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Merchandise Program Overview
Introduction

Merchandise is a Lumens feature available to provide the opportunity to sell items in conjunction
with selling Classes. While Augusoft will provide training on the functionality of the feature, we
do not provide training on the business of selling tangible goods.

The benefits are:
e New business line for your organization
e Sell Iltems independently
e Sell ltems attached to a Class
e All Online through Lumens

Lumens Merchandise is a feature which allows the sale of non-class items. These items
may be class supplies/materials, parking passes, books, clothing, transcripts, meals
associated with classes or trips, and more. Merchandise items can be sold in conjunction
with a class or as standalone items. The merchandise items may have attributes (for
example: size, color, menu, etc.) with different prices based upon the attributes assigned.
There are four delivery options that will be available: shipping (with a flat rates or real-time
rates from the carriers), classroom delivery, pick-up, and electronic delivery.

Lumens Merchandise is included in Lumens Professional (PRO) license. Sites with Lumens
PRO or higher can activate Lumens Merchandise if interested. If you do not have a
minimum a Lumens PRO license (Lumens Standard or Lumens Collective), you may
request for Lumens Merchandise to be activated in your Staging site to evaluate and decide
if you want to consider an upgrade to Lumens PRO.
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Merchandise Program Overview

Introduction - Ilcons

There are several icons used in the manuals. Each icon has a visual value:

J OO ©

| Wish Lumens Could...
Lumens thrives on user
feedback to influence new
features and updates —
indicates an area where
you may be able to think
about what else Lumens
can do for your program.

Retention Activity
indicates something to be
done after or outside of the
training.

Ripple Effect indicates
the importance of
understanding the
information as well as how
it impacts other areas that
well be downstream or
dependent on the setup.

Additional Reference
indicates a process not
formally addressed in the
workbook. Additional
resources will be

indicated, such as a QRA
(Quick Reference Aid or
resource indicated, outside
this training).

Information indicates
informational items, things
to consider as you set up
your site, tips based on
best practices or common
practices of other Lumens
customers.

Questions indicates
questions for review and
also to frame thought
about the way you will
setup your site.

Try It! Is a suggested
place in your training to
stop and practice what you
are learning.

Knowledge Check is at
the end of a section,
designed to review new
content.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.



Merchandise Set Up and Preparation
System Options

Objectives for Merchandise Set Up and Preparation:
¢ Review accounting code needs
¢ Define shipping and delivery options
o Create attributes, items, and delivery requirements for merchandise
o |dentify if items are added to Courses, Classes, or sold individually

System Options > Financial Policies

Financial Policies

* denotes required information

Required?
#| Categories
#| SubCategories

#| Courses

LY

#| Class

LY

#| Certificates

7 .
Accounting codes are used for: Locafions

#| Contracts
#| Proposals
#| lMemberships

@ v o
#| Merchandise
#| Shipping Charges

#| Donation

LML (L YRC AR NINC VIR

Activate accounting codes if needed (and require them if applicable) for merchandise and
shipping charges.

Questions:

Will you need to separate accounting codes for shipping charges?
Will you need to track merchandise using accounting codes?
What will they be? Write down the type you need.
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Merchandise Set Up and Preparation

System Options - Continued

System Options > Power User

== Merchandise Display Settings
= Merchandise Return Policy Management

—= Merchandise Settings

Merchandise Display Settings: First Line

Item Mame v Iltem Description
Itemn SKU v Hone
Item Price v Hone
Hone v Hone

Merchandise Display Settings: Third Line {Staff Only)

Cuanfity Available A
Available To Students v
Taxable? T
MNone v

Second Line

Power Users: System Settings: Edit Merchandise Display Settings

v

v

v

Power Users: System Settings: Edit Merchandise Return Policy

* denotes required fislds

Return policy name ™ | standard Merchandise Retums

Default refund methed * Refund to credit card
2nd default refund method = Electronic voucher
Return processing fee method ~ Flat Rate

Return processing fee rate or amount® 5.00

Use '12.5" to enter 12.5%

Require return policy acknowledgement® 4 Yeg No
Charge processing fee on non delivered ® ves No
items =

Edit Return Policy Text =

Blswee @D R @ B B @@ Qi =
BIUS®X%x L .= vy EE EE T MOEE-
! EIME =00=E®

Styles - Format - Font ~ sze - A-B- Hu ?

=

B BEEeODOOQD®=Q

These settings are
similar to the
Class Listing
Display Settings.
You can control
what displays to
the Students.

These settings are
similar to the
Class refund
policy set up. You
can create
multiple policies.

Return Processing
Fee Method and
Amount allows the
option to charge
for returns.

Charge
processing fee on
non-delivered
items allows staff
to charge a fee.

