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About this Document

Audience for Document

The primary audience will be the Virgin Vie merchandising team.

Purpose of Document

This document is to describe the merchandising operations of the Site Management/Integration Tool used in concert with the Virgin vie Online Store application. 
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Overview

Along with the Online Store, DSI will provide a version of their Site Management & Integration Tool (SMIT) customised for Virgin Vie.  

The VVSMIT application was developed to assist the merchandisers’ preparation of multiple campaigns in advance of the needed date for these campaigns.  Merchandisers here create campaigns, and the departments, product lines, and promotions within them.  They also determine the launch date of the new campaign; product data for that campaign must be in production by that date.

A number of data feeds are used to load a campaign into the VVSMIT application initially.  These include feeds from Jenkon and the Virgin Vie data warehouse.  All these feeds must be received before a campaign can be loaded.

Once the initial data is loaded, the Virgin Vie merchandisers locate the new products and apply changes to the shortnames, descriptions etc. as desired.  They then create the promotions for the campaign.  Once all this is completed, the campaign is pushed to staging for preview on the front end.  Special log-ins have been created for staging to assist in this.

Many other merchandising-related functions are handled in VVSMIT and explained in this overview, including:

· Search and Filter Functions

· Product and variant management

· Cross Sell Management

· Promotion Management

· Product Image Management

· Landing Page Manager

· Image Upload

· Coupon Management

· Shipping Cost Management

· Department Management

· Checkout Promotion Management

· Link Generator

· Campaign Date Management

· Referrer Management

· Profile Administration (Settings File Creation)

1. Data Flow to and from VVSMIT


A larger picture of this data flow, noting relevant Dbs and tables, is in the Data Flow to and from VVSMIT appendix.  The following sections describe this flow and its business rules.
1.1. From Virgin Vie DBs to VVSMIT
1. Virgin Vie data tables will send product-related data daily to DSI’s Operational Data Store (ODS) database.  Data for products updated since the previous day’s data transfer will be included.

2. ODS data will feed into VVSMIT once per campaign; this data will be distributed among VVSMIT’s product, variant and promotion tables.

3. Product department and promotion data will not be loaded into VVSMIT; this is either:

1. automatically picked up, per product profile, from the previous campaign, or
2. manually entered by merchandisers when none existed.

1.2. Managing Content in VVSMIT
To create a campaign in VVSMIT: 

1. Confirm with DBAs that the campaign’s SKUs (profile numbers) have been promoted from the ODS database into the VVSMIT database. (You can create a campaign beforehand, but no products will appear until they’ve made the ODS(VVSMIT trip.)
2. Go to VVSMIT’s ‘Campaign Management’ tab.  A list of previously-created campaigns appears.

3. Click the ‘Add Campaign’ button.
4. Complete the fields on the Campaign Create page (see the Campaign Management section below for detail).

Promotions and departments must be created in VVSMIT.

In order to get a product pushed to the current Online Shop campaign, the merchandiser must:

1. confirm the product has been loaded into, or add the product to, the campaign

2. make the desired updates to the product (e.g. price, captions, cross-sells)

3. assign the product to a department

4. check the ‘Active’ and ‘Save’ checkboxes.

The Merchandiser can go to VVSMIT’s Creative Management screen to assign the correct image to a product, if it hasn’t automatically been assigned.  

See the Product Workflow diagram to see the full workflow, with dependencies indicated.

1.3. From VVSMIT to the Online Shop

Products, promotions, and departments marked as Active can be sent to the Online Shop database for online display in two ways:

1. A daily batch job will send promotions and products marked as Active in the current campaign to the Online Shop database for online display.  Images will be updated for the Online Shop as part of this batch job.
2. When products must be sent to the Online Shop immediately: hit the ‘Generate All Lookups’ button on VVSMIT’s Management Tools tab.

2. Workflow within VVSMIT
The following workflow diagrams show the order in which VVSMIT tasks must be completed in order to place products, promotions and links onto the Virgin Vie website (www.virginvieonline.com).  All work must be done in the order indicated; most is mandatory workflow, some is optional.

2.1. VVSMIT High-level Workflow
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2.2. VVSMIT Product Workflow
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2.3. VVSMIT Promotion Workflow
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2.4. VVSMIT Link Workflow

[image: image5.jpg]Key:
IVVSMIT tab] ~VWSMIT tab used

————— - requited dependency
= = = = = -~ condtional dependency

Products displayed in
VVSMIT
(see Product workflow)

[Promotions]

Create
promation

H
1
[Management Tools] !
|
A3

Create Referrer

Link Generator

Create Referrer Site IDs

Create

external link(s)
Create Departments )

wenw |~ wenw (" wenu Create internal
Level || Covel || Covel :
i > 3 link(s)

Copylpaste
Link(s) to the
HTML fles which
are then loaded
into

[Campaign Mgt]
Create Defaut
1 Shop Home
Page for a
Campaign

[Creative Mgmt]
Create Landing
Pages for Mini-

sites

[Creative Mymt]
> Create Single
Landing Page

[Management
Tools]
— Create
Department
(any level)

[Management
- Tools]
Create Referrer

[Management
L Tools]
Create Prafile





See the Other Workflows appendix for additional workflows.

3. Campaign Overview

The campaign overview page, on VVSMIT’s Home tab, gives a birds-eye view of the current campaigns.  The campaigns listed here have been loaded into VVSMIT from Virgin Vie’s data warehouse.  This page is for display only; adding a campaign to VVSMIT (enabling VVSMIT to shoe its products) is done via the Campaign Management tab.
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Campaign Overview column definitions – 

1. Campaign Start Date -- the date on which shoppers may see/buy a campaign’s products.

2. Campaign End Date -- the last date on which shoppers may see/buy a campaign’s products.

3. Campaign (Year, No.) – the year in which this campaign is active, and the number of this campaign in that year’s campaign series.

4. Status: 

· Live -- has been checked as Active in Campaign Mgmt. function, and current date is between the campaign’s Start Date and End Date.

· Not Loaded  -- has not been checked as Active in the Campaign Mgmt. function, and/or the current date is not between the campaign’s Start Date and End Date.

Campaign Management

This tab displays a screen enabling an Administrator or Merchandiser to add a new campaign, or to edit basic information about an existing campaign.  
3.1. List of Campaigns

Clicking on the ‘Campaign Mgt’ tab displays a screen displaying an “Add New Campaign” button, and a list of any campaigns already added.  Note that the row for the live (Active) campaign is highlighted in yellow.
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3.2. Adding a new campaign

Adding a new campaign is a required VVSMIT Product Workflow step.
A new campaign can be added only after its SKUs (‘Profile number’ in Virgin Vie parlance) have been loaded into the Virgin Vie database.  This is diagrammed in the Data Flow to and from VVSMIT section above.
Clicking on an existing campaign’s number (“Campaign No.” column), or on the “Add New Campaign” button, takes you to this edit screen: 
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The default campaign name will be auto-assigned.  It will be the current year concatenated with the number of next campaign for that year (if the year is 2007, and the existing campaigns are 200701-200703, the campaign you add will be automatically named 200704).  Campaign Start Date will default to the current date; Campaign End Date to a year from the current date. 

Default Tag Line – text, or an image incorporating text, appearing on the right-hand side of the Shop’s top banner when the customer has come from a referrer or a consultant URL.

Default Shop Home Page – the HTML file for the page which will first appear when a user opens the Online Shop to this campaign.

Theme – used to determine the style and images used for this referrer; can also be used to quickly switch the site’s color scheme.

Active – will cause this campaign to go live online if the current date is between Campaign Start Date and Campaign End Date.
Generate Lookups – if products exist in the VVSMIT db for this campaign, this will attach them to this campaign, assigning them to the correct promos and departments.
4. Product and Variant Management

This section describes all means of viewing and adding this product merchandising information.

Product and variant management are performed from VVSMIT’s ‘Products’ tab.  This tab lists all products currently in VVSMIT for the campaign/year selected from the ‘Campaign’ and ‘Year’ dropdowns at the very top-right of the page.
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4.1. Product Views, Searches, Filters, Lists

4.1.1. Product Views (‘Data View Options’)

Button-selected product data view options are listed here.
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For each of these options, all matching products may be displayed.  Or, via the “Apply this view by letter” feature, only matching products starting with the selected letter or number displays.  A brief summary of each Data View Option:

1. All Products – list of all products for the selected campaign/year.

2. Missing Images – Each product is expected to have 3 images; this view lists products missing one or more.  These are indicated in the 
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 checkbox column.
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Click on a product’s X checkbox to link directly to its Image Upload screen.

