Operating Instruction Manual of Cooncart
Cooncart’s administrative panel has been designed for friendly use .You can operate the backend freely according to your will because of its flexibility.
I will describe how to use this background in the following chapters. “menu manager” and “system setting” are key sections in this system, so I will explain two sections at first.
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About menu manager
Firstly, let us find this submenu and open it. Please view the screenshot below.
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You can define left menus or change the structure here. Left menus are managed through this section. You could edit existing menu, to change menu title, menu URL and so on. If you want to edit a menu, you need select this menu by double-clicking the menu title with the mouse, then click edit icon on the top. Do not forget to click save icon when you finished. 
Secondly, you will know how to add a new menu. It is simple! Step1: A new window will be opened as screenshot below when you click [image: image2.bmp] on the top. Step2: Fill out these fields as you want. Step3: New menu was created and displayed on the left menu when you click save icon.
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Thirdly, you could remove a menu item by deleting icon if you needn’t.  

About system setting
This is powerful and easily operation part. At first, let us look its profile by the screenshot below.
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For system parameters

Navigation: You can define navigation bar of foreground by yourself (including edit, add new and delete). 
Flash Advert Upload: Here, you can change/add new/delete flash ads for foreground. 
For advance search
Add or edit criteria for search.

For interface
Define layout: You can change show of foreground box. Change the display order and you also can to control which box you want to display in foreground or not. Be selected that box will appear in the foreground.
Define elements: Created new box/footer/header, then add to define layout or change the existing box. 
Define Language: select a language which you want to use.

For shipping setup

In this section, you can select some shipping items.

For shipping methods

You can choose the shipping methods in here.

For payment setup

You can select payment methods in here.
For order total sort order

You can change the sort order of charge’s type in order. 
For location
You can define the country and zones for billing information form of foreground.

For tax

Add or define tax rate, tax class, tax zone.

For tools

You can backup/restore all information or import/export files of CSV for product information.
About sales dept 
In this section, mainly about manage customers and order. All functions view screenshot below. 
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For customers

You can view all customers of registered. Additionally, you may edit, add or delete the customer. 
If you want to send an email to one customer or many customers, firstly, you need to select them firstly by double click mouse in this item, then click email icon on the top. (eg. screenshot below)
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For orders and orders status

All order information will be recorded here. You can check and change orders status. To cancel an order, view billing address, view shipping address, view order details.
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You can add new orders status or delete/edit orders status by orders status menu. 
For report

There are five ways for report: sales by item, bestsellers, sales by customers, sales by period, price list. And each of the reports can also print documents into. The seller is very convenient to view the sales.   
For coupons

In this section, you can create new coupon by clicking [image: image8.bmp]icon apply to different products and percent, start date, end date, etc. were defined by seller. After seller can direct click [image: image9.bmp] icon to sent email to one customer or all customers to tell them this coupon.  
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For gift

This part of operation is similar to coupon. You can do as above mentioned.

About Inventory

This part is used to manage products by sellers. 
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For catalog 

Categories: you can define product categories. 
Products: upload and manage products here. You can upload six images for one product by clicking [image: image13.bmp]icon after selecting this product.
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You can define an attached product for one product you selected by clicking [image: image15.bmp]icon. For example, I selected product A then click [image: image16.bmp]and choose B as attached product. When A is ordered by one customer, he will get two products, A and B. 

[image: image17.png]] |7 %] & R B

Products [Attach optional product]

[ —

5




[image: image18.bmp] icon: for the same goods in different configurations to define different prices. More details, please view screenshot below.
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About merchant

For role manager

Role manager means assigning permission for different roles. In this section, you can set a role have what’s permissions, which menus in the left menus can operate. For example, if A is just a seller, A will not allow view or operate “system setting” menu. 
For user manager

You can create new user of background and designated role. The user by creating here almost is the seller.
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About change password

If one want to change password, please come here to change.

About log off
Click here to log out background system.