If the default refund method is credit card, a second default method is available in case this was

not the original payment method.
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Merchandise Set Up and Preparation
System Options - Continued

‘Merchandise” displays as *

Sales Tax for Merchandise

Merchandise Sales Tax Rate *

Power Users: System Settings: Edit Merchandise Settings

Merchandise

® ¥es L Mo

35

Use 125 to enter 12.5%

Flat Rate

United States Postal Service

FedEx

United Parcel Service

St Wenceslaus Church

Excelzsior Middle School

Liz's Wellness Spa

Center Point Ambulance

Lishan Mt \fermon Ambulance Senice

+ + + +

Merchandise Measurement Type *  |mperial
Delivery Typeis) Available * Classroom Delivery Y
Email\Download
Pick-Up
Ship -
e-distribution to student at transaction ' Yes * Mo
completion?
Pick Up Locations  ® Multiple ' Single

-

Shipping

Use Min MMax_ values for Merchandise? *

Minimum Guanfity =

Maximurn Guantity ©

Name can be
modified.

Choose Sales tax
and list.

Set applicable
delivery options.

Pick Up Locations
allow a single or
multiple location
available for
selection.

See next page on
shipping.

Min/Max allows
you to choose if
there is a
minimum or
maximum quantity
when requesting
merchandise.

If the Power User setting is set to use minimum and maximum values and required w/
registration items is chosen, the Minimum Value and Maximum Value boxes will display. If set to
No, those fields are not available.

Example of screen display if minimum and
maximum is active allowing these fields to be
edited. Minimum and maximums are available
when associating an item to a class.

Required w/ Registration?

Set Price to $0 w/ Class? Minimum Maximum

Value Value
UnSelect All Select All
|« (] 1 2
|« | 1 1
7
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Merchandise Set Up and Preparation
System Options - Continued

For Delivery Type(s) Available to display, configuration must include shipping.

o Email / Download: Indicates the Student download this item after they pay. If yes, this
will trigger delivery and prompt Student to download item immediately after purchase. If
no, staff will need to ensure delivery at a later date.

e Pick Up Locations: Identify single or multiple pick up locations and choose locations
(defaulted from pre-defined list).

e Ship: Rates may be determined by a flat rate or use real-time rates for their selected
carriers (options are USPS (US only), Canada Post (Canada only), FedEx, and UPS).

Shipping options are a

Flat Rate or from a
selectable service.

Flat Rate -

Enabled?= ® Yes“'No

Amount * 2500

Flat Rate is used if you

Accounting Code M charge a single rate for all
shipping. Amount is the
United States Postal Service + amount of the flat rate

shipping charge.

FedEx

Hat Rate +

United Parcel Service

United States Postal Service -

Enabled?* Yes ® No

UserID*

Services Enabled * Priority Mail Express Do
Priority Mail Shipping

First-Class Mail
USPS Retail Ground

Flat Rate +
Accoun ting Code
United States Postal Service +
FedEx FedEx +
United Parcel Service United Parcel Service -
Enzbled? * Yes ® N
Key
User Nam:
Password *

Carriers available: e
o FedEx UPS 2 Doy A
. United Parcel Service (UPS) (US . ’
Only)

o Canada Post (Canada Only)

Assounting Code v

. United States Postal Service (USPS)
—US Only

Available carriers have settings for their specific APl / account information - these fields may

vary by carrier. Customers create API accounts for the carriers for which they want to use real-
time rates.
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Merchandise Set Up and Preparation
System Options - Continued

System Options > Site Configuration > Menus > Build Public Menu Structures

Build Guest Menu
Select a level in the center and then drag items from the left box to the right to build your menu. To reorder in the right box, click and drag the item to your
position you want mn. To remowe an item, arag i 1o ne bin.
All Menus * Leveld Guest Menu
Level 2
Contact Us l Merchandiss )
Donate = Zend me = Catalog
FAC membership
[ae=Tunlal =Sa—tal o} m teaching
l Kerchandise | Faz
S2arc Search BROWSE
Sand me = Catalog Donate
teaching Contact Us
ALl CLASSES )
B — MERCHANDISE )

Determine if the merchandise option will display on your applicable menus.

System Options > Template Management
Web Page Templates (several additional email/web templates are available)

Merchandise Headers Comparable to Course Header template

Merchandise page footer Comparable to Course Footer template

Merchandise list Displays on Subcategory page

Select Merchandise for Class Appears when Students / staff select merchandise with a Class

Select Options for Merchandise Message students / staff of purchase made independent of a
Class

Email Templates

Learner Class & Merchandise
Confirmation

Learner Class & Merchandise
Confirm — Open Ended Class

Learner Merchandise Confirm

Send Merchandise to a Friend Similar to Send to a Friend template, sends to a defined email
Electronic Merchandise Displays if email / download delivery is selected (power user
Distribution setting). Will send with a file attachment or a URL.
Merchandise Shipped When items are updated to Shipped in Lumens, email is sent to
Notification notify the purchaser shipping has begun.

p——

Retention Activity:

Review each web and email template. Make updates and test the results. View the <
applicable web pages and create test environments to generate emails.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 9



Merchandise Set Up and Preparation
Course Management

Course Mgmt > Categories

Email Confirmations? @ ves O No Merchandise Category controls if the Category
[ Merchandise Categony? @ e © ng will appear as an option on the Merchandise

mm Item add / edit view.