The image file names are based on the product profile number. These are: 

· PROD_[PROFILE#]_XL.jpg (474 x 500).  
e.g. PROD_1059900_XL.jpg

· PROD_[PROFILE#]_LG.jpg (185 x 195).  
e.g. PROD_1061000_LG.jpg

· PROD_[PROFILE#]_SM.jpg (80 x 84)
e.g. PROD_1177000_SM.jpg
If a product has shades, the shade images are required.  Shade image file names will be identified by [SHADENAME]_[FSC].jpg (25 x 25).

Missing-image 
[image: image13.png]


-indicators will also be seen scattered amongst any other product list selection.

3. Variant Issues -- lists products with variants whose attributes have not been set.  The attributes may be shade, size, version, fragrance, SPF.  
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To see details as to which variants are missing, the merchandiser will click on the link in the Var column representing the number of variants.  See the Variant Edit section below for more detail.

4. Missing Copy -- lists any products for which there is required copy missing.  Shortname and Description are required; Caption is optional.
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5. Duplicate names -- lists products that have the same Name, to allow the Merchandiser to determine whether duplicate products have been set up.
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6. No Depts -- lists products that have not been assigned to one of the active departments on the site; indicated by the 
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 column.  Any product on sale should be assigned to its department.  
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7. Excess Variants– Lists products having more than 25 variants.  The system will not be able to process a large number of variants for a single product; usually, a guide of 25-30 variants per product maximum is recommended.  Beyond this number, database errors can occur.
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8. Possible Price Error -- to help the merchandiser can fix possible price errors; lists products that have:

a. a list price < 100 pence and > 10000 pence

b. products that have a sale price > 0 and < 100

c. products that have a sale price > 5000

d. products that have a sale price < 40% of the list price

This view is to help the merchandiser can fix any possible price errors.

9. Duplicate Profile No’s -- identifies multiple products with the same Profile number.  Note: a duplicate profile number may be valid for some product types.
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4.1.2. Product Searches

Beneath the Product Views section, you will see the product search options: 
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This facilitates a search for a single product by its name, profile number or PFid.

4.1.3. Product Filter 

Beneath the Search section is the Filter section, which enables you to view a subset of the data retrieved from any Data View Options button you’ve clicked. Select the options that you require and click the “GO” button to apply any of the filters listed below:
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1. Active Only: Excludes any inactive products

2. New Only: Excludes products that are not checked as being new (see ‘New’ checkbox on Single Edit Page)

3. Sale Only: Excludes products where no sale price is entered

4. Lock Only: Allows you to select which type of lock to include. Excludes the other 2 lock types:

a. no lock: all automated updates allowed
b. temporary lock (yellow): automated updates blocked for this campaign
c. permanent lock (red): automated updates blocked for all campaigns
4.1.4. Product Listing Options

4.1.4.1. List option columns

These are the list option columns:
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Lock -- the lock type can be green (normal), yellow (automated updates blocked for this campaign) or red (automated updates blocked for all campaigns).

Edit – the Edit icon allows access to the detail product screen for more field update options.

Var – refers to the number of variants that are attached to the product.

T box -- refers to translations required. If the site is multi-lingual, and the language options are not available for the product then an T will appear in this box for the affected product.

X box – refers to the images. If there are missing images for a product, then this will have a red X in the checkbox next to the affected product.

D box – refers to the departments. If a product has not been assigned any departments, a D will appear here.

4.1.4.2. Fields editable from the list page

Some product edits can be made from the list page – the user can update from here, in a single update, any product’s: 
· lock type

· profile number

· name

· short name

· description

· caption

· list price

· sale price

· sale caption

· department(s)

· status (active/inactive)
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Assigning a product to a department, doable here, is a required VVSMIT Product Workflow step.

4.1.4.2.1. Saving/cancelling product edits in the list page

Save – involves both the ‘Save’ checkboxes in the far right-hand column, and the ‘Save’ button above them.  Ticking a product’s ‘Save’ checkbox causes edits to that product to save when you hit the ‘Save’ button.  

Undo Changes - the ‘Undo Changes’ button will undo all edits made on the list page, to any number of products in the list, since the last save.

4.2. New Product / Product Edit

The New Product/Product Edit screen is reached by:

· clicking on the Product List page’s ‘Add New Product’ button; this will bring you to this page with no data filled in.

· clicking on the pen icon [image: image25.png]


 for the desired product in the Product List page; this brings you to the page to add or edit that product’s data.

This is where updates to all available product fields are made.
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Assigning a product to a department, doable here, is a required VVSMIT Product Workflow step.  (Many other edits done here are of course required from a merchandising perspective.)
Several “Specialist Operations” are done from the Product Edit screen: 
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View Variants – displays the View/Edit Variants screen (see the Variant Edit section below), from which a product’s variants can be viewed, edited, moved or deleted.

Delete – will take you to a Confirm/Cancel screen displaying the product’s name, profile #, and variants:
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Split Product - This is useful for products with more than about 20 active variants which need to be split into smaller numbers of variants for display purposes.  Typically used in lipsticks, nail enamel, and lingerie products.  A user here will make another copy of the product inheriting its base characteristics, and associate with that new product a subset of the original product‘s variants. will take you to a Submit/Cancel screen where you can create a new product inheriting its base characteristics from displaying the product’s name, profile #, and variants: 
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Here the user has selected the first three variants as a split product.

Copy Product – This facility lets the user copy a product and its variants from one campaign to another different campaign provided the product does not already exist in the campaign it is being copied to. Only the campaign numbers it can be copied to are listed.
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Merge Product – This is the opposite of the split facility in that it allows the user to merge more than one product page into one.
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4.2.1. Cross-Sell Management

These fields on the Product Edit page accommodate Cross Sell promotions:
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The Cross Sell Products field will be a lookup list of all products in the campaign, excluding the current product.  Up to five may be selected.  Cross Sell Description, a description of the cross-sell, is optional.

4.3. Variant Edit

Each product must have one or more variants.  The first variant represents the base product; the 2nd and above represent the variants of the base product.

The Variants screen can be viewed from the Product List screen by clicking on the “Var” column -- [image: image33.png]Var




 -- for the product on the product list screen, or by clicking the ‘View Variants’ button on the Product Edit page.  Here, attributes of a variant may be set, deleted, or moved.  Assigning an attribute to at least one variant is a required VVSMIT Product Workflow step.
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The Variants screen can also be viewed from the product list screen by clicking on the number of variants column for the product on that list screen.  
Add Variant – done via the [image: image35.png]


 button across the top.  This will add a new variant row below the one for the last pre-existing variant.  Adding one or more variants is a required VVSMIT Product Workflow step.

Move Variant – each product variant listed here can be moved to another product:
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The Products dropdown lists all other products in the current campaign.  “FSC” is “finished stock code” – the base product’s profile number (first five digits), plus the variant number (last two digits).

Delete Variant – will delete that variant from the product.

Note: You can set multiple attributes for variants of a product, but the attributes can only vary by one set of attributes.  For example, Summer Flip-Flops available in 5 sizes in 3 colors each cannot be set to variants Version: Green, Size: 6 and another of Version: Blue, Size 6.  To accommodate these in the same product would require size attributes of Blue Size 6 and Green Size 6, so that the variant would use the size attribute only.
5. Promotion Management

Management of promotions—creating new promotions, editing existing promotions—is done within the Promotions tab.  Promotions are special offers for groups of products in the campaign (the current campaign is indicated in the ‘Campaign’ and ‘Year’ dropdowns at the top right of the VVSMIT screen).

Note: checkout promotions are created and maintained in the Checkout Promos section of the Creative Management tab.
5.1. Promotion list screen

The Data View Options section allows the merchandiser to select any combination of (currently 19) promotion types, individually or via the ‘check all’ or ‘clear all’ links.  Selecting the desired type(s) and clicking the .Refresh Promotions List. button will list only those types in the Promotions List section below it.

