial
Style: Bold
Size (pt): 6.5
Character spacing=0
Horizontal Alignment: Left
Set Font baseline distance from top of box...equal to the font ascent - font file outline metrics

The yellow Highlight color should default from the previous box that you created.

Click the OK button on the Box Properties to save the settings for the new box and return to the main
Template Editor window. Your template should now look like this:

%= Template Editor - 25% {4:1) = 0] x|

File Edit Zoom Insert Help

Ald| xm=l@x]| 2 wl

P X Your complete

1% software solution!

v ! We earn our stripes every day.
D ave E-Mail: dave@xebra.com
Hartranft

1103 Rocky Drive, Suite 103 - West Lawn, PA 19609
800-356-2772 - 610-898-1551 e

www.Xebra.com

7

The next box to add is the box with the static "ext." text that should come before the extension number
only if the extension number isn't blank.

Click the Insert Box button on the toolbar and draw another new box between the phone number text
and the extension number box. The size and position doesn't have to be exact since we will enter the
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position values in the Box Properties dialog.

Double click the new empty box to set the Box Properties.

For the Caption, enter:

ext.

In the Box type section, select the Static text option. Then, select Extension as the Link to box.

—Box upe
 ariahle tedt Drop Diowen List Entries |

" Dirop down List

Sdd Ertry |

% Static text Link to bos: {980

If you specify a Link to box for a Static text box, this means that the static text will not show in the
proof/artwork if the web user doesn't enter any text for the field specified by the Link to box.

Continue entering the following information into the Box Properties window, most of which came from
the original artwork in In Design:

Box positioning
Lock box to these values=checked
Left: 1.345
Width: 0.1556
Top: 1.6736
Height: 0.1143
Font
Name: Arial
Style: Bold
Size (pt): 6.5
Character spacing=0
Horizontal Alignment: Left
Set Font baseline distance from top of box...equal to the font ascent - font file outline metrics

The yellow Highlight color should default from the previous box that you created.

Click the OK button on the Box Properties to save the settings for the new box and return to the main
Template Editor window. Your template should now look like this:
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The last box to add to this template isn't a variable field and it will always print, but you need to add the
static fax number text in a way that it will shift depending on the length of the telephone extension
number. The fax number should shift right as the extension number gets longer. If there is no
extension number, the ext. caption and the number won't show and the fax information should move
left to fill the gap.

Click the Insert Box button on the toolbar and draw another new box for the fax field to the right of the
extension number box. The size and position doesn't have to be exact since we will enter the position
values in the Box Properties dialog.

Double click the new empty box to set the Box Properties.

Restore the Notepad document and highlight the fax number text including the bullet. Hold the CTRL
key on your keyboard and press C just once to copy the text into the Windows clipboard. Then,
minimize Notepad and click on the Caption prompt on the Box Properties dialog to set focus to it. Hold
the CTRL key on your keyboard and press V to paste the fax text into the Caption prompt. The bullet
will show up as a weird character in the Caption prompt but it will display correctly in the main
Template Editor window once you are done setting the Box Properties.

Note: If you didn't have the text for the bullet and fax number text in Notepad, you can enter it
manually. Hold the Alt key on your keyboard and press the following sequence of numbers on the
number pad of your keyboard: 0, 1, 4, 9. After you enter the last number in the sequence, release the
Alt key and the strange character that represents the bullet should appear in the Caption prompt.
Then, enter a space followed by the text:

Fax: 610-898-1564

In the Box type section of the Box Properties window, select the Static text option.
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LIEpiay | EH[ZI

— Box tupe

 Wariable text

Drop Down List Entries

" Drop down List

Ldd Ertry |

Link ta

b I

|— Box pDSig‘IJEﬁIing

Leave the Link to box blank because the fax information should print regardless of what the web user
enters in the other fields.

Enter the following information, most of which came from the original artwork in In Design:

Box positioning

Lock box to these values=checked

Left: 1.647
Width: 0.9
Top: 1.6736
Height: 0.1143
Font

Name: Arial
Style: Bold
Size (pt): 6.5

Character spacing=0
Horizontal Alignment: Left
Set Font baseline distance from top of box...equal to the font ascent - font file outline metrics

So far, the Box Properties window should look like this:

e -
%= Box Properties

Caption; II Faw 610-838-1564
Dizplay Te:-tt:l
— Box type
£ arable test Drop Doven List Entriss |

¢ Dirop dowin List

Add Entry |

% Static test Lirk ba bo:-t:l

[

r— Biow positioning
v Lock box to these values

Left: |1 647
= Right: |2.54T-"
& fidth: IEI.S

Top: |1 B736
" Bafton: |1 7879
i Height:lﬂ.1143

=10 x|

—Faont

I arme: I.t’-‘«rial

Style: I Bold 'I
Character spacing: ID

Harizantal Alignment
{* Left { Center { Right

J Text Color: .
Size [pt): |5.5 'I

Set font baseline digtance from top of bow. ..

(. equal to the font ascent - Windows text metrics
f+ :_equal ta the font ascent - font file outline metrics
{ .equal to a fixed distance.

Fixed bazeline fram top of I:-m::l

Sample Text

Highlight Calor:
¥ More

Entry Drder: ID

ok | LCancel |

Box Movement
Wertical Horizontal
Top 0 [Left
ID:I vli"' [Center ID:I vli"' [Center
" Battam " Right

Click the OK button to save the settings and return to the main Template Editor window.
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When you return to the Template Editor window, you should see the fax text box is selected. Hold the
CTRL key on your keyboard and click the extension box that says 21. You should see that now both

the 21 box and the fax box are selected. Hold the CTRL key on your keyboard and click the ext. box.
Now, all three boxes should be selected.

%= Template Editor - 25% {4:1) = 0] x|
File Edit Zoom Insert Help

Ald| % m=l@x]| 2 wl
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Once the three fields are selected, double click the Fax information box to open the Box Properties
window again.

You will notice that every field on the dialog is highlighted now. This happens when you open the
properties window with multiple boxes selected at the same time.

© 2009 Xetex Business Systems, Inc.



174

Xebra E-Commerce

2-? Box Properties _I— _ID il
Captior: || Fax. 10-898-1564 - Font
Display Te:-tt:l Narme: I.t’-‘«rial j :
Test Color:
~ Box type Style: I Bold "l Size [pt): |5.5 'I
) Wil et Drop Down List Entries | ; L
Character spacing: ||J Set font bazeline distance from top of box..
" Dirop dowin List " .equal to the font ascent - *Windows text metrics

Add Entry | Horizantal Alignment * _equal to the font ascent - fant file outline metrics
f* Left { Center ¢ Right ¢ ..equalto afized distance.

Fized baseline fram top of bm-::l

f+ Static text Link ta bo:-t:l

Le

— Box pozitioning Sample Text
¥ Lock box to these values

Lefl:|1.54? Top:|1.5?35
L Hight:|2.54? C Bottom:lT?E?S Highlight Calor: Box Mavement
@ widt:[0.900 & Height:[01143 ¥ Here Vettieal — [ Herizantal———— —
Tiop [Lett
'IEI
Etitry Drder: |D3|j (| Center, |D;|j ) Center
Cames | = Bottam £ Fight

In the Box Movement section of the Box Properties window, click the Horiontal ID prompt and enter 1.
Then, hit the Tab key on your keyboard.

Highlight Color: B oz Movernent
¥ Hone Wertical ; Harizontal —
L)mj * LB
Enitry Drder.l ID:I_;[  Coenter ”:'3'@ . Eentel%
oK | Cancel | = Buttam " Right

When you Tab off of anything on the Box Properties form, the attention highlight goes away. Any field
that doesn't have the attention set will get modified when you click the OK button. The fields that still
have the attention won't be modified. This is to prevent changing things that should not be the same
on all of the boxes that are selected.

In this case, we want all three boxes to have the Horizontal ID set to 1. Giving multiple boxes the
same Horizontal Box Movement ID creates a horizontal movement group. You can really pick any
number for the ID as long as the number is the same for all boxes in the group. It's a good idea to use
1 for the ID on the first group. In this case, we only want one horizontal box movement group, but if we
wanted to have multiple groups, we would use 2 for the next ID to make sure that it is a different ID for
the next group.

When you tab off of the Horizontal Box Movement ID, the Left option is selected automatically. This is
what we want. When a horizontal group is left justified, the group is always placed starting with the left
edge of the left most box in the group. The next box from left to right in the group is placed depending
on the length of the text in the first box. The left of the second box will be set to the right edge of the
text in the first box, plus the horizontal space between the two boxes in the Template Editor. Once the
2nd box is placed, the left of the 3rd box will be placed so that the left edge of the 3rd box is equal to
the right edge of the text in the 2nd box, plus the space between the 2nd and 3rd boxes. The space
between the Extension number box and the fax information box will be maintained when the length of
the text in the Extension number changes. In this group, if the web user doesn't enter an Extension
number, the ext. box and the Extension box will be removed making the Fax information box the only
box in the group. If the fax information box is the only box left in the group, it will be aligned to the left
of where the ext. box was in the template before it got removed.
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Click the OK button on the Box Properties window to save the changes to the three boxes in the
horizontal group and return to the main Template Editor window.

Click anywhere on the template page that there isn't a box to remove the selection from the extension
and fax boxes. So far, your template should look like this:

%= Template Editor - 25% {4:1) = 0] x|

File Edit Zoom Insert Help

Ald| % m=l@x]| 2 wl
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The final step is to set the order that the web user will be prompted to enter the variable fields. The
first field that they should enter is the first name, so right click on the box with the text "Dave" in it. You
should see a red one appear in the lower right hand corner of the box indicating that this is the first
variable field that the web user should enter.

v We
Dave
Hartranft s

Right click on the box with the last name, Hartranft, to set it to be the 2nd box.
Right click on the box with the email address, dave@xebra.com, to set it to be the 3rd box.
Right click on the box with the extension, 21, to set it to be the 4th box.

Your completed template should look like this.
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%= Template Editor - 25% {4:1) = 0] x|

File Edit Zoom Insert Help
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Note: In this example, we locked the position of the boxes and we specified the exact size and
positioning of the boxes in the Box Properties window. This insures that everything is lined up exactly
the way that we want it. If you create a template without specifying exact size and positioning in the
Box Properties, and instead use the mouse or keyboard to move and size boxes on the template page,
you should always review your template at 100% or 200% and make minor adjustments if necessary.
At 50% and especially at 25%, you might not see that the position of the boxes isn't quite where you
intended because the re-sampled view doesn't show every pixel. Movements of the boxes with the
keyboard or mouse are always in increments of pixels at 100% of the Target resolution.

Close the Template Editor and be sure to answer Yes to save your changes.

When you return to the Stationery Catalog Item window, notice that some additional options are
available in the Artwork Attachment Default Options section.

— Artwark Attachment Defaulk Options

Drefault File M ame: IHetEH Buzsiness Cards

Check the default tupe(z] af arhwork: ko attach b PO emails.
¥ Screen rezolution proof [PNG)

Ib [T Test-only PDF
[ FDF with background & test

When you process Stationery orders from your web site and create jobs, three attachments will be
added to the line item:

1. The same screen resolution proof that was shown on the web site to the person placing the order.
2. A PDF document that contains only the text boxes of the artwork.

3. A PDF document that contains the background image and the variable text.
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When you generate a purchase order and create an email to send to the printer, you might want to
include some of these attachments on the email.

You would send them the screen resolution proof if you want to give the printer an idea of what the
finished product should look like.

You would send the Text-only PDF version of the artwork if the printer already has the background
artwork or pre-printed masters that only need to be over-printed with the variable text.

You might send the full PDF with background & text if the artwork is going to be printed on a digital
printer and the background image was produced at a sufficient resolution to create a quality print.

By default, Xebra always selects the Screen resolution proof (PNG) option. Xebra selects the Text-
only PDF option by default if the background image is low resolution. If the background image is high
resolution, as in this example, Xebra selects the PDF with background & text to be attached to PO
emails.

It is ultimately up to you what you want to send to the vendor so you can change these options at any
time. For this example, we will keep the default selections for which versions of the imprint artwork to
email to the vendor.

Click the OK button on the Stationery Catalog Item window to complete the new master catalog item.

© 2009 Xetex Business Systems, Inc.



178

Xebra E-Commerce

= Stationery Catalog Item ;IQIEI
[tern H: IKETEX-EE IXetEH Business Cards
Wiew [tem | IDigitaI Print
Customer ltern $#: IKETEK-BE
Product Categaory: I— ﬁl
Small Image | Large Image | Template | &dd Luantity Restriction |
Facking Description: |5E||:I E& Per B Eluantit_l,.l Restrictions _
— Artwork Attachment Default Options _quant't-'" I EEM I ESFEIES I
Default File Hame: IHetEH Buziness Cards 3 . 7499
Check the default typels] of arbwork to attach to PO emails. 3 Bt 33.93
v Screen rezolution proof [PNG]

[T Test-orly PDF
[+ PDF with background & text

— File &ttachments
[T Allow file attachments

et uzer fle attachment nstruchons:

[T Require file attachment

Mates:

BEO<ES OF 500 BUSINESS CARDS
12PT. CA-5 GLOSS COVER WHITE

Delete Cancel

Close the Stationery Master Catalog window to return to the Customer Setup window.

Below the Master button in the Stationery section, you will see a button labeled User.

— Catalogz

Stock Sales Repart

Stationemn

Warehouze Felease

b azter |
Ilzer |

b azter |
Izer |

b azter |

bl azter |
Uzer |

Click the User button in the Stationery section to bring up the Stationery User Catalog window.
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% stationery User Catalog o] x|

File Commands Help
alx| B ©[=| wl
[[5r I [Mezcriptian; I

IJzer Catalog |

[ew Sectian Mezcrption |

Section Meseniption; I

Ta remave azection heading ar item from the weer catalog,
hiahlight the item in the uzer catalag and press the [elete
kew o paur keybaard!

[{ew [tems

4

The Master catalog is a list of items that are configured for a customer that can be used in a User
catalog. Web users are assigned to particular User catalogs to define the products that the web user is
allowed to order. User catalogs are often a subset of a Master catalog, but it is possible to assign all
items in a Master catalog to a User catalog. If your customer is a large company with multiple divisions
that will be ordering from you, you might set up a different user catalog for each type of person that will
be ordering from that company. In cases like this, you might assign a User catalog to a web user that
only contains items from the master catalog that are relevant to the web user's role in the company.
Another approach would be to create multiple user catalogs with each catalog containing particular
categories of items. Then, for each web user, you would assign all the user catalogs that contain items
of the type that the web user would want to order.

In this example, we just want to create a single User catalog that contains the one item that we have
configured so far in the master catalog.

From the Stationery User Catalog menu, choose Commands > New

= Stationery User Catalog

File: | Commands  Help

.

Find Ckrl+F —
Mexk Chrl-+1
(kS
|: Previous Chrl+p HEw S

For the Description on the new user catalog, enter: Xetex Stationery Catalog

Click the New Section Description button, enter Business Cards for the Section Description, and press
the Tab or Enter key on your keyboard. So far, the Stationery User Catalog window should look like
this:
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% stationery User Catalog o] x|

File Commands Help
BIX] W &=
ICr: |3 Diescriptian: IXetEH Stationery Catalog

IJzer Catalog |
Buzineszs Cards

[

To remove a zection heading or item from the uzer catalog,
highlight the item in the uzer catalog and press the Delete
kew on pour keyboard.

Mew Section Dezcription |

MHew [tems

4

On the Stationery User Catalog window, click the New Items button to display the Stationery Master
Catalog Items list.

= stationery Master Catalog Items = IEI IEI

Clear Selected ltems | Add Selected [tems Ta szer Catalog |
Itern | Custarner lterm # | Dezcription | Categomn | Notez |
HETEX-BC HETEX-BC Hetew Businegs Cards Mo |

Double click the XETEX-BC item in the list to select it for the User Catalog. The User Catalog should
now look like this:
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% stationery User Catalog o] x|
File Commands Help
& i
8% B ©|D|
ICr: |3 Diescriptian: IXetEH Stationery Catalog
IJzer Catal . o
szizezsaliﬂagrds I Mew Section Dezcription |
HETE=-BC - ¥etew Buzineszs Cardz : _
I
To remove a zection heading or item from the uzer catalog,
highlight the item in the uzer catalog and press the Delete
kew on pour keyboard.
MHew [tems
s

Close the Stationery User Catalog window to return to the Customer Setup window.

Now that you have a user catalog, you need to link it to a web user. On the Customer Setup window,
click the Web Users button to display the Web Users window.

Click the Find icon on the toolbar.

2= web Users

File Commands Help

2| [# ==

ID:I ¥ [+ Orly shoer users for this master custarme)
Master Custarmer: IKETEK ﬂl #etey Business Systems, (e,
Heports
Year Name.l [T Status fnd Feorder
F"asswu:un:l:l Cost Centers | [T Usage By Locatio

On the Find Web User window, enter fhickey for the User Name.
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= Find Web User

| zer ID:I
b azter Eustu:umer:l ﬂl

User Mame: Ifhi':ke-'" fou can enter any part of the zer Mame,
’ Real Mame, or Email; capitiization does not
Feal Name;l ratter. For example, to find all web users

whose real name containg \lim', enter jim'
Ermail .-’-'-.ddress:l and click zearch.

Search Rezults

8] | Master Customer| User Name | Real Hame | Email Address

Click the Search button on the Find Web User window and double click the fhickey record in the
Search Results list to load the record.
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=10 x|

alx| W el wl

o

v Only show users for this master customer;

IJzer Mame: Ifhickey

Password: Ifred

Cost Centers |

Real Mame: IFre-:I Hickey

Email; I
[~ Approval Operator

[T Approval Bequired

Approval zer I
[T Order Hiztary

|

M aster Customer: IKETEX ﬂl eter Business Systems, .

— Reparts
[~ Status And Reorder

[~ Uszage By Location

[T Usage And lnventory By Location
[T CSI Aty

[T Order Status Beport

[~ Order History Report

Restrict Location; I ﬂl

Shipping Locatian: I

|

W arehouze:; I

#|

Stark Screen:l

j Murnber OF [terms Per Page: |5
‘web User Specific HTML 4|

[ d&llow Credit Cards

[ Allow Alternate Address
[T Allow Azcess To Settings
[ Fetain Sessian [nformation

Report Catalog: I ﬂl

[ Impoze Order Quantities
[~ Show histary for all users
[~ Break Pages By Section
[T Wse Sect Dese. For P N

Catalog List
0] | Dezcription | Type
1 Hetew Warehouse |terms Warehouse Add Catalog
2 Heter Marketing b aterialz Stock,

Office Supplies Catalog

YWeh Site Appearance

[T Don't Go Tao Cart After Adding
[~ PunchOut Uszer
[T Mew web uzer online default

183

If you followed along in the previous sections, you should see Xetex Warehouse Items and Xetex
Marketing Materials in the Catalog List already. We need to add another catalog for the Stationery

item that we just configured.