N—

displays in the Subcategory (for example:

Classes, merchandise or both). Available to Students? *

Displayed in Subcategories: Controls what [

Displayed In Subcategory * @ £jzzzas Mearchandise Both
Mo

* Yes

oo ] o

Available to Students: Controls if the
Subcategory is shown or hidden from
Students.

Merchandise

Please select a Merchandise Subcategory link in order fo view the full list of Merchandise ltems

MERCHANDISE ONLINE LIFE & LEISURE
Online Merchandise H) Arts ¥
Information:

Staff can choose to have Classes and merchandise items intermingled, but the
categories must have Merchandise Category selected to Yes in order to assign
Merchandise to the Class.

Ripple Effect:

Staff can choose to have Classes and merchandise items intermingled, but the
categories must be set to Merchandise Category to Yes in order to assigh Merchandise
to it.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 10



Merchandise Set Up and Preparation
Merchandise Attributes

Begin creating attributes (we recommend creating a master list of attributes), create the items,
set delivery options, and then assign attributes accordingly (documenting the quantity).

Create Attributes e Il\t/leer:]cshandlse Set Delivery Options Assign Attributes Enter Quantity

Attributes: Qualities of a particular item that may be different based upon different versions of
the item (for example: sizes, colors, gender, dietary restrictions, and hardcover vs. paperback)
Item Management: (Mgmt) is where you will add and manage each item in your database
Delivery: Management page will allow you to search, view and track your items.

Merchandise > Attributes

Merchandise Attributes

Search for Merchandise aftributes using the sesrch field below:

Add Mew Attribute l Search:

Action Attribute Name Ik Sort Order 1k Status 1k

Add Merchandise Attribute

* denotes reguired information

Affribute name *

Description *

Sort Order®

If you do mot want a value to be available for selection, uncheck the checkbox in the Display column.
The unselected value will not display te the Student or Staff Member.

Option Names
Option Name Option Value Sort Order Default? Display

001
002
003
004

003

(o], oo [ s

Create your list of
item attributes. For

example:
e Sijzes
e Colors
e Permit
e Books

Sort order must
be unique.

Additional rows
can be added if
necessary.

These become the drop-down for items you will create. Once created, can be edited,

inactivated, and deleted (if never used).

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Merchandise Set Up and Preparation
Merchandise ltem Mgmt

All items sold are added manually to your Lumens site.

Merchandise > Item Mgmt

Manage Merchandise Items
Search for Merchandiss Bem(s) using the search fiekds below:
Item Name Itemn SKU
Category Add Merchandise Item
* denotes required information
Status

Expand all | Collapse all

Reset
3 ... -
Item Mame =

Item SKU *
Category = v
Subcategory * v
Item SKU is the Part , : _
Alternate Subcategories Click here to remove selections -
number. foptional, for display only) | | fe & Leisure : Ars
selear Life & Leisure : Culinary
Life & Leisure Dance
Student Display Date HEdiese e v
must be earlier than Add Description
Student Purchase
Start Date.
A
Student Display Start Date = =
Item . EXpIreS’ SeIeCt Student Purchase Start Date * =
Yes if item should no
|Onger dISp|ay and be Staff Display Start Date * =
available for purchase Staff Purchase Start Date * -

as of a specific date
(for example: parking
permit).

Item Expires =  Yes ' No™®

Accounting code * v

Add Graphic |

i Recommend approx. 350150, jpg. gif, png file format, max 50KB

Add Listing lcon '

i Recommend approx. 15x15, png file format, maz 30KB

_________________________________________________________________________________

Listing lcon Alt Descr.

Save as Draft

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 12



Merchandise Set Up and Preparation
Merchandise Item Mgmt - Continued

Edit Merchandise Item
* denotes required informaticn
Expand all | Collapse all
General + Available to
, _ Students?:
Delivery & Attributes - .
Indicates whether
Available to Students? Yes ® Mo Students can
Available with CourseiClass * Yes ® Mo make purChaSGS
Delivery Option(s) * Classroom Delivery
EmailDovnload Available with
Pick-up
ship Course/Class:
will it be
Return Flicy * v associated with a
Use Merchandise Attributes * Yes ® Mo Course / CIaSS Or
_ independently
Price * 0.00
sold?
Cost® 0.00
Taxahle * Yes ® Mo Del |Very
St O Option(s):
uanti n-Han 0 . . .
Y Different fields will
Quantity Available display based on
choices selected.

Delivery Options

e Classroom Delivery: Items will be available in the classroom

e Email / Download: file upload view will display
o If delivery option is email/download a file type and URL field will appear.

o Pick-up: cities and location view will display

Ship: Dimensions and weight view will display
o If delivery option is ship, dimension value options will display (length, width,
height, and weight)

Use Merchandise Attributes
e Selecting No will prompt input for Quantity Available and Re-Order Quantity.
e Selecting Yes will prompt the Attributes field to appear for selection.
Attribute Price / Cost, if Merchandise Attributes are set to No, all merchandