
Getting Started 
Database Setup requirements before using your eCommerce module 
Setup nonmember purchase tracking 

1 Create a record in the Members module for tracking all non-member eCommerce tracking 
2 Assign member record 

a Click on Setup 
b Click on Billing Options & Settings 
c Under the Billing Solution section, you will see the option to set up the non-member ecommerce 

member record 

 

 

Create eCommerce Fee Items 

1 Setup the fee items for the products in your store and shipping costs (if needed). 
a Click on Setup 
b Under Billing click on Fee Items List 
c Click Add Fee Items and enter the details of the fee. Make sure to assign the eCommerce Fee as the 

Item Type.  

 

 



Setup eCommerce module 
Tax Setup (if applicable) 

1 Go to Configuration > Tax > Tax Providers 

 

 

a Select Mark as primary provider for your needed tax calculation 
b Select Configure next to the Fixed tax rate provider or Tax by Country & State & Zip 

 

 
 
c Click Edit next to the desired category 
d Enter Rate 
e Click Update 

 



 
 

Shipping Setup 
 
1 Go to Configuration > Shipping – setup each item as needed 

a Shipping Fee Items – assign the fee item that you created in the database for shipping cost. 

 

b Shipping Methods – enter in all of the shipping options 
• Click Add New to create new shipping methods 
• Click Edit next to the method to change the Name, Description, and Display order 

 

c Shipping Method Restrictions – Select areas where shipping is not available 

 



d Shipping Rate Computation Methods – Setup and select the shipping options that are available 
• Make all needed computation methods active 
• Click Configure next to the shipping rate method and follow instructions to set this up 

 

 

Email addresses for notifications 

1 Click Configuration > Email Accounts 

 

a Click Add new to add email addresses to the list 
b Click Mark as default email account to set the default notification email 
c Click Edit to update Email address, Email display name, or to send a Test Email 

 



 

 

Setup Messages 

1 Click Content Management > Message Templates 
a Click on the checkbox under Is active for any message that you do not wish to have active 
b Click Edit to update any messages 

• Allowed message tokens – available tokens that can be used in the subject or body of email 
• Name – template name 
• Is active – displays status, can be inactivated/activated from within this screen 
• BCC – assign bcc emails for this message 
• Subject – subject of email message 
• Body – body of email 
• Email account – email account used to send the message 

 

 