On the Web Users window, click the Add Catalog button. This will open the Web User Catalog

window.
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%= Web User Catalog = 0] x|

Catalog Descrption

Catalog 1D I— IF%

f+ Default Menu Description

" Usze Catalog Description For M e [tem
Ok, | Cancel | Delete

On the Web User Catalog, click the binoculars to the right of the Catalog ID. This will open the Find
Code window.

=
Catalog [D: I

(], I Cancel |
D | Description | Custarner
1 Hetew Warehouze lbems HETEX
Heter Marketing b aterialz

etex Stationery Catalog

Double click the Xetex Stationery Catalog item from the Find Code list to close the Find Code window
and return to the Web User Catalog window.

Now that the correct Catalog ID for the user catalog is selected, click the OK button on the Web User
Catalog window to add the catalog to the list. The Catalog list on the Web Users window should now

look like this:
‘wieh User Specific HTML: | |
Catalog List
D | Description | Type |
1 Hetex Warehouse ltems Warehouse Add Catalog
2 #eter Marketing kM aterialz Stack, .

Office Supplies Catalog

ietex Stationen Catalog Stationerny

YWeb Site Appearance

Repart Catalog: I ﬂl

Close the Web Users window.
Close the Customer Setup window.

On the main Xebra E-Commerce window, click the Refresh Web Site button to send your changes to
the web server.
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After the refresh completes, reload your web site in a browser. If you need to log in again use the
fhickey user and password fred. If you don't need to log in again, click the Home link on the web site to
load or re-load the Home page.

You should see the new Imprint Items menu item.

.f.:'.' Home Page - Windows Internet Explorer
@?; - |g, httpe 172,21, 26, 108/ cgi-bing ¥ebrartHomets=ejSxvmrt

J File Edit Miew Faworites  Tools  Help

il:? {P@ EHnme Page | |

BUSINESS SYSTEMS, INC.

Warehouse Release

Xetex Marketing Materials

Imprint Items

,;:Irl-_..IJ

(¢ N

On the Home page, click the Imprint Items menu item. This will open the Imprint Items catalog page.
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> Imprint Items - Windows Internet Explorer ol x|
@@ - Ig, http:,l’,l’l?2.21.26.1DB,I’cgi—binIXebra?Imprint&s=k1ijqS?&searchType=F\ND&keywords=&catalogIDj || X ILive Search Foabs
J File Edit ‘“iew Favorites Tools Help J Qg - JLinks & | Customize Links

12? r{ﬁ? '_félmprint Items | | J & Home - Feeds (1) = Qé Prink = I_-} Page - O Tools +

|»

‘QHome ?Help Shopping Cart

You have O item(s) in your cart.

BUSINESS SYSTEMS, INC.

Welcome Fred Hickey

Warehouse Release Search Results: Items 1 through 1 of 1 matching items.

Xetex Marketing Materials More Search Results: Page [ 1]

Imprint Items |

Business Cards Search: Search |

HETEX-BC - Xet Busi Card
Digital Print S Susiness bamE {* Match All Words

" Match Any Word
" Match Exact Phrase

Imprint Items

Item —
g
Py
r\;_:,'! METEX-BC - Xetex Business
Hi{’\v@“ Cards Digital Print
= Your camplate Order
M software solution! Packed: 500 EA Per BX
L We surn our stripes svery day.
Dave i daenartz o
Hartranft .
#1483 Rosioy Drios, St 83 - Wast Lawn, B4 110 “erex  More Detail
00,356,377 - AR, A354 w1 o AR5

www.xebra.com

Page[1]] =
[fcai-binfebra7Editimprintas=k1FkjqB7aitem=XETEX%2DBCac ataloglD=3 [ [ [ [ [ [C8 [ mternet | protected Mode: off [#H100% ~ 4

4

Click the Order button to load the page where you can enter the variable text to be printed on the card.
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[‘f Imprint Items - Windows Internet Explorer ) [m] 5'
@: - I@, http: /1172, 21, 26,108/ cgi-bin/¥ebra?EditImprinkds=k1 Fkiga7&item=KE TEX%.2DBC &catalogID=3 j 5| % ILive Search Felihg
J Fil= Edit VWiew Favorites Tools  Help J % = JLlnks & | Customizs Links
i::? ke (& Tmprint Items | | J @Hnme - Feeds (T = @;Print - l-_;}’PagE - ,S} Todls + 7
‘QHome ? Help ‘-E-fshopping Cart & Log Off
m You have 0 item(s) in your cart.
BUSINESS SYSTEMS, INC.
Welcome Fred Hickey
Warehouse Release
e Online Proof For Item: XETEX-BC
Imprint Items e
e Plesse Enter Your Imprint Information:
T -
First Name: I
Last Name: I
Your complete E-Mail: Idave@xebra.com -
i software solution!
» ! We earn our stripes every day. Extension: I
D ave E-Mail: dave@xebra.com
Hartranft Review Proof
1103 Rocky Drive, Suite 103 « West Lawn, PA 19609 SETEX
B800-356-2772 - 610-898-1551 ext, 21 » Fax: 610-808-1584 s Tl
www.xebra.com
| l_l_’_’_’_mle Internet | Protected Mode: OFF FA00% 4

For the first name, enter Kathy.

For the last name, enter Eck.

Select kathy@xebra.com from the E-Mail dropdown list.
Enter 17 for the extension.

o
- =t Please Enter Your Imprint Information:
L nd "

First Hame: IKEth“I,I’

MMGE Last Mame: IEck

:I“I;‘:’r.:i!:"l:ﬁﬂn' E-Mail: |kathy@xebra.cnm j

irn our stripes every day. Extension: |1?

Mail: dave@xebra.com

Review Proof

wn, PA 19609
“ax: 610-888-1564

e e

Click the Review Proof button to view the Online Proof page.
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/;i

Imprint Items - Windows Internet Explorer =10 5'
@:. - |g http: /172,21, 26,108/ cgi-binf ¥ebra?ReviewImprint&s=k1 fkjg8 7 &item=XE TEX %20 BCREnum=5&c ataloglD=3 j ‘f A ILive Search P

JFlIe Edit View Favorites Tools  Help

| & -

JLinks & | Customize Links

ﬁ e @ Imprint Items

J @Hnme ~ [ Feeds (1) - [;é;Print - l-_;]"Paga - ;‘{i&Too\s e

-

tHome ? Help ‘-Eifshopping Cart & Log Off
m You have 0 item(s) in your cart.
BUSINESS SYSTEMS, INC.
Welcome Fred Hickey
Warehouse Release
T Online Proof For Item: XETEX-BC
Imprint [tems /
=
3 ¥
% L
~ N\
.f.'r‘}' : Your complete
FAS software solution!
vt We earn our stripes every day.
K a t h y E-Mail: kathy@xebra.com
Eck
1103 Rocky Drive, Suite 103 » West Lawn, PA 19609 KETEX
800-356-2772 » 610-898-1551 ext. 17 » Fax: 610-898-1564 ( "
www.xebra.com
View PDF
Item Quantity
5 —
&
i i XETEX-BC - Xetex Business Cards
g% Diaital Print
7 7 omwarenetent  Packed: 500 EA Per 8 Edi 1BX-39.99 %
Dave " e Last Order:
19 A e s Wt v 10 /\/ More Detail

wwnasxebra.com

Add To Cart |
| ’_ ’_ ’_ ’_ ’_ m |e Internet | Protected Mode: OFf

=

ES

The proof image is displayed at the resolution that you specified for this template in the Template
Editor Page Properties. The web user can view a higher resolution version of the artwork by clicking

the View PDF link below the proof image.
VWWVWW.XEDIra.com

View %DF

The background image in the PDF will be based on the Target Resolution that you specified and the
variable text will be scalable so the web user will be able to get a closer look at the details if they want
to zoom in.

If the web user notices an error in their typing when they view the proof image, they can return to the
Edit Imprint page to make changes by clicking the Edit link in the item details section below the proof
image.
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Quantity
ETEX-BC - Xetex Business Cards
igital Print
icked: 500 EA Per BX Edit 1BX-39.99 =|
st Crder:
are Detail
Add Ta Cart |

The web user can choose a quantity at a specific price from the Quantity drop down list that is based
on the Quantity Restrictions that you entered on the Stationery Catalog Item window.

Quantity
TEX-BC - Xetex Business Cards
gital Print
sked: 500 EA Per BX Edit 18X - 39.99j
st Order: [
re Detail _
JIBX-9999
Add To Cart
For this example, 1 BX is fine.
Click the Add to Cart button...
Quanty
[EX-BC - Xetex Business Cards
ital Print
<ad: 500 EA Per BX Edit 1BX - BEEEj
: Order:
e Detail
h%AddTGCan

...to add the item to the cart and load the Shopping Cart page.
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[ ]
.) Help

ﬁ’ Home

You have 1 item(s) in your cart.

TEX

BUSINESS SYSTEMIS, INC.

Welcome Fred Hickey

Warehouse Release

Xetex Marketing Materials Shopping Cart
Imprint Items - Enter 2 number in the Qty. box to change the number of items you'd like to order.
- Click Empty Cart to delete ALL itemns from your Cart.
- Click the Remove box to delete an item from your Cart.
- Click the Update Cart button to view most recent changes.
- Click the Complete Order button to complete your order.
Em Cart
Imprint Ttems
Ttem Quantity Remove

XETEX-BC - Xetex Business Cards
Digital Print
i - -
Packed: 500 EA Per BX I-I BX-3999 l r

More Datail

m
(=N
=3

Subtotal: £35.59

Update Cart |

Complete Order
Save Cart

I Continue Shopping |

For this example, we want to add another business card with different imprint information. Click the
Continue Shopping button to take you back to the business card item and click the Order button again.

This time, enter the following:
First Name: George

Last Name: Hutchison
E-Mail: george@xebra.com
Extension: 123456

e
—t = Please Enter Your Imprint Information:
F 7 P

First Name: IGEDrgE

ADVANIAGE ‘== '>m= |Huchison

:::"‘:’r“-“:.:‘l':ﬁn“. E-Mail: |geurge@xebra.cnmj

n our stripes every day. Extension: |123455

1il: dave@xebra.com Review Proof ﬂ

I, Pﬁ1'ﬂ'5ﬂ'9 LT

Note that the extension, 123456, is not George's real extension. Enter this longer number to see how
the horizontal box movement group that you made in the Template Editor works. Click the Review
Proof button.
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Online Proof For Item: XETEX-BC

e
=

\
_l_ff

q%
Vi

ADVANIAGE

Your complete
software solution!

We earn our stripes every day.
E-Mail: george@xebra.com

George

Hutchison
1103 Rocky Drive, Suite 103 « West Lawn, PA 19609
BOD-356-2772 » 610-898-1551 ext. 123456 « Fax: 610-898-156

www.xebra.com [

View PDF

Notice that the Fax number moves to the right to make room for the longer extension. In this example,
the extension was so long that the fax number is now touching the X in the Xetex logo.

Click the Add To Cart button to add this item to the shopping cart. You should now have two business
card orders in the shopping cart, one for Kathy and one for George.

On the Shopping Cart page click the Continue Shopping button so that you can add one more card.
Click the Order button on the business card item.

For this example, let's assume that Xetex wants to print some cards without anybody's name or
telephone extension. These might be cards to hand out at a trade show where no specific sales rep

needs to be the contact on the card.

Leave the First Name, Last Name, and Extension fields blank, but select sales@xebra.com for the
E-Mail address.

S5

Please Enter Your Imprint Information:

First Name: I

Last Name: I

ADVANIAGE

Your complete e-mail: [sal b =
software solution! ' Isa es@xebracom 7|

earn our stripes every day. Extension: |

E-Mail: dave@xebra.com

Review Proof

Lawn, PA 19609 METEX

Click the Review Proof button to view the Online Proof page.
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Online Proof For Item: XETEX-BC

iy g-“.ih}
i Y fs |
~ ‘f‘@@*
AN
= A Your complete
i~ software solution!
L We earn our stripes every day.

E-Mail: sales@xebra.com

1103 Rocky Drive, Suite 103 » West Lawn, PA 19609
800-356-2772 - 610-898-1551 « Fax: 610-B98-1564

www.xebra.com

View PDF

Notice that the fax information did in fact move over to the left to fill the gap left by the missing
extension information. The horizontal box movement group that you made in the Template Editor
along with Link to box setting on the box containing the text, ext., made the handling of the blank
extension number work out to perfection.

Click the Add To Cart button on the Online Proof page. You should now have three business card
orders in the cart: one for Kathy, one for George, and one generic sales card.
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Shopping Cart

- Enter a number in the Qty. box to change the number of items you'd like to order.
- Click Empty Cart to delete ALL items from your Cart.

- Click the Remove box to delete an item from your Cart.

- Click the Update Cart button to view most recent changes.

- Click the Complete Order button to complete your order.

Item Quantity Remove

XETEX-BC - ¥etex Business Cards

Digital Print )
Packed: 500 EA Per BX Ecit I-I BX-—-39.99 "| r

More Detail

m
+

XETEX-BC - ¥etex Business Cards

Digital Print )
Packed: 500 EA Per BX Ecit I-I BX-—-39.99 "| r

More Detail

m
+

XETEX-BC - ¥etex Business Cards

Digital Print )
Packed: 500 EA Per BX Ecit I-I BX-—-39.99 "| r

More Detail

m
+

Subtotal: £119.97

Update Cart |

I Complete Order L\\)J

Save Cart |

Continue Shopping |

Click the Complete Order button to load the Checkout page.

You don't have to enter any additional information on the Checkout page. Just click the Continue
button to complete the checkout process.

The Order Confirmation page will show the proof images for each card in the order along with quantity
and pricing information.
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Order Confirmation

Your request has been processed. Your confirmation number is 7. Thank You.

Ttem Price Unit Quantity Extension
gf'{::(;s::i';t)(etex Business Cards £35.55 1 BX 35,95
-~
ES
308
it SN
/& UG
AR
9‘;"‘ ' ¢ Your complete
FL

software solution!
We earn our stripes every day.

v
K a t h y E-Mail: kathy@x=ebra.com
Eck
1103 Rocky Drive, Suite 103 - West Lawn, PA 19609 KETEX
BOD-356-2772 « 610-898-1551 ext. 17 » Fax: 610-898-1564 . 0.

www.xebra.com
gf'{::(;s::i';t)(etex Business Cards £35.55 1 BX 35,95
rd
0
Your complete
1 software solution!
We earn our stripes every day.
G eor g e E-Mail: george@x=ebra.com
Hutchison
1103 Rocky Drive, Suite 103 - West Lawn, PA 19609 KETEX
B00-356-2772 » 610-898-1551 ext. 123456 » Fax: 610-888-156: L
www.xebra.com
E:ET::(I-E::il;tXEtex Business Cards £35.95 1 BX 35,95
rd
o

Your complete
software solution!

F We earn our stripes every day.

E-Mail: sales@xebra.com
1103 Rocky Drive, Suite 103 * West Lawn, PA 19609 KETEX
B00-356-2772 » 610-898-1551 » Fax; 610-888-1564 L

www.xebra.com

Sub Total: 119.97
Shipping & Handling:
Sales Tax: 7.20
Total: $127.17

The total may not include all items, shipping charges, and tax.

Shipping Location: XETEX -- Xetex Business Systems, Inc. - 1102 Rocky Drive - Suite 103 - West Lawn PA 13609
Attention: Fred Hickey
Ship Via: Best Way
PO Number: 7
Cost Center:

Special Instructions:

Print Page | OK |

Notice that in the image that shows the Order Confirmation page, Sales Tax was calculated as $7.20.
If the tax location code that you used for your demo XETEX customer was not configured the same,
the Sales Tax and Total that you see may differ.

Now that you've placed the order on the web site, go back to your Xebra Client and go to the main E-
Commerce window.
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%= %ebra E-Commerce = 0] x|

File Actions Go Help

Web Site Address: [172.21.26.108

Hefrezh Web Site

[T Use alternate refresh method

— Unproceszed Activity Fram 'web Site
Warehousze Feleazes: IEI Process Warchouse Feleases

Stock Sales: IU Pracess Stock Drders
Stationen: IU Frocess Stationeny Orders

Dffice Supplies: Il:l Frocesz Office Supply Drders

Find E-Commerce Tranzachions | Approval Order Audit |

Ilpdate web zite with new static data.

Notice that the Unprocessed Activity From Web Site is still showing zero orders for each type. (If you
don't see zero orders on your Xebra E-Commerce window, you must have Real Time processing
already setup.)

Unless you have Real Time processing enabled, you have to click the Refresh Web Site button to
receive orders from your web server into your Xebra database. For now, just click the Refresh Web
Site button to receive the order. After the refresh completes, the Stationery total order count will
change to 3 and the Process Stationery Orders button will become enabled.

— Unproceszed Activity From #web Site

Warehouse Releases: [0 Froceszs "Warehouse Feleases |

11

Stock Sales: (0 Frocess Stock Orders |

Stationeny: |3

Office Supplies: IEI Frocess Office Supply Orders |

When a web user places an order with Stationery items, the order is split into a separate request for
each stationery item in the shopping cart. In this example, there is one request for the card for Kathy,
one request for the card for George, and one request for the generic sales card.

Click the Process Stationery Orders button to open the Process Stationery Request window.
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3? Process Stationery Requesk = II:I Iil
File Help
Clushammzr IKETEX #ietex Business Systems, Inc. Yiew Image |
11 I_:I3 Raocky Drive
Ship To: [XETEX Suite 103 ViewFDF |
Wwiest Lawn PaA 19609
D ate: |1 011403 ‘igw PDF [text only] |
Req. ND.:I? Confirmation Ma.: [7-1
ATTN: IFred i iew Credit Card |
From Dperatar: IFred Hickey
Via: |Best W ay
Huantity and LIDM:I'I B Price: |35.55
Item: [“ETEX-BC Heter Buginess Cards Ciost Eenter:l
Special Instructions Order Infarmation
Sales Taw: 7.20 ;I First Mame:  Kathy ;I
Lazt Mame:  Eck
E-Mal  kathpiwebra com
Eutenzion: 17
File Attachments
File M ame Size |
Frocess | Erint | Skip | Delete | Finizhed

The Process Stationery Request window shows the information that the web user submitted with the
order on the web site. Notice that the Order Information section shows the text that was entered for

the variable fields.
“nce; |dt|.‘:|‘:|

Cost Eenter:l

Order [nformation

First Hame:  Kathy

Lazt Mame:  Eck

E-tal.  kathypictebra com
Eutenzion: 17

=)

[

If you want to review the artwork for this stationery request before you process the order, you can do
S0 using the buttons at the top right of the Process Stationery Request window.
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=101 x|

Wiew [mage

|
iew POF |
View FDF (text only) |

The View Image button displays the screen resolution proof. The View PDF button shows the artwork
background as well as the variable text. The View PDF (text only) will open a PDF with only the text.

Click the Process button at the bottom of the Process Stationery Request window.

Birt | Skip | Delete | Finished

This will open the Create Job - Stationery Request window.

3‘;" Create Job - Stationery Requesk

=10 x|

Customer Buantity and Unit OF kMeazure;
|1 B

Cuartity: |1

LI IBK Price: IEE.EH

Job Type: I Standard Job j
Job Statuz: I Order in Procesz j

Yendar far all line items: | TESTDIGI ﬁl Teszt Digital Printing Co.

AddTodob | Cancel |

Notice that the Vendor for all line items has defaulted to TESTDIGI. This is because you entered

Suggested Vendor 1 as TESTDIGI on the Item record.

You don't have to change anything on the Create Job - Stationery Request window. Click the Create
Job button to open the Create Job Dialog.

% Create Job Dialog

=10 x|

Job Mumber: |h 00000 ﬂ
Load Job | Continue E-Commerce |
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If you are using automatic job numbers, the Job Number will default to the next available job humber in

your system. For this example, change the job number to TESTSTA instead so that it will be easier to
find the job and delete it when you're done testing.

We want to put all three Stationery requests on the same job, so click the Continue E-Commerce
button to move on to the next request with the imprint information for George.

=10ixi
Job Number:ITESTST-&- ﬂl

Load Job | I Continue E-Eummerceé

The job will be created and you will be taken back to the Process Stationery Request information for
George's card.

% Process Stationery Request - ||:| |£|

File Help

Cush :IXETEX eter Business Systemz, Inc. Wiew Image
HERAmEt 1103 Rocky Drive — 2

|
Ship Ta: IXETEX Suite 103 iew POF |
|

WWest Lawn PA 19609

D ate: |1 0411403 Yiew PDF [text anly)

Req. ND.:I? Caonfirnation Ma.: | 7-2
ATTN:[Fred Fickey Vigw Credi Cad ||
Fram Dperatar; IFred Hickey
Wia: IEest W ay

Quantity and LIDM:|1 B Price: IW

Item: |<ETE~-BC Hetew Buginess Cards Cost Eenter:l
Special Instructions Order Infarmation
Sales Taw: 7.20 ;l Firgt Mame: George ;l

Last Mame:  Hutchizon
E-Maill:  georgeisixebra.com
Extenzion: 123456

File Attachments

File: M arne | Size |

Firt | Skip | Delete | Finished

Click the Process button.

On the Create Job - Stationery Request window, click the Add To Job button.
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%= Create Job - Stationery Request = 01| x|

Custarner Quantity and Unit OF Meazure:
|1 B2

Cuankity: |1 LJOk: IEX Price: IEEI.EIEI

Jaob T_I,Ipe:IStandardJn:-I:n j

Job Statusz: I Order in Process j

Wendor for all line kemms:; ITESTD|G| ﬁl Test Digital Printing Co.
Cestedob | [E7AddTodob, |  Cancel |

In the Add To Job Dialog, enter the job number TESTSTA.

% Add To Job Dialog = 01| x|

Job Number:ITESTST-ﬁ- ﬂl

Load Job | I Continue E-Eummerceﬂ

Click the Continue E-Commerce button to add the line item for George's card to the existing job and
move on to the request for the generic sales card.
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f"/? Process Stationery Requesk = II:I Iil
File Help
Clushammzr IKETEX #ietex Business Systems, Inc. Yiew Image |
11 I_:I3 Raocky Drive
Ship Tax IXETEX Suite 103 “iew POF |
Wwiest Lawn Ph 19609
D ate: |1 011403 ‘igw PDF [text only] |
Req. ND.:I? Confirmation Ma.: |7-3
ATTN: IFred i iew Credit Card |
From Dperatar: IFred Hickey
Via: |Best W ay
Huantity and LIDM:I'I B Price: |35.55
Iterm: [“ETEX-BC Hetex Business Cards Cost Eenter:l
Special Instructions Order Infarmation
Sales Taw: 7.20 ;I E-Mal  =zales@wrebra com ;I

File Attachments

File Mame

Size |

Erint |

Skip | Delete | Finished

On the Process Stationery Request window, notice that E-Mail is the only field shown in Order
Information because E-Mail was the only field that was not blank.

Click the Process button.

On the Create Job - Stationery Request window, click the Add To Job button.

On the Add To Job Dialog, enter the Job Number:

TESTSTA
% Add To Job Dialog = 01| x|

Job Number:ITESTST-ﬁ- ﬂl

Continue E-Commerce |

Since this is the last item to process for this job, click the Load Job button to view the job with all three
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line items.

=0l x|

File “iew Commands Actions Inguiry Go  Help

x| ma =]

Job: ITESTST-‘:"- [~ Special Commission

[T Alternate Address [~ File Attachments Rep: IIJE Quata Crusher
Status: IDn:Ier i Process J

Custamer: W ﬂl Hetex Buginess Syatems, Inc. Huate Date: I—j
Billirg Eustumer_lw ﬁl Hetew Buginess Syatems, Inc. Order D ate: IW:I
Cantact: IFred Hickey Due Date: I—j
Custarner PO T-t:l? D ate Completed: I—j

Coat Eenter:l

— Invoice

Job Type: I Standard Job j Numl:.er:l
Date | Mot | Ldd Date:l
F'aiu:l:l

v Special lnstructions

[tem | Description | Quantity [ UOM [ Status | Fallow-up |
HXETEX-BC ¥etex Business Cards 1 BX
HXETEX-BC ¥etex Business Cards 1 BX
HXETEX-BC ¥etex Business Cards 1 BX

A

Notice that the line item Description is the same for each of these three cards, so it isn't very obvious
which one is for Kathy, George, or sales. One easy way to fix this is to modify the line item
descriptions to add something that uniquely pertains to that particular line item.

Double click the first line item in the list to open the Line Item window for that item.
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#Z Line Ttem = II:I |£|

File Wiew Commands #Actions Help
a|x| =] Gl
Job Numher:ITESTSTﬁ‘« Trau:king:l j Fallow up:l j

Iter: |><ETE><-BE ﬂl |><ete>: Business Cards
[Digital Print
Product Eat.:l ﬂl GL Salea:lﬂmﬂﬂ ﬁl
[ Inventory item [~ Mew job for customer
Hemafks:l .
[~ Tatal as freight [T Exclude from zales

IV Long description and instructions [~ Tatal az composition [~ Proof required

[~ Print itern on invoice [~ Cost only item

Sell Ta: IW Hetex Business Spstems, |he. Buy Frum:lw ﬂl Test Digital Prirting Co.
Huantity Ordered: I'l— IW [uartity Ordered: I'I— Iﬁ
[luantity Shipped: IU— [uantity Shipped: IU—
it Price: IW % Margin: IW IJrit Cozt: W
Cost Eenter:l Yendor Order D ate: I—j [~ Acknowledged

HenrderDate:l j ShipBy:I :I Date Due:l :I Shipped:l j

v Image YYendor Quate #:I

[ .&rtwurhﬁﬂcluded [T Alternate address \tandar Job n:l

[~ Repeat for vendor [~ Conzecutive numbering Jras I—
[~ Specifications [~ Sales tax exception EHUENCE!

v File &ttachments [~ Praduction definition

Notice that the Image check box is checked. Click the Image check box to view the picture of the

business card for Kathy.
= 0] x|

LCancel | Beplace | Delete | Save bz . | Beduce Sizel

L A
~ N\ ADVANIA
AN GE
T X Your complete
A software solution!
e We earn our stripes every day.
K aEtkh y E-Mail: kathy@x=ebra.com
=

1102 Rocky Drive, Suite 103 « West Lawn, PA 19609
800-356-2772 » 610-898-1551 ext. 17 » Fax: 610-898-1564

www.xebra.com
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Now that you know for sure that this is the line item for Kathy's business card, close the Image window
append "-Kathy" to the end of the first line item description.

'35" Line Itenm

File Wiew Commands Actions Help
x| «[=| ‘wl
JDbNumber:ITESTST-ﬁ- Tracking:l j Fu:ullu:uwup:l j

| term: IXETEK-EE ﬁl IXete:-: Business Cards - Kathy
|Digital Print

Also notice that on this Line Item, the File Attachments check box is checked.

v Image

[ Armwork included [~ &lkernah

[~ Repeat for vendor [T Conzeo
[T Salesta
[ Product

Click the File Attachments check box to view the file attachments for this line item.

Z File Attachments - |0 x|

Add
File Attachments
File Marne | Gize |
#eter Buziness Cards. pdf 1211586
#eter Buzineszs Cards. phg A357
#eter Buziness Cards_text_aonly. pdf aea 24
3

Notice the File Name for each attachment. The first part of the file name is based on the settings in
the E-Commerce master catalog for this item. This is what these settings looked like.
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= Stationery Catalog Item - II:I Iil
[tern #: IKETEX-EE IXetEH Business Cards

Wiew [tem | ID igital Print

Cuztamer [tem #: IKETEK-BE

Product Categaory: I ﬁl

Small Image | Large Image | Template | &dd Luantity Restriction |
e IEDEI EA Per B Eluantit_l,.l Restrictions .
— Artwark Attachment Default Dpt?nns 1I]uant|t_l,l I EEM I ESFEIES I
Crefault File Mame: IHete:-: Buzinezs Cards 2 B 7499
Check the default tupe(z] of arbwiark o attach bo PO emailz. 3 B 44.34
v Screen rezolution proof [PNG]
[T Test-orly PDF
[+ PDF with background & text
— File Attachrents
[T Allow file attachments [T Require file attachment
et uzer fle attachment nstruchons:
Mates:
BOXES OF 500 EUSIMESS CARDS ;I
12PT. C-1-5 GLOSS COVER wWHITE

Delete Cancel

The text, Xetex Business Cards, was specified as the Default File Name. The file attachment for the
PDF with both the text and background is named simply by adding .pdf to the Default File Name. The
file attachment for the screen resolution proof image is name by adding .png to the Default File Name.
The file attachment that is a PDF with only text is named by adding _text_only.pdf to the Default File
Name.

Also, remember from the Stationery Catalog Item record for this item, attachments of the Screen
resolution proof and PDF with background & text were set to be included with PO emails. If you
double click the Xetex Business Cards.pdf entry in the File Attachments list, you will see that the
Purchase Order check box is checked.
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%= File Attachment = 0] x|
File M ame: IXetEH Buziness Cards. pdf

Size: [ 1211586

Save Tao Dizk | Delete |

— Aittach to emails of the following document types:
[ Zip [ Yendor Quate Request

[T Zip [T Customer Quaote

[ Zip [ Customer Acknowledgement

[ Zip ¥ Purchaze Order

[ Zip [ Invoice Ib

[ Zip T Packing Slip

[T Zip [T L5l Releaze

(].4 | Cancel |

If you were to look at the File Attachment email settings for the Xetex Business Cards.png attachment,
you would see that it is also flagged for inclusion on Purchase Order emails. If you were to look at the
File Attachment email settings for the Xetex Business Cards_text_only.pdf attachment, you would see
that this attachment is not set to be included on any emails.

Close the file File Attachments window to return to the Line Item window, then, click the Next arrow on
the toolbar to load the next line item on the job.

3‘;" Line Item

File Wiew Commands Actions Help
Elkd <:‘=|=th> s
Job Mumber: ITESTST-"-"- Tracking:l | |

[term: IXETEH-BE ﬁl Ixete:-: Buziness C

IDigitaI Frint

Click the File Attachments check box to load the File Attachments window for this line item.

Z File Attachments - |0 x|

Add
File Attachments
File Marne | Gize |
#eter Buziness Cards. pdf 1211586
#eter Buzineszs Cards. phg A357
#eter Buziness Cards_text_aonly. pdf aea 24

[

Notice that the names of the file attachments for this line item are exactly the same as the names for
the previous line item. This is due to the fact that each line item is based on the same master Item
record and the same Stationery Catalog Item record. They are both hamed based on the same
Default File Name. This could present a problem on the purchase order email because it would be
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difficult to differentiate between the attachments for each line item because they would have the same
names. One solution would be to double click on the attachment in the File Attachments list and
modify the File Name for the attachment to be more specific. For this example, don't change the file
names so that you can see what happens if multiple file attachments have the same name when you
generate the Purchase Order email.

If you view any of the pdf or png file attachments for this line item, you will see that this is the line item
for George's card. On the Line Item window, append the text "-George" to the first line item
description.

Click the Next button on the toolbar to load the 3rd line item and add the text "-Sales" to the first line
item description.

Close the Line Item window to return to the Xebra Order Entry window. It should now be easy to see
which line item is which.
I

Item Dezcription Cuantiby | UOk | Statuz Fallaw-up
XETEX-BC Xetex Business Cards - Kathy

XETEX-BC Xetex Business Cards - George 1 BX

RETEX-BC Xetex Business Cards - Sales 1 BX

i

Before you make the purchase order for this job, there is a simple modification you can make to the
Purchase Order document configuration that will enable the PO document to list the file attachments
for each item. This could be helpful to the vendor so that they can see clearly which file attachments
belong to which line item on the PO document.

If you aren't the person that manages document configurations for your system, then you might not
want to make any changes to the document configuration at this time. Even if you are the person in
charge of document configurations, you might want to wait to make any changes until you are sure that
other people aren't going to be confused by the changes. You can just read through the instructions
so that you understand how it would work and if you like the modification, you can make the changes
for real later or ask the person in charge to make the changes for you.

From the Go menu, select Setup.

%= %ebra Order Entry
File Wiew Commands Actions Inguiry | Go Help

a|x| A ¢l= Oret Eniey
Accounting
.J-:ul:u:l

[T Alternate Address [T File &ttachme  Reports
Status| Uilities

Custarier: I ﬂl Custamet Specific Inventary
BEillirg Eustu:umer:l “I Prospecting
Ll

General Tnvenbory Rennrbs

[

From the Xebra Setup menu, select Printing > Document Setup.
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%= Xebra Setup = 0| x|
File #&ctions Options | Printing G0 Help

DOperatar Preferences |

[T Prevent update after imvoice
[T Receive vendor invoice after customer invoice
[T Prevent update after in insventary

On the Document Types window, double click Purchase Order in the Select a document type list.

%= Document Types = 0] x|

Select a document type

M arne | ]
AP Check,

C51 Release

C51 Statuz & Rearder Report
Carton Labelz

Customer Acknowledgement
Cuzstorner (luote

EC Office Supply Request
EC Stationen Reguest

EC Stock Request

EC warehouse Request
[Fvoice

kit Wwhork, Order

b ailing Label

Mizc. Job Docurment
FPacking Slip

Froduction ‘work, Order

I [T vy = P B LI

Wi | Cloze |

This will open the Document Configurations window for the Purchase Order document type.
_Io/x]

Document Type: IF'urI:hase Order

Additional Page T emplates |

Edt | Add | Delete | Disable | SettsDetaut |

Configurations

MHame Enabled | Default

#ebra Standard

#ebra Standard Pre-printed *

]
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Your Configurations list for the Purchase Order document might be different than the one shown if you
have already modified your configurations. If you want to make changes to your main configuration for
the purchase order, double click the configuration that has both Enabled and Default checked. This
will open the Document Configuration Editor window for your configuration.

% Document Configuration Editor =|g|5|

File Edit Commands Insert Help

B slmex| «= 728l

Template for pages of purchaze arders that don't show specifications.

|»

PURCHASE ORDER

[JOB_NUMBER] || [PO_DATE] |

[ _PAGE_NUMBER] of [ |

: ><e|:n°a Demo (;*r’ap"wics

1103 Rocky Drive « West Lawn PA 19609 » Phone: 610-838-1551 « Fax: 610-898-1564

our Guiots Mumber Ehip Date Cur &ccount Mumber | Contact [ Eustamer [ TEustomer Order Mo.
See Below ITEM_DATE_ [VENDOR_ACCO PRODUCTICON_CONTACT] SHIP_TO_C |[CUSTOMER_PO_M
TO: [VEMDOR_ORD_CONTACT] hip ia: |
YENDOR_ORD_COMPANY_MAME] SHIPPING]

ENDOR_ORD_ADDRESS 1]
ENDOR_ORD_ADDRESS 2]
VENDOR_ORD_CITY] [VENDOR_ORD_STATE] [VENDOR_O

rx/endnr Info.. Phone: WENDOR_ORD_FHOME] Fax: WENDOR_ORD_FAX] Email:|

Fip To: |
SHIP_TO_CONTACT]

SHIP_TO_COMPANY _NAME]

SHIP_TO_ADDRESS_1]

SHIF_TO_ADDRESS 2]

SHIP TO CITY] [SHIP_TO STATE] [SHIP TO POSTA]

[ Guartity] [ fiem | Pescription i Unit Cost] | Extension| |
TITY_ORDERED]| [ITEM] [ITEM_MU] [ITEM_DESC_1] |[ [TEM_UNIT_COST] [ _EXTENDED_COST] =
ITEM_DESC 2]

ITEM_REMARKE]

ITEM_CONSECUTIVE _MNUMBERING]

ITEM_GUARANTEED _MUMBERING]

ITEM_REPEAT]

ITEM_PROOF_REQUIRED]

our Quote Mumber: [ITEM WENDOR_QUOTE _NUMEBER]

Enclosures: [ITEM_ART EMCLOSURE_1], [ITEM_ART ENCLOSURE_Z], [ITEM_ART EMCL
ITEM_RETURN_ARTWORK]

Bpecial Instructions: [ITEM _VENDOR_INSTRUCTIONS]

s

-
4| | I*

You should see a box in the line item detail section of the configuration that contains the field
[ITEM_VENDOR_INSTRUCTIONS].
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m | PESCFIp‘tIDI‘I | | Unt CDS‘tl | tx‘tEI'ISIEII'Il |
Bt MU [ITEM DESC 1] || [ITEM UMIT COST]| E<TENDED COST]
TEM DESC 2]

ITEM_RFEMARKS]

ITEM CONSECUTWE_NUMBERIMG]

ITEM GUARANTEED NLUMBERIMNG]

ITEM_REPEAT]

TEM_PROCF_RECQUIRED]

our Quote Mumber: [ITEM YENDOR QUOTE NUMBER]

Enclosures: [ITEM_ART_ENCLOSURE 1], [ITEM_ART_ENCLOSURE 2], [ITEM_ART ENCL

ITEM_REETURMN_ARTWORIK]

Special Instructions: [ITEM YENDOR INSTRUCTIONS]

[

Double click this box to open the Data Field Properties window.

%= Data Field Properties

 Size & Positioning Hide an... In Frint Preview enable. .
Lefl:|2.5 [~ Printed document ’7 [~ Edit and delete

1

TDD'IE EET [~ Fax [~ Move and resize
= [~ Email/PDF
Ri hl:|8.125

N [~ Bar Code

Bnttom:|5.333
[ Disable mouse moves I:':'I':'r:- Eont | v Wword wrap

— Horizantal Alignment Wertical Alignment Fit Options

o+ Left & Tap % Expand box ta fit test
" Center ~ Center = Clip test to fit box
" Right = Battom = Shiink text ta fit box

[~ Hide onfirst page [ Hide on middle pages [~ Hide on last page
Test/Data;

Special Instructions: [ITEM_VENDOR_INSTRUCTIOMS]

oK | LCancel |

=10l x|

D ata Field Format Options | Far Type...
DOLL&RSIGH_COMMA_SEF_THOUSAMDS  HUMBER
COMMA_SEP_THOUSANDS MHUMBER
DOLL&R_aMOUNT_SPELLED_OUT MUMBER
BLAMF_WHEMN_ZERD MHUMBER
ROUKD 0.0 HUMBER
Available Data Fields | Data Type -
JOB_MUMBER TEXT
JOB_SPECIAL_INSTRUCTIONS TEXT
FO_DATE DATE
CURREMT_PAGE_MUMBER MUMBER
TOTAL_PAGES MUMBER
YEMDOR_aCCOUNT_MUMEER TEXT
FRODUCTION_COMTALCT TEXT
CUSTOMER_PO_NUM TEXT
JOB_REP_CODE TEXT
JOB_REP_MAME TEXT
JOB_REP_PHOME TEXT
JOB_REP_Féx TEXT
JOB_REP_EMAIL TEXT
CUSTOMER_REP_CODE TEXT
CUSTOMER_REP_MAME TEXT
CUSTOMER REP PHOME TEXT LI

In the Text/Data field, add a new line with the text:

File Attachments:

Text/Data:

Special Ingtructions: [ITEM_YEMDOR_IMSTRUCTIOMS]
File sttachments: |

ok Cancel

With the cursor blinking after the new "File Attachments:" text, scroll through the Available Data Fields
lists until you find the field, ITEM_EMAIL_ATTACHMENTS. Double click on this available field in the
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list to add it to your Text/Data field.

[ Disable mouze moves | I"DID“- Eont I 000 WIAD Available Data Fieldz | Data Tupe ;I

Horizontal Alignment Yertical Alignment Fit Optionz ITEM_RETLIRN_ARTW/IRK TEXT
& Left &1 & o b s it et ITEM_DATE_DILE TEXT
° °F e Lo sk DU ITEM_DATE_SHIF_BY DATE

™ Center ™ Center = Clip text to fit box ITEM_EUY_QUANTITY_ORDERED NUMEER
" Right " Battom ” Shrink text ta fit box ITEM_ELY_UOM TE=T

) . ) ) . ITEM_UMIT_COST HUMBER

[~ Hideonfirstpage [~ Hide onmiddle pages [~ Hide on last page ITEM_EXTENDED_COST NUMEER
Text/Data: ITEM_IMAGE IMAGE
Special Instructions: [ TEM_YENDOR_INSTRUCTIONS] ITEM_LONG_DESCRIPTION TERT
File Attachments: [ TEM_EMAIL_ATTACHMENTS] ITEM_VENDOR_INSTRUCTIONS TEXT
ITEM_WAREHOUSE_IMSTRUCTIONS TEXT

ITEM_EMAIL_ATTACHM k‘

PO_TOTAL_COST MUMEER
OFERATOR_CODE TE=T
oK Cancel | OPERATOR_MAME TEXT =

Click the OK button on the Data Field Properties window to save the changes and return to the
Document Configuration Editor window. Purchase Order documents configurations have multiple
page types. The first page type will be used for line items that don't have specifications. Click the
Next button in the toolbar to load the next page type.

7 Document Configuration Editor

File Edit Commands Insert Help

B #me|X| «]=LF028|L bl

Template for pages of purchaze orders that don't show specifications.

The 2nd page type of the Purchase Order configuration is for line items that do have specifications.
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=10l x|

B slmlelx| «l= 728l

Template for pages of purchaze arders that need to shaw specifications.

_"-" . -. ><e[:fr’a Demo G‘r’apl'wics‘

PURCHASE ORDER

VENDOR_ORD_GCOMPANY MAME]
ENDOR_ORD_ADDRESS 1]
ENDOR_ORD_ADDRESS 2]

VENDOR_ORD_CITY] [VENDOR_ORD_STATE] [VENDOR_O

S [JOB_NUMBER] || [FO_DATE] |
1103 Rocky Drive » West Lawn PA 19609 » Phone: 610-838-1551 » Fax: 610-896-1564 | _PAGE_NUMBER] of [ |
our Guiots Mumber Ehip Date Cur &ccount Mumber | Contact [ Eustamer [ TEustomer Order Mo.
TEM_VENDOR_QU || [ITEM_DATE_| |[VENDOR_ACCO | [FRODUCTION_CONTACT] SHIP_TO_C |[CUSTOMER_PO_M
B
TO: [VENDOR_ORD_CONTACT] hip ia: |
SHIFPING]

nclosures:

ITEM_ART_ENCLOSURE_1]
ITEM_ART_ENCLOSURE_2]
ITEM_ART ENCLOSURE 3]

rx/endnr Info.. Phone: [WENDOR_ORD_FHOME] Fax: WENDOR_ORD_FAX] Email:

ITEM_RETURN_ARTWORK]

hip Ta:

B

ecial Instructions:

SHIP_TO_CONTACT]

SHIP TO COMPANY NAME]

SHIP_TO_ADDRESS 1]

SHIF_TO_ADDRESS 2]

SHIF TO CITY] [SHIP TO STATE] [SHIP_TO POSTA

ITEM_WENDOR_INSTRUCTIONS]

[TEM_PROOF_REQUIRED] |

ITEM_REMARKE]

ITEM_CONSECUTIVE _MNUMBERING]

ITEM_GUARANTEED_NUMBERING]

ITEM_REPEAT]

[ Guartity] [ fiem | Pescription i Unit Cost] | Extension| |
TITY_ORDERED]| [ITEM] [ITEM_MU] [ITEM_DESC 1] |[ [TEM_UNIT_COST] [ _EXTENDED_COST]
ITEM_DESC 2]

|

|»

|
v

To be sure to show email file attachments for all line items on a purchase order document, you would
have to add the [ITEM_EMAIL_ATTACHMENTS] field somewhere on this page type.

Note: The Xebra Document Configuration Editor allows for a lot of flexibility in how your documents will
look. The preceding example only shows one way of adding the ITEM_EMAIL_ATTACHMENTS field

to the Xebra Standard document configuration for the Purchase Order. There are lots of ways that you
could do this and it is up to you to decide how your documents should look.

After you make the changes to your document configuration, you can close the Document
Configuration Editor window and save the changes. Close the other open windows until you get back
to the Xebra Setup window and then use the Go menu to return to Xebra Order Entry.

From the Xebra Order Entry File menu, select TESTSTA - XETEX from the recent jobs list to re-load

the TESTSTA job.
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%= %ebra Order Entry

File Miew Commands Acktions Inguiry Go  He

Messages ]il ‘ﬁl
Exit xebra I

ml [ | File &ttachments
TESTSS - XETEX =]
Q1707 - 5M — ﬂl
Q0054 - ABC1 E——

With the TESTSTA job loaded, from the Xebra Order Entry Actions menu, choose Prepare Vendor
Purchase Order.

%= %ebra Order Entry

File Wiew Commands | Acktions Inguiry Go  Help

= | > I [;ml @%l ¢ Prepare Customer Quate
==  Record Customer Order
Job: ITE STETA Prepare Wendar Purchase Order r
[T Altermnate Address Customer Acknowledgement h‘ Rep IDE Quata Cr
Chabys: Im Print Packing Slip
Customer: Iﬁ Receive 'ufenu:h:ur Imveaice e Quot
Enter/Relizve Inventary
Billing Custarner: Iﬁ Irvaice Cushomer I, Orde
Contact: m Print Shipping Label Dl
Customer PO #: I?_ Prink Misc, Job Docurment Diate Con
Crst Center I_ Sales Tax Reversal

From the Prepare Vendor Purchase Order window, click the Create Purchase Order button in the
toolbar.
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#Z prepare ¥endor Purchase Order = |EI |£|
File Commands Help
&l
Create F‘u:chase Crder vI ﬂl Test Digital Printing Co. Shipping Information. .
P.0. Date: il Ja Catter:[Best Wy =
Production Contact: |E!uu:uta Crusher [ Inzide delivery required
Exizting purchase orders for the selected vendor an this job
FO Mumber | Date | Item | Description |
Select itemz far the purchaze arder.
| Itern | Description |  Quantity] UOM | Unit Cost|  Extension |
¥  ®ETE=-BC Hetex Business Cards - Kathy 1| B 15.00 15.00
X  HETEx-EC Hetex Business Cards - George 1| B 15.00 15.00
* | ®ETEX-BC #etex Business Cards - Sales 1 B= 15.00 1500
Purchaze order date. 5
This will open the Purchase Order Editor window
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% purchase Order Editor = IEI |£|
File Options Help

& |

|»

PURCHASE ORDER

e >< E D k Mumber Diate
} /\EDPA emo gT’G‘P ICs TESTSTA 10/12/09

1103 Rocky Drive « West Lawn PA 19609 » Phone: 610-898-1551 « Fax: 610-896-1564 Page 1 of 1
Your Guate Mumber Ship Date Cur Account Mumber | Contact Customer Customer Crder Mo.
See Below AS AP Quota Crusher XETEX 7
TO: Test Digital Printing Co. Ship Via:
123 Main Street Best Way

Elverson PA 19520

“endor Info.: Phone: 555-555-1234 Fax: 555-555-1235 Email: orders@testdigitalprintingco .com

Ship To:
Fred Hickey
Hetex Business Systems, Inc.