Promotions searches (the ‘Or…Search By’ dropdown list) and filters (Active/Coupon/No Coupon/Lock Only checkboxes) operate in a similar fashion to those for products; see the Product Searches and Product Filters sections above.
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The Promotions List section lists promotions only for the current campaign.  This operates in a similar fashion to the Products List; see the Product Listing Options section above.

5.1.1. Edits and operations from the promotions list

Most edits to an existing promotion can be made from the list page; also from here any promo can be locked, saved, or have its status designated as active or inactive.  The color of a field—white or grey—tells you whether it is applicable to that promotion type.  Full explanation of all the fields is in the next section.

Undo Changes button - will undo all edits made on the list page, to any number of products in the list, since the last save.
Save button – saves any changes made here, but only to those whose ‘Save’ checkbox is clicked.
5.2. Promotion Add/Edit screen

This is a required VVSMIT Promotion Workflow step.
The merchandiser can add a new promotion or edit a current one by

· clicking the Promotion List page’s ‘Add New Promotion button; this opens this page with no data filled in.

· clicking on the pen icon [image: image38.png]


 for the desired promotion in the Promotion List page; this brings you to the page to add or edit that promotion’s data.

The Promotion Create/Edit screen:
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You may also delete any promotion here, or copy any promotion to another campaign.

At the top, a full description of the promotion type appears.  This will always include an example; some include cautionary notes (such as when, say, only products with one variant may be used).  Here is a summary of the data entry fields:

General

The Promotion Type dropdown list permits a choice of 18 Promotion Types.  Each promotion type requires its own set of data fields to be entered (notice that, as in the all promotion types list, some fields are not valid).  

Attributes

Drop Down Desc - The description seen in the Online Shop’s main promotions page (reached via ‘Special Offers’ link on the Left Navigation menu), as one of the list of links to the promotion pages.

Promo Caption – Brief caption text, displayed on the promotion page for the particular promotion. TBD

Product Page Caption  – Brief caption text, displayed on the product’s detail page as a link to the promotion page.

Hurdle No  – a qualification level.  E.g., two “Free gift per basket total” exist; one with a spend of £15 (1st hurdle), another of £25 (2nd hurdle).

Lock  – Selection of lock type:

· No Lock: all automated updates allowed

· Temp lock: automated updates blocked for this campaign

· Permanent lock: automated updates blocked for all campaigns

Multiple Use –  If checked, allows promotion to be applied more than once; e.g.  a “Free gift with £5 or more spent” would become a free gift with every £5 spent.

Active - If checked, the promotion will be made active in the current campaign

Editing Comments - comments for internal Virgin Vie use.

Conditions

Purchase Amount (Min - Max) – The minimum and maximum purchase amounts required to qualify for a promotion

# Units Required – The number of product purchases required to qualify for a promotion

Buy Products – The product(s) required to purchase to qualify for the promotion.

Dates – The Begin and End dates of a given promotion.

Fulfillment Center – The fulfillment centre from which this promo’s products are delivered (some promos involve shipping discounts tied to a particular fulfillment center).

Coupon Code – the coupon code (set up in Mgmt Tools/Coupons Admin) associated with this promotion.

Rewards

Percentage Discount – The percentage discounted from the ‘Get’ product(s).

Pound Discount – The £ value discounted from the ‘Get’ product(s).

Total Cost – The shopper’s total cost after the promotion’s discounts.

Get Products – The product(s) shopper may get free or at reduced cost if qualified to for the promotion.

No. Get Lists – the number of products that must be bought from the get list in order to qualify for the promotion.
5.3. Promotion types

The following subsections detail each promotion type and how it is to be used. The designation of fields as “Applicable” or not will be reflected in the display (editable in white, not in grey) of those fields, as in the screenshot above.  For detail explaining data entry rules for each of these promotion types, see the Promotion Types appendix.

Free gift per basket total 

This is a free gift given to the customer based on the basket total.  Optionally, it may be further restricted by having a coupon code.  

Example: Free Beauty set with £40 purchase

Basket discount

This is a dollar or percentage discount off the basket total (excluding shipping) for an order. Again, this may be restricted by coupon code.

Example: 10% off with £60 purchase for MSN Shoppers
Free product w/buy list min spend

A free product can be selected from a “get” list when products purchased from a buy list total the minimum spend required.  Additionally, this may be restricted by coupon code.

Example: Spend £30 on a Sun protection product and choose a free pair of sunglasses!
Multibuy discount per basket total 

A dollar value can be spent on any products IN THE CAMPAIGN, which will then qualify the customer to purchase x number of products from the get list for a £ value.

Example: Spend £30 and get any 2 selected skincare products for £10
Product combo savings

This is a promotion spanning 2 products - buying the 1st product gives an offer on the 2nd product.

Example: Buy a Day Cream product and get a Night Cream product for £10. 

Buylist 2nd product £award 

Customer can buy any product from the Buy list and get a second, of equal or lesser value, from the SAME list for the £award value.

NOTE: The CHEAPER product will be given free 

Example: Sterling Silver Jewelry - Buy 1 get 1 for £1 (diff prices) discount applies to lower priced item.
Buylist 2nd product discount 

Customer can buy any product from the list, and get a second of equal or lesser value, from the SAME list for a discounted amount.

NOTE: The discount will apply to the CHEAPER product 

Example: Clinical - Buy 1 get £10 off any other Clinical purchase - discount applies to lower priced item
Free gift from selection 

A free product can be selected from a get list when one (or specified qty) is purchased from a buy list.

Example: Free Spa Gloves or Booties with any 2 Dry Skin purchases
Buy 1 get 1 free 

This is a single free product (no choice) with purchase of another single product (same or different from free product) 

NOTE: The gift product cannot have more than one active variant.

Example: Cheek Powder product - Buy 1 get 1 Free!
Getlist fixed charge per multibuy
A product (or multiple products) can be purchased from a get list for a fixed price where one is purchased from a buy list. 
Example: Any bug-guard product only £2.99 with any color purchase (Buy list: List of several different makeup products all with diff prices, Get List: List of different products with diff prices)

Getlist discount per buy list purchase

A discount is received on a product from a get list where one is purchased from a buy list.

Example: Make-up Brush or Eyelash Curler only £2.99 with any color purchase (Buy list: List of several different makeup products of differing prices, Get List: list of other products of differing prices).
Buy x product-set products 

A discount is received when a number of products from the buy list are bought.

Example: Avon Color 2 for £5.99 (listing lipsticks, shadows, eye liners)
Cheapest buylist product set free

A free product can be selected when another one (or whatever qty specified) is purchased from the same buy list.  The free product is the cheaper one.

Example: 3 for 2 Mix n Match - you will receive the lowest priced item free.
Single product discount

A dollar or percentage discount off the product - may be for one or more purchases.

Example: A facial peel product - Buy 2 for £50 (normally £32 each)
Total spend product discount 

A pound or percentage discount off the product - based on the customer’s basket reaching a certain spending level (excluding the product itself).

NOTE: Restricted to one purchase at discounted rate.

Example: Deluxe Beauty collection - £100 value – buy for £19.99 with £10 brochure spend.

Buy complete product set 

All the items on the buy list can be bought for a set price.

Example: Cologne, Body Lotion and Shower Gel for £19.75 - save £15!
Buylist total product discount

Customer can spend a dollar value on the buy list, which then qualifies them to purchase x number of products from the get list for a £ value 

Example: Spend £40 on beachwear products and get any 2 sun products for £10.
Free samples

This is a free gift type promotion which will be given for the order regardless of what was purchased. This is almost always restricted by coupon code.

Example: Free shower gel sample of with every purchase.

6. Creative Management

This tab’s functions include management of images, landing pages, and checkout promotions: 
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The Image Management function appears by default on the main screen, on which you can also see buttons for the Landing Manager or Checkout Promos functions.

6.1. Image manager
The Image Manager function uploads images for products, landing pages, or general use.  Uploaded files must be in .zip, .jpg or .gif formats.  This is a required VVSMIT Product Workflow step.
The “Image Load Type” dropdown list displays the following choices:

Multi Product Image Load –  displays a textbox in which the merchandiser enters the name of a zipfile containing any number of image files (e.g. PROD_[Profile#]_XL.jpgs; PROD_[Profile#]_LG.jpgs, PROD_[Profile#]_SM.jpgs; PROD_[Profile#]_LIT.jpgs): 
[image: image41.png]Image Load Type:

Zip file containing multple images or single product image can be ploaded

Multi Product Images Load

®

IWirgin'ie\ADMITiphotoshPROD_11918.zip | Browse.. |





Multi Variant Image Load –  displays a textbox in which the merchandiser enters the name of a zipfile containing any number of variant image files (shade images--required for products w/shade attributes--will be require filename SHADENAME_FSC.gif).
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View/Replace Existing Images – displays a textbox in which the merchandiser enters the profile number (e.g. the ‘13069’ in product ‘13069-00’) of the desired product.  Entering this number and hitting the Search button will cause up to three images (small, medium and large, for image files for previously loaded for this product) or blank placeholders to (for image files not yet loaded for this product) to appear.  The merchandiser can replace any image by browsing for the desired image file—as long as it exactly matches the caption (e.g. PROD_13475_SM.gif):
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Landing Page Images Load – displays a textbox in which the merchandiser enters the name of a zipfile containing any number of Landing Page image files:
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General Images Load – displays a textbox in which the merchandiser enters the name of a zipfile containing any number of general image files:
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For any of these, the ‘Update’ button will execute the image load.

6.2. 
Landing manager

The Landing Manager allows the creative team to upload landing pages and mini-sites.  Clicking the ‘Landing Manager’ button from the Creative tab displays this opening screen:
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“Single landing pages” are to be used when Virgin Vie wish to show customers a promotion or particular product, using a more creative display.  This differs from the usual homepage or department page in that it may be a specific interest page.
6.2.1. Single Landing Pages

Single Landing Pages can be configured to display:

· within the top and left navigation menu, as in this example…
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· within top navigation menu only, as in this example… 
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· or within no site navigation at all, as in this example.
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More examples are given in the Example Single Landing Pages appendix.

Landing Page listing

Clicking the ‘Single Landing Page’ button on the Landing Manager home page displays this list screen, which enables addition of a new landing page or view/edit/delete of existing ones:
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Clicking the ‘Add New’ button, or any ‘Name’ link, from the Landing Page List displays this ‘Manage Landing Page’ screen:
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The Manage Landing page includes instructions for building the landing page: creation a new department ID; proper uploading of HTML, images, javascript, flash, video, etc. files.  The VVSMIT user will need to be able to browse to a zip file containing all required files (the landing page’s HTML file, and a zip file containing the javascript, images, et cetera called by that HTML).  
The fields on this screen:

Department ID – this will not be the ID of a regular department; rather it will be the page’s name, using Virgin Vie’s nomenclature.  A structured nomenclature is recommended for these, to help manage them and report on them in the future.  For example, the name given can be a reference to the page(s) linked to, as landing pages are used to link to other pages within the mini-site.  When naming these it is suggested to keep it to a single word; if multiple words are needed, separate them with an underscore.  It is also recommended to avoid non-alphanumeric characters (spaces, commas, etc.).
Target – determines the framing of the landing page: 

top – no frames

middle – the top navigation pane displays with the landing page

bottom – both the top and left navigation panes display with the landing page.

Load HTML file – the HTML file comprising the page

Load Image Zip file – zip file containing the javascript, images, etc. called by the HTML file.
Security – if clicked, requires that the user has to be logged in to view the page

6.2.2. Mini-sites

Here, creation and administration of Mini Sites is done; this is reached from the Landing Manager home screen.
6.2.2.1. Introduction
A mini-site is a way to display a store-within-a-store for a brand or product line (e.g. “Homeware” or “Nine To Five”).  All the merchandising for that mini-site store is that of the main store – in other words, its departments and products must be those merchandised in VVSMIT for the main store.  A mini-site can be thought of as a landing page "holding space" into which you add landing pages; each mini site will have a set of landing pages within it.

Two types of mini-site can be configured in VVSMIT:

1. Stand-Alone – A shopfront with a different look and feel and no obvious (to the shopper) relationship to Virgin Vie, but which is actually within the Virgin Vie store.  Its URL is within the Virgin Vie domain (e.g. www.virginvieathome.com/4MEN), and in the background it uses the same code as the Virgin Vie store to do its work displaying products (within that brand/line), adding items to the basket, et cetera.
An example Stand-alone mini-site:
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Each landing page within the mini-site will be branded in a similar fashion to this main-page example. 

2. Store-Framed – A shopfront like the Stand-alone, but—visually as well as in the background—within the Virgin Vie Online Store.  It contains products for a particular brand.  It occupies the main frame, within the frames of the normal Online Shop home page (e.g. left navigation menu, top navigation menu).

One example is Avon’s “mark.” store-framed mini-site:
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Each landing page within the mini-site will be branded in a similar fashion to the main-page.  Currently there is no facility to allow products in the mini-site but not in the regular store.  

6.2.2.2. Mini-Site administration

6.2.2.2.1. Mini-Site listing

Clicking the ‘Store Framed Mini Site’ or ‘Stand Alone Mini Site’ buttons on the Landing Manager page displays a version of this three-column list screen, which enables addition of a new Mini Site or view/edit/delete of an existing one:
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6.2.2.2.2. Creating Store Framed Mini Sites

From the Store Framed Mini Site listing screen above, clicking a ‘Name’ link or the ‘Add New’ button displays this screen for adding/editing a Store-Framed mini site:
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This Site Name is then used as a "holding space" into which you add single landing pages -- via the View Landing Pages link on the mini-site list page (to which you are returned upon clicking ‘Save’):
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Clicking View Landing Pages for the desired mini-site takes you to this screen, from which you create or edit that mini-site’s landing pages.  You can also preview the landing page itself via the View link.
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Clicking “Add New,” from either of the above two pages, displays this screen to add a landing page to the Store Framed mini-site:
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Repeat this, following the instructions given, for each landing page you want to add to the Mini Site.
6.2.2.2.3. Creating Stand Alone Mini Sites

From the Stand Alone Mini Site listing screen above, clicking any ‘Name’-column link, or the ‘Add New’ button, displays this screen, including instructions, for adding/editing a Stand Alone mini site:
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Adding a Stand-alone mini site will require the VVSMIT user be able to browse to a zip file containing all required files (HTML, javascript, images, et cetera).  The site name is any name you choose; it is used as a "holding space" into which you add single landing pages -- via the View Landing Pages link on the list page (to which you will be returned upon clicking ‘Save’):
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If your Stand-alone mini-site has pre-existing landing pages, clicking its View Landing Pages link takes you to a list of them:
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If you haven’t yet created its landing pages it takes you directly to this screen to add one:
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Follow the instructions given on the page.  Repeat this process for each landing page you want to add to the Stand-alone Mini Site.
6.3. Checkout promotions

Checkout promotions are specific campaign promotions that are highlighted during the checkout process to encourage last-minute impulse buys.  These are most effective if there is only a small shortfall between what is needed to qualify for a basket spend promotion.

6.3.1. Checkout Promotions list

Clicking the ‘Checkout Promos’ button from the Creative Mgt screen displays a page listing any pre-existing checkout promotions and allowing the merchandiser to add new ones:
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6.3.2. Checkout Promotion Edit/Add

This is a required VVSMIT Checkout Promotion Workflow step.
Selecting the Add New Checkout Promotion button displays the ‘Edit Checkout Promotion’ page, to allow edit/add of details for checkout promotions: 
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First, specify the basic information about the checkout promo (name, description, and start and end dates).  The remaining fields set up the checkout promo’s link to its promoted product, page(s) on which this link displays, and the image that displays with the promo. 
7. Management Tools

These management tools are located in the Management Tools tab; the four main sets of tools are:

1. Product/Promotions management

2. Department management

3. Profile/Referrer management

4. General management.
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7.1. Product/Promotions management
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7.1.1. Attributes

This is the tool for creation of the product attributes (shade, size, version, etc.) which make up a product variant.  It is a required VVSMIT Product Workflow step
Clicking the ‘Attributes’ button on Management Tools’ main page displays this screen…
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…from which the merchandiser creates, edits or deletes the following attribute types:

1. Shade Caption (e.g. Boogie Nights; Light To Medium; Sun Blush)

2. Shade Group (e.g. Amethyst; Light To Medium; Soft Suede).  Grouping shades for display purposes is normally used when a large number of shades are showing.

3. Fragrance (e.g. Almond; Lily; Wild Orchid)

4. Size (e.g. Almond 46B; 6W; Barely There EF)

5. SPF (e.g. SPF 6; SPF 15; SPF 40)

6. Version (e.g. Care Deeply with Aloe; B; Solar Rose Collection)

For all these attribute types, each value should be unique.
Clicking on any of the above attribute-type buttons displays the current list of attributes of that type:
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Clicking on a value in the attribute list, or on “Add New,” displays the following screen for adding, editing or delete the attribute:

[image: image69.png]Aftribute Management: Shade Caption

Value:




 

Any attribute created here will immediately be available in a product’s Variant Add/Edit screen (see the Variant Edit section).  Note that you may also reach this directly from the Product List page (see the Product Listing Options section).

7.1.2. Coupon management

Creating a coupon is an optional VVSMIT Promotion Workflow step.
The primary task of coupon management is to associate coupons with offers (offers are either shipping offers or promotions).  Clicking the ‘Coupons Admin’ button displays a list of existing coupons:
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From the coupon list, these functions are carried out:

1. Cancel – returns you to the Management Tools main screen.
2. Add New – displays this ‘Manage Coupons’ screen:
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The fields on this screen include:

Coupon Code: coupon management is done with coupon codes.  Coupon codes are a means of giving a restricted offer to a customer or group of customers based on a coupon code they are authorized to use.

Valid Entry: a listing of common misspellings; the Online Shop will check these if it can’t find a coupon by the user-entered name (e.g. ‘shop 2’ or ‘shopZ’ for coupon ‘shop2’).

Start Date/End Date:  Defines the time span during which the coupon is valid.  End Date is optional for email-specific coupons (see “Coupon Type” just below).

Description:  Merchandiser-entered description of the coupon, saying, for example, whether the coupon is set up for a promotion or shipping offer.  Note: be careful to keep these brief, as they are shown on the payment page for shipping offers.
Audience:  Describes the audience associated with the coupon (e.g. shoppers referred via MSN or Shop.com).

Coupon Type:

1. Open – Multiple Purchases: the coupon code can be used by a customer with any email address, on any number of orders

2. Open – Single Purchase: the coupon code can be used by a customer with any email address, one time only.  If multiple attempts by the same email address to enter the same coupon, the customer will be told they are not authorized to use the coupon.

3. Email Specific – Multiple Purchases: the coupon code can be used by a specific email addresses, on multiple orders.

4. Email Specific – Single Purchase: the coupon code can be used by a specific email address, on one order only. If multiple attempts by the same email address to enter the same coupon, the customer will be told they are not authorized

3. Update Archive Status -- archives any coupon whose checkbox you’ve ticked; from then on you must select “All Coupons (incl. archived)” to view them in the list.  

4. Edit Valid Emails – seen as an “Edit Valid Emails” link on any row displaying a coupon of the “Specific Email” type.  Clicking one displays a screen listing all email addresses already entered for that coupon, and allows addition of new addresses and editing/deletion of existing ones…
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…from which clicking any link in the Email column, or clicking ‘Add Email,’ opens an entry form for changing or adding email addresses: 
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7.1.3. Fulfillment Centres

Creating a fulfillment centre is a required VVSMIT Promotion Workflow step.
This section manages fulfillment centres (locations from which orders are shipped) and their shipping methods.  Different fulfillment centres can be set up for distribution of different products.  This will result in some orders split between fulfillment centres; these will be seen as one order by the customer with separate shipping charges for each centre.

Clicking the ‘Fulfillment Centres’ button displays a list of existing centres…
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…from which clicking the ‘Name’-column link for any existing Centre, or clicking ‘Add New,’ displays the following screen for adding a new Centre or editing an existing one:
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The ‘Shipping Methods’ button for each centre displays the list of shipping methods previously created for this centre, and allows you to add a new method or edit an existing one (see just below).  A Fulfillment Centre cannot be used until its shipping methods are set up.  Fulfillment centres cannot be deleted, as then there would be no cross-reference back to it from old orders.

7.1.3.1. Shipping Methods

Creating a shipping method is a required VVSMIT Promotion Workflow step.

Shipping methods for each fulfillment centre are created and managed via the screen just below. (This screen is reached from any “Shipping Methods” button seen on the Fulfillment Centre List screen just above).  All shipping methods created here are linked to one of the coupons created in the Coupons Admin function.  The shipping methods displayed here will be specific to the fulfillment centre via which you’ve come to this screen:
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‘Add New’ displays this screen for adding a new shipping method:
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The fields on this screen include:

Charge Type:  a flat rate or per-n-items rate):  

Coupon Code:  A shipping method can be linked to one of the coupon codes created in the Coupon management section

Fulfillment Centre: any of the fulfillment centres created in the Fulfillment Centre function just above.

7.1.4. Link Generator

The full link generation workflow can be viewed in the VVSMIT Link Workflow diagram above.

The Link Generator tool generates URLs for linking to specific areas of the Online Shop: 
· a department 
· a product line 
· a landing page 
· a product list page 

· a specific product page

Links to these pages can be generated from internal locations (within the VirginVieAtHome.com domain) or from external referrers such as shopping integrators (e.g. Amazon, AOL, MSN).  When a shopper at an internal or external location clicks a link, they are taken to locations—pages--set up here (e.g. a specific department, landing page, product page, promotion page).

For external links, these locations are also among those captured by the Virgin Vie site’s referrer tracking function.

External links require that the referrer furnishing a link to the Virgin Vie site already be set up; this is done in the Referrer Admin section of Management Tools.

7.1.4.1. Choosing the link type

Clicking the Link Generator button displays a screen to choose whether the link will be Internal or External:
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Internal Referrer – the link will be located within the VirginVieAtHome.com domain; no need to select a referrer.

External Referrer – the link will be from one of the Virgin Vie referrers already created in Management Tools’ Referrer Admin section.  The merchandiser must then select which referrer: 
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7.1.4.2. Creating the Links
One of two versions of the Link Creation page—internal link or external link--is then displayed.  

Internal links:
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“Use this page…” fields – selects the shop site within which the links will be located, and specifies relevant coupon code if one exists.
“Specify all the pages…” fields – specifies all pages (menu level 2, 3, and 4 departments; brands; products; product groups/sets; promotions) to which links will connect the shopper.

Show Links – shows the links created based on the choices the user makes.  See the [] section just below for detail.
Note: There is no ‘Save’ button on this screen, for either type of link, because this page is designed only to generate links.  See the Copying created links into HTML pages section below for detail.
External links:
“Use this page…”  fields – in addition to the fields used for internal links, external links also record the referrer from which the link originates, and the order tracking code (the most granular level of referrer information):
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“Specify all the pages…” fields – identical to those shown just above for internal links.

7.1.4.3. Copying created links into HTML pages

As mentioned above, selecting the Show Links button displays a list of the links created based on the choices the user makes.  The pages specified in the Link Creation screenshot above would result in this list:
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The user manually copies these into the HTML pages they are constructing; they are later uploaded into VVSMIT via the Landing Page add/edit, Department add/edit, Referrer add/edit, or Profile add/edit functions.
Selecting ‘Cancel’ or ‘More Links’ returns the user to the Choose Link Type page. 
7.1.5. Product Groups

Product groups and subgroups--for example, group “Manhattan Bedding” and subgroup “Bundles”--will be used to group products together on a single product list page for display purposes.  Each subgroup will have sets within it, e.g. “single set, double set, king-size set.”  Clicking the ‘Product Group’ button from the Management Tools screen displays a list of existing product groups.

7.1.5.1. Product Groups list

Clicking the ‘Product Groups’ button on the Management Tools main screen displays this screen listing information about existing product groups, and allows you to add new ones or delete existing ones.
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From this listing, clicking the Group Name links, or the ‘Add new’ button, displays the Product Group Add/Edit page.

7.1.5.2. Product Group Add/Edit

Clicking any ‘Group Name’ column link, or the ‘Add New’ button, displays this screen:
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Here you enter the product group’s name and description, and retrieve the group image file.  Optionally, you can retrieve a group swatch image file, and select 1-5 cross-sell products from the product list for the campaign)

When this page is saved, the Product Subgroup Add/Edit page appears, as a group cannot exist without one or more subgroups.

Clicking the ‘View Subgroups’ link for any Group displays the Product Subgroup list for that Group.

7.1.5.3. Adding and Editing Subgroups

7.1.5.3.1. Product Subgroup list
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From the Product Subgroup list page one creates, edits, or deletes any of the product group’s subgroups.  Clicking a subgroup name’s link displays the Manage Product Subgroup page.

7.1.5.3.2. Product Subgroup Add/Edit
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Here you enter the subgroup’s name, optionally its description, and click whether to display the name in the online shop.  ‘Display order’ determines the subgroup’s display position relative to the product group’s other subgroups.
7.1.5.3.3. Adding Products to a Subgroup

Clicking the ‘Add New’ button on the Product Subgroup List displays this screen, from which any of the campaign’s active products may be assigned to the product subgroup:
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After one or more products have been added the “Products assigned to this subgroup:” section of this screen will appear like this:
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Once you’ve added one or more products, you’ve provided all the needed Product Group elements: the product group, its subgroup(s), and the subgroup/s’ products.
7.1.6. Product Sets

Product Sets correspond to the sets of products, meant to work together, featured in Virgin Vie’s catalogue.  One example is the 7-product “Day Spa” set seen on page 55 of the Virgin Vie At Home Cosmetics & Jewellery Spring 2007 Collection catalogue.  This function allows you to set up the Online Shop’s screen display of any existing Virgin Vie product set.
7.1.6.1. Product Set List

Clicking the ‘Product Sets’ button on the Management Tools main screen displays this screen listing information about existing product sets, and allows you to add new ones or delete existing ones:
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7.1.6.2. Product Set Add/Edit

Clicking any ‘Set Name’ column link, or the ‘Add New’ button, displays this screen:
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The ‘Set Name’ field’s dropdown list displays a list of Virgin Vie’s existing product sets for the current campaign.
7.2. Department Management
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The Department Management section of Management Tools is where the Online Shop’s product navigation menu is controlled; here, merchandisers build its hierarchical department order.

This is a required VVSMIT Product WorkflowLink Workflow step, and optional VVSMIT  step.

7.2.1. Department Levels

Four department levels are created here; Cosmetics, Jewellery, and Homeware departments comprise menu level 1.  Departments at menu levels 2, 3, and 4 appear as a hierarchy on the left navigation menu in the Virgin Vie Online Shop.  The example below shows the result of creating the ‘Jewellery’ department at level 1, the ‘Bracelets’ department at level 2, and the ‘925 Silver’ range at level 3 within Bracelets.  The Amalfi bracelet has been assigned to the ‘925 Silver’ department:
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All hierarchy levels have, in VVSMIT, similar listing and add/edit screens.  The list screen displays existing product categories/brands, segments, or subsegments.  From the listing screen the merchandiser adds new ones and edits existing ones.

7.2.2. Department Listings
This screenshot shows level 2; the layout is identical for levels 1, 3 and 4:
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The numeric links in the ‘Camp Settings’ column tells you how many campaigns (e.g. “Edit (2)”) a department has been assigned to; read below for more detail.  Clicking any department’s “Customer Facing Name” link, or the ‘Add New’ button, displays its Add/Edit/Delete screen.

7.2.3. Adding/Editing/Deleting a Department

The layout of this screen is identical for categories, segments and subsegments, aside from the Department Type and the contents of the “Parent Dept” dropdown list.  
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Field definitions: 

Department Type -- this department’s level.
Category Type – the type of department (for Virgin Vie, usually Range, Room or Type).
Campaign Specific Settings link – a link to the default method of assigning a landing page to this department.  See below for details.
Customer Facing Name – the department name displayed in the Online Shop’s left navigation menu.
Internal Name – the department name used within SMIT by the Virgin Vie team.

Display Priority -- determines the department’s display position on the left navigation menu relative to the others of that level.
List Type – “regular” is the usual 3-column display; “grouped” displays the product groups/subgroups created in VVSMIT’s Product Groups function.

Include in Dynamic Navigation – determines whether this department will display in the Online Shop’s left navigation menu.

Banner Image (long /short) – the image that will comprise the banner, the space above the top navigation menu.  “Long” refers to the banner image containing a longer text message; “Short” the image containing a shorter text message.
Landing Page – an HTML file of the desired landing page for this department.  Required for top-level departments; optional for the lower-level departments.  
Landing Page Image Zip File – the image for the landing page.
Note: the ‘Landing Page’ and ‘Landing Page Image Zip file’ fields appear both here and in the Campaign Settings add/edit screen.  The primary setup of these is done via the Campaign Settings add/edit screen, which creates a landing page for this department for the specified campaign.  The landing page setup here is used only if none is set up for a specific campaign (e.g., a generic Jewelry page always used except for a special Christmas landing page.

Note: as of this version of this document (Sept. 07), department landing pages will be set in ‘Campaign Settings.’  See instructions just below in “Setting a department’s landing page.”
Hitting ‘Update Department’ will save the data entered here for use on the shop site.

7.2.4. Setting a Department’s Landing Page

As mentioned in the note above, as of this writing (Sept. 07), department landing pages will be set in ‘Campaign Settings’ rather than directly in the Add/Edit Department screen.  There are two ways to reach Campaign Settings screen:

1. clicking the link in the ‘Camp Settings’ column of the Department List screen.

2. clicking the ‘Campaign Specific Settings’ link in the Department Add/Edit screen.

Either of these display this list screen, from which the landing page is chosen for any campaign this department has been associated with.

[image: image96.png]Category

ote: Default setings will be uss f s camgsign spaifi seting is suailahls

001 productsa-cos





Clicking the campaign number link, or hitting ‘Add New,’ enables you to select the department’s campaign, landing page, and landing page image:
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This applies to departments at any level.
7.2.5. Promoting new departments to the Online Shop

This is a required VVSMIT Product Workflow step (in order to view products added to new or additional departments).
The ‘Generate Dept Lookups’ button is located on the Management Tools tab, down in the ‘General’ row.  It promotes added or updated categories, ranges, and/or rooms to the Online Shop.  They will then appear in the Left Navigation Menu, in the specified hierarchy -- as long as they’ve had products previously assigned to them.
7.3. Profile/Referrer Management
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7.3.1. Profile Administration

This tool creates customer profiles.  A profile consists of a set of criteria which together define one customer type, and site settings customised for that customer type.  Examples:

· “1st-Time Customers” – Customers who have not previously shopped on the Virgin Vie website.

· “MSN Shoppers” – customers referred from MSN.com.

· “Repeat Customers” – Customers associated with campaign 200704, who have 10 or more previous orders and whose purchases will be delivered to their Consultant.  

Each of these customer types can also have their own tag line/image, shopping home page, or theme.  

7.3.1.1. Profile Listing

The Profile List screen lists any existing profiles:
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Profile - the profile’s name, entered as free text by the merchandiser.

Active  - whether the profile is currently used by the Online Shop.

Display Priority - when a user has more than one profile setting (e.g. MSN First-time customer; Attached customer) this determines you need to decide which profile takes precedence.

7.3.1.2. Profile Create/Edit

The Profile Create/Edit screen displays the customer criteria and site settings fields needed to define a customer profile:
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Explanation of some of these fields:

Attached – whether the customer is attached to a Consultant; normally references the name of the referring site, or related offer.

Coupon Code – the coupon created in the Coupons Admin section for which members of this group will qualify.

Default Tag Line – text appearing on the right-hand side of the Shop’s top banner when the customer matching this profile has come from a referrer or a consultant URL.

Theme – used to determine the style and images used for this referrer; can also be used to quickly switch site’s color scheme for the customer matching this profile.

The merchandiser can also delete an existing profile from this page. 

7.3.2. Referrer Administration

This is a required VVSMIT Link Workflow step.

The Referrer Administration tool sets up the information necessary to direct referrals from external or internal site links to the proper Virgin Vie location, and links them to the proper referrer-specific (i.e. not Virgin’s) coupon.  A typical external referrer would be AOL or MSN.  For more detailed information about referrers, see the Virgin Vie - Technical specification - Referrer Tracking document.

Referrers set up here are needed for external links set up in the Link Generator.

One or more coupons can be assigned to a referrer.  For example, AOL customers referred to the site could be offered a coupon code for free shipping on orders exceeding a minimum spend value.

Clicking on the Referrer Admin button displays the Referrer List screen.

7.3.2.1. Referrer List

This screen lists existing referrers, their status information (active/inactive, external/internal), and links to  the coupons and site IDs associated with a referrer:
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The following elements are listed:

· Referrer / View Default Settings links columns -- clicking links in either column displays the Add/ Edit Referrer Settings screen.

· View Coupon Settings links – displays a list of existing coupons associated with that referrer, and allows you to add new ones.  See the Referrer Coupons section just below.

· Site IDs –  a site ID is the origin within the referrer’s site of the referral.  This link brings up a list of existing site IDs and enables adding new ones.

The ‘Add New’ referrer button, located at the bottom of this list, displays the Add/Edit Referrer screen.

7.3.2.2. Add/Edit Referrer

This is the screen used to add a new referrer or edit an existing one.
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Referrer Code – normally references the name of the referring site, or related offer.

Active - when checked, the referrer will be made available for generating links in the Link Generator.

Internal – referrer will be included in internal Virgin Vie site tracking; if not checked, the referrer will be available as an external link to the Link Generator.

Default Tag Line - a text tag line or an image file can be entered here; If both are entered, the image will take precedence.

Landing Page -  the page to which the referrer wants referred shoppers to be deep-linked.

Landing Page Image Zip file - for adding landing page images in a zip file.

Theme - used to determine the style and images used for this referrer; can also be used to quickly switch site’s color scheme.

7.3.2.3. Referrer Coupons

Referrer coupons listing

Each referrer can have one or more of the coupons created in Coupons Admin associated with it.  (A coupon may also be used by any referrer.)  Clicking a referrer’s View Coupon Settings link in the Referrer List screen displays this screen listing the coupons associated with that referrer, and allows addition of new ones and removal of existing ones.

[image: image103.png]Management Tools

Referrer Coupons List (Tim)
Coupon Code Start Date End Date Actions

Retum to Referrer List

‘Add New




Click the links in the Coupon Code column to edit existing coupons associated with the referrer; click ‘Add New’ to display the "Add/Edit Referrer Coupon Settings" screen.

Add/Edit Referrer Coupon settings

This screen is used to assign a coupon created in the Coupons Admin function to a referrer.  The referrer-coupon combination (say, MSN plus coupon X) set up here will generate a special tag line, home page and/or theme.
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Referrer Code – pre-populated field showing the referrer to which this coupon belongs.

Coupon Code – a dropdown list active coupons created in the Coupons Admin section.

Active - if checked, the referrer will be made available for generating links in the Link Generator.

Default Tag Line - a text tag line or an image file can be entered here; if both are entered, the image will take precedence

Shop Home Page - A landing page file.

Shop Home Page Image Zip file – for adding landing page images in a zip file.

Theme - used to determine the style and images used for this referrer; can also be used to quickly switch site’s color scheme

Start Date – date the referrer coupon begins.  If left empty, will use the coupon’s start date, which was set in Coupons Admin.
End Date – date the referrer coupon ends.  If left empty, will use the coupon’s end date, which was set in Coupons Admin.
7.3.2.4. Referrer Site IDs

A Site ID is the origin, within the referrer’s site, of the referral.  Each referrer must have one or more site IDs associated with it.
Site ID list

This screen lists information about site IDs associated with one referrer (name, whether active/inactive, whether external/internal), and allows you to delete existing ones or add new ones.
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Clicking ‘Add New’ displays the Manage SiteID screen.

Adding/Editing Site IDs

The Manage SiteID screen is used to create a Site ID for one particular referrer.
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Site Id – the name of the site ID

Active – if checked, referrer is made available for generating links in the Link Generator.

Internal – unless checked, referrer is available as an external link to the Link Generator.

7.4. General
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7.4.1. General Settings

Clicking ‘General Settings’ displays a screen listing all current general settings which have been configured for Virgin Vie:
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Euro Conversion Rate – currently (September ’07) this is the only ‘general’ setting.  Here an authorized VVSMIT user will, periodically, update Virgin Vie’s Pound Sterling to Euro conversion rate.
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7.4.2. Promoting new departments and their products to the Online Shop

Selecting the Generate Dept Lookups button promotes to the Online Shop all products assigned to newly added or updated departments.  This is a required step in VVSMIT Product Workflow.
7.4.3. Promoting departments, products, variants, promotions to the Online Shop

Selecting the Generate All Lookups button promotes to the Online Shop all added or updated departments, products, promotions, and variants.  This is a required step in VVSMIT Product WorkflowPromotion Workflow, VVSMIT VVSMIT Checkout Promotion Workflow, and .
Configuration

This tab brings up a screen used to add and configure VVSMIT users:
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Clicking ‘Add New User’ displays the following screen.  In addition to email, name, username and password fields, this feature assigns a User Level to each user:
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Note: as of this writing (September ’07) these user levels are not in use by Virgin Vie.  Functionality currently exists to grant levels of user rights (e.g. unlocking products, copying products to new campaigns, creating new departments) for each user level seen here; Virgin Vie may request these at any time. 
8. Appendices

8.1. VVSMIT Context Diagram
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8.2. Other VVSMIT Workflows
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8.3. Promotion Types

8.3.1. Free gift per basket total 

This is a free gift given to the customer based on the basket total.  Optionally, it may be further restricted by having a coupon code. 

Example: Free Beauty set with £40 purchase

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	Yes
	Number
	hurdle - qualification level at which the promo is offered

Select from Dropdown

	Purchase Amount (Min)
	Yes
	Number
	Amount spent must be greater than this value

	Purchase Amount (Max)
	Yes
	Number
	Limit to amount to be spent to qualify for this promotion

	# Units Required
	No
	--
	

	Buy Products
	No
	--
	

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	No
	--
	

	Get Products
	Yes
	Number
	Select one Product Only

	No. Get Lists
	No
	--
	


8.3.2. Basket discount 

This is a dollar or percentage discount off the basket total (excluding shipping) for an order. Again, this may be restricted by coupon code.

Example: 10% off with £60 purchase for MSN Shoppers

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	Yes
	Number
	Minimum amount to be spent to qualify for this promotion

	Purchase Amount (Max)
	Yes
	Number
	Limit to amount to be spent to qualify for this promotion

	# Units Required
	No
	--
	

	Buy Products
	No
	--
	

	Percentage Discount
	Yes
	Number
	If entered, then Dollar discount must be blank

	Dollar Discount
	Yes
	Number
	If entered, then Percentage discount must be blank

	Total Cost
	No
	--
	

	Get Products
	No
	--
	

	No. Get Lists
	No
	--
	


8.3.3. Free product w/buy list min spend 

A free product can be selected from a “get” list when products purchased from a buy list total the minimum spend required.  Additionally, this may be restricted by coupon code.

Example: Spend £30 on a Sun protection product and choose a free pair of sunglasses!

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	Yes
	Number
	The value of products bought from the Buy-List must be greater than this value to qualify for the promotion

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	No
	--
	

	Buy Products
	Yes
	List of Numbers
	One or more products required

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	No
	--
	

	Get Products
	Yes
	List of Numbers
	One or more products required

	No. Get Lists
	Yes
	Number
	This value is the number of products that can be chosen from the Get-List as gifts 


8.3.4. Multibuy discount per basket total 

A dollar value can be spent on any products IN THE CAMPAIGN, which will then qualify the customer to purchase x number of products from the get list for a £ value.

Example: Spend £30 and get any 2 selected skincare products for £10

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	Yes
	Number
	The value of products bought must be greater than this value to qualify for the promotion

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	No
	--
	

	Buy Products
	Yes
	List of Numbers
	One or more products required

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	Yes
	Number
	The cost for the total [No. Get Lists] products 

	Get Products
	No
	--
	

	No. Get Lists
	Yes
	Number
	This value is the number of products that can be chosen from the Buy-List as gifts when the Min amount is spent


8.3.5. Product combo savings

This is a promotion spanning 2 products - buying the 1st product gives an offer on the 2nd product.