1103 Rocky Drive

Suite 103
Wiest Lawn P& 195039
Quantity LM tem Description Unit Cost Extenszion
1 B¥  HETEX-BC Xetex Business Cards - Kathy 15.00 15.00
Digital Print

Special Instructions: BOXES OF 500 BUSINESS CARDS
12PT. C-1-3 GLOSS COVER WHITE
File Attachments: ¥etex Business Cards-1.pdf, Xetex Business Cards-1.png

1 B¥  KETEX-BC X¥etex Business Cards - George k 15.00 15.00
Digital Print
Special Instructions: BOXES OF 500 BUSINESS CARDS
12PT. C-1-5 GLOSS COVER WHITE
File Attachrnents: Xetex Business Cards-2 pdf, Xetex Business Cards-2 png

1 Bx  XETEX-BC Xetex Business Cards - Sales 15.00 15.00
Digital Print
Special Instructions: BOXES OF 500 BUSINESS CARDS
12PT. C-1-3 GLOSS COVER WWHITE
File Attachments: ¥etex Business Cards-3.pdf, Xetex Business Cards-3.png

-
1 | B

4

Notice that the names of the file attachments that will be included in the Purchase Order email are
shown below the Special Instructions. Also note that the names of the file attachments are slightly
different than what you saw on the Line Item File Attachments window. Since there were multiple file
attachments flagged to be emailed with the same name, Xebra modified the names by adding a
sequential number to each one that would have been duplicated.
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AETEX-BC Xetex Business Cards - Kathy 15.00
Digital Print
Special Instructions: BOXES OF 500 BUSINESS CARDS
12PT. C-1-5 GLOSS COWER WHITE
File Attachments: Xetex Business Cards-1.pdf, Xetex Business Cards-1.png

AETEX-BC Xetex Business Cards - George L\, 16.00
Digital Print
Special Instructions: BOXES OF 500 BUSINESS CARDS
12PT. C-1-5 GLOSS COWER WHITE
File Attachments: Xetex Business Cards-2. pdf, Xetex Business Cards-2. png

XETEX-BC Xetex Business Cards - Sales 15.00
Digital Print
Special Instructions: BOXES OF 500 BUSINESS CARDS
12PT. ©-1-5 GLOSS COWER WHITE
File Attachments: Xetex Business Cards-3. pdf, ¥etex Business Cards-3.png

Click the Save button on the Purchase Order Editor toolbar to finalize the purchase order and open it
in Xebra Print Preview.

%= Purchase Order Editor

File Options Help
(¥

=1

|_Save Ctrl+5|

To email the purchase order to the vendor, click the email button from the Xebra Print Preview toolbar.

%= %ebra Print Preview

File Edit Commands Insert Help
U= slslal= 2 dEe(x] €5 7| 2]BE wl
i

E-rnail Dacument Cerl+E

_ s ><el:m::a Demo G’r‘cﬂphicg

1103 Rocky Drive « West Lawn PA 136049 « Phone: 610-838-1551 « Fax: 610-898-1564

our Guate Mumber

Mae e Malao.,

Ship Dste IDur Account Mumber | Cortact
e} i -

no— an mn LI PR

The email should open in the default email client for your computer. The following image shows the
email in Windows Mail.
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[ (=] 3]

File Edit “iew Insert Formak Tools Message Help
gend |4 20D |3 V]I H-HEYN

From: Ifrh@xebra .com  {mail . xebra,com) ﬂ

To: ITest Digital Printing Co. <orders@testdigitalprintingco. coms;

(ol I

Bee: I

Subject: IPurchase Order

Atkach: E ¥etex Business Cards-3.png {375 KB) B xetex Business Cards-3.pdf (798 KB) E ¥etex Business Cards-2.png (39,7 KB)
B ¥etex Business Cards-2,pdf (887 KB) E; ¥etex Business Cards-1.png (39,2 KB) || Xetex Business Cards-1.pdf (887 KB)
| 10b TESTSTA.pdf (21.0KE)

I S DA EIB 1 UA|EEEEEEEE=S -8

Please view the Purchase Order attached to this email

Notice that the artwork files are attached and named as they were shown on the purchase order
document. The Job TESTSTA.pdf file is a PDF version of the purchase order document. From this
point, you could alter the text of the email and you could send the email. Since Test Digital Printing
Co. isn't real and this isn't a real order, don't try to send the email.

Close the email without sending.
Close the Xebra Print Preview window.
Close the Prepare Vendor Purchase Order window.

Since the TESTSTA job is just an example, it would be good to remove it from your live system. Click
the red X on the Xebra Order Entry toolbar to remove the job.

% vebra Order Entry

File Wiew Commands Actions I

alx WA &= w
| Su[TESTSTA

NOTE: If the red X is disabled, you will need to find a Xebra operator in your company with the correct
security privileges to delete the job.
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3.2 Removing Test Data

If you followed along with the Learning By Example section, you may have left over test data in your
system that you should remove. The following are instructions for making sure that the test data gets
cleaned up. In some cases, your operator security settings may prevent you from deleting particular
data. In these cases, you will have to find a person at your company who is authorized to delete the
information.

Go > Xebra E-Commerce > Actions > Customer Setup
Enter XETEX for the Master Customer.

In the Warehouse Release section, click the User button.

Choose Commands > Next from the menu to load the first user catalog for XETEX.

Choose Commands > Delete to delete the user catalog. Answer Yes to the warning message.
Close the Warehouse Release User Catalog window.

In the Warehouse Release section, click the Master button.

Double click the XETEX-ENV-9W item to open the Warehouse Release Catalog Item window.
Click the Delete button on the Warehouse Release Catalog Item window.

Close the Warehouse Release Master Catalog window.

In the Stock Sales section, click the User button.

Choose Commands > Next from the menu to load the first user catalog for XETEX.

Choose Commands > Delete to delete the user catalog. Answer Yes to the warning message.
Close the Stock Sales User Catalog window.

In the Stock Sales section, click the Master button.

Double click the XETEX-TSPC item to open the Stock Sales Catalog Item window.

Click the Delete button on the Stock Sales Catalog Item window.

Close the Stock Sales Master Catalog window.

In the Stationery section, click the User button.

Choose Commands > Next from the menu to load the first user catalog for XETEX.

Choose Commands > Delete to delete the user catalog. Answer Yes to the warning message.
Close the Stationery User Catalog window.

In the Stationery section, click the Master button.

Double click the XETEX-BC item to open the Stationery Catalog Item window.

Click the Delete button on the Stationery Catalog Item window.

Close the Stationery Master Catalog window.

Click the Web Users button.
Choose Commands > Next from the menu to load the first web user for XETEX.
Choose Commands > Delete to delete the fhicky web user.

Close the Customer Setup window.

From the Go menu, choose Setup
From the Xebra Setup > Options menu choose Delete Customer Specific Inventory Item
Enter XETEX-ENV-9W for the Item code and click the OK button.

From the Go menu, choose Order Entry.

Choose Commands > Find Job from the menu.

Enter TESTSS for the Job Number and click the Search button. If a record is found, load it and delete
it.

Repeat this to delete job TESTSTA if it still exists.

From the Order Entry View Menu, choose ltem
Choose Commands > Find from the menu.
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Enter XETEX-BC for the item code and load and delete the record.
Repeat this to delete items: XETEX-TSPC and XETEX-ENV-9W
If you created a POSTAGE item and you don't want to keep it, you can delete that record too.

From the Order Entry View Menu, choose Vendor > Remittance

From the Vendor Remittance > Commands menu, choose Find.

Enter TESTDIGI for the Code and load the record.

Choose Commands > Delete from the menu to delete the TESTDIGI record.

From the Order Entry View Menu, choose Vendor > Ordering

From the Vendor Ordering > Commands menu, choose Find.

Enter TESTDIGI for the Code and load the record.

Choose Commands > Delete from the menu to delete the TESTDIGI record.

From the Order Entry View Menu, choose Customer > Billing

From the Customer Billing > Commands menu, choose Find.

Enter XETEX for the Code and load the record.

Choose Commands > Delete from the menu to delete the XETEX record.

From the Order Entry View Menu, choose Customer > Shipping

From the Customer Shipping > Commands menu, choose Find.

Enter XETEX for the Code and load the record.

Choose Commands > Delete from the menu to delete the XETEX record.

If you entered a PST product category for postage and you don't want to keep it:
From the Order Entry View Menu, choose Control Files > Product Category
Choose Commands > Find from the menu

Enter PST for the Product Category Code and load the record.

Choose Commands > Delete to delete the PST record.
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4 Advanced Setup Options
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