Example: Buy a Day Cream product and get a Night Cream product for £10.

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	Must be set to ‘1’

	Buy Products
	Yes
	Number
	You must buy this Product to qualify for this promotion

	Percentage Discount
	Yes
	Number
	If entered, then Dollar discount must be blank

	Dollar Discount
	Yes
	Number
	If entered, then Percentage discount must be blank

	Total Cost
	No
	--
	

	Get Products
	Yes
	List of Numbers
	This is the product that you will receive at a Percent/Dollar Discount if you qualify for this promotion

	No. Get Lists
	No
	--
	


8.3.6. Buylist 2nd product £award

Customer can buy any product from the Buy list and get a second, of equal or lesser value, from the SAME list for the £award value.

NOTE: The CHEAPER product will be given free 

Example: Sterling Silver Jewelry - Buy 1 get 1 for £1 (diff prices) discount applies to lower priced item.

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of Products from the Buy list required to qualify for this promotion

	Buy Products
	Yes
	List of Numbers
	You must buy [# Units Required] from this Product List to qualify for this promotion

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	Yes
	Number 
	Cost of lesser or equal product

	Get Products
	No
	--
	

	No. Get Lists
	Yes
	Number
	No. of products from the Buy list that you can purchase for the [Total Cost] amount


8.3.7. Buylist 2nd product discount

Customer can buy any product from the list, and get a second of equal or lesser value, from the SAME list for a discounted amount.

NOTE: The discount will apply to the CHEAPER product 

Example: Clinical - Buy 1 get £10 off any other Clinical purchase - discount applies to lower priced item

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of Products from the Buy list required to qualify for this promotion

	Buy Products
	Yes
	List of Numbers
	Purchasing [# Units Required] products from this list entitles you to a Dollar/Percentage Discount off of [No. Get Lists] products from this list

	Percentage Discount
	Yes
	Number
	If entered, then Dollar discount must be blank

	Dollar Discount
	Yes
	Number
	If entered, then Percentage discount must be blank

	Total Cost
	No
	-- 
	

	Get Products
	No
	--
	

	No. Get Lists
	Yes
	Number
	No. of products from the Buy list that you can purchase for the [Total Cost] amount


8.3.8. Free gift from selection 

A free product can be selected from a get list when one (or specified qty) is purchased from a buy list.

Example: Free Spa Gloves or Booties with any 2 Dry Skin purchases

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of Products from the Buy list required to qualify for this promotion

	Buy Products
	Yes
	List of Numbers
	Purchasing [# Units Required] products from this list entitles you to [No. Get Lists] free products from the Get List

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	No
	-- 
	Cost of lesser or equal product

	Get Products
	Yes
	List of Numbers
	List of products from which to choose free gift(s)

	No. Get Lists
	Yes
	Number
	No. of products from the Get list that you can receive when qualifying for this promotion


8.3.9. Buy 1 get 1 free 

This is a single free product (no choice) with purchase of another single product (same or different from free product) 

NOTE: The gift product cannot have more than one active variant.

Example: Cheek Powder product - Buy 1 get 1 Free!

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	Must equal ‘1’

	Buy Products
	Yes
	Number
	Product required to qualify for this promotion

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	No
	-- 
	

	Get Products
	Yes
	Number
	Product which is the free gift

	No. Get Lists
	No
	--
	


8.3.10. Getlist discount per buy list purchase

A discount is received on a product from a get list where one is purchased from a buy list.

Example: Make-up Brush or Eyelash Curler only £2.99 with any color purchase (Buy list: List of several different makeup products of differing prices, Get List: list of other products of differing prices).

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of Buy List products required to qualify for this promotion

	Buy Products
	Yes
	List of Numbers
	List of products to choose from 

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	Yes
	Number 
	Cost of Promotional product(s)

	Get Products
	Yes
	Number
	List of gifts to choose from 

	No. Get Lists
	Yes
	Number
	Number of gifts permitted to choose from the get list


8.3.11. Buy x product-set products

A discount is received when a number of products from the buy list are bought.

Example: Avon Color 2 for £5.99 (listing lipsticks, shadows, eye liners)

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of Buy List products required to qualify for this promotion

	Buy Products
	Yes
	Number
	List of products to choose from 

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	Yes
	Number
	Cost of [# Units Required] from the Buy List

	Get Products
	No
	--
	

	No. Get Lists
	No
	--
	


8.3.12. Cheapest buylist product set free

A free product can be selected when another one (or whatever qty specified) is purchased from the same buy list.  The free product is the cheaper one.

Example: 3 for 2 Mix n Match - you will receive the lowest priced item free

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of Buy List products required to qualify for this promotion

	Buy Products
	Yes
	Number
	List of products to choose from 

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	No
	--
	

	Get Products
	No
	--
	

	No. Get Lists
	Yes
	Number 
	No. of free products on the list


8.3.13. Single product discount

A dollar or percentage discount off the product - may be for one or more purchases.

Example: A facial peel product - Buy 2 for £50 (normally £32 each)

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of Buy List products required to qualify for this promotion

	Buy Products
	Yes
	Number
	List of products to choose from 

	Percentage Discount
	Yes
	Number
	If entered, then Dollar discount must be blank

	Dollar Discount
	Yes
	Number
	If entered, then Percentage discount must be blank

	Total Cost
	No
	--
	

	Get Products
	No
	--
	

	No. Get Lists
	No
	-- 
	


8.3.14. Total spend product discount 

A dollar or percentage discount off the product - based on a dollar spend (excluding the product itself)

Example: Deluxe Beauty collection - £100 value – buy for £19.99 with £10 brochure spend.

NOTE: Restricted to one purchase at discounted rate.

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	Yes
	Number
	Min. amount to be spent to qualify for this promotion

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	No
	--
	

	Buy Products
	Yes
	Number
	The product used for this promotion

	Percentage Discount
	Yes
	Number
	If entered, then Dollar discount must be blank

	Dollar Discount
	Yes
	Number
	If entered, then Percentage discount must be blank

	Total Cost
	No
	--
	

	Get Products
	No
	--
	

	No. Get Lists
	No
	-- 
	


8.3.15. Buy complete product set

All the items on the buy list can be bought for a set price.

Example: Cologne, Body Lotion and Shower Gel for £19.75 - save £15!

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	No
	--
	

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	Yes
	Number
	No. of products required to be bought to qualify for this promotion

	Buy Products
	Yes
	Number
	The List of products to choose from.

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	Yes
	Number
	The cost to pay for all of the [# Units Required]  selected from the Buy List

	Get Products
	No
	--
	

	No. Get Lists
	No
	-- 
	


8.3.16. Buylist total product discount

Customer can spend a dollar value on the buy list, which then qualifies them to purchase x number of products from the get list for a £ value 

Example: Spend £40 on beachwear products and get any 2 sun products for £10.

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	Yes
	Number
	Min. amount to spend on the Buy List to qualify for this promotion

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	No
	--
	

	Buy Products
	Yes
	Number
	The List of products to choose from.

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	Yes
	Number
	The cost to pay for all of the [No. Get Lists]  selected from the Get List

	Get Products
	Yes
	Number
	List of products to choose from

	No. Get Lists
	Yes
	Number
	No. of Get List  products to buy for the [Total Cost] value


8.3.17. Free samples

This is a free gift type promotion which will be given for the order regardless of what was purchased. This is almost always restricted by coupon code.

Example: Free shower gel sample of with every purchase.

	Field Name
	Applicable
	Value Expected
	Comments

	Hurdle No.
	No
	--
	

	Purchase Amount (Min)
	Yes
	Number
	Min. amount to spend 

	Purchase Amount (Max)
	No
	--
	

	# Units Required
	No
	--
	

	Buy Products
	No
	--
	

	Percentage Discount
	No
	--
	

	Dollar Discount
	No
	--
	

	Total Cost
	No
	--
	

	Get Products
	Yes
	Number
	Free Gift 

	No. Get Lists
	No
	--
	


8.4. Example Single Landing Pages
http://shop.avon.com/shop/default.asp?department=AOLONEDAY
http://shop.avon.com/shop/landing.asp?department=ultrarichlipstick
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�Better screenshot needed: this one shows faulty date display.
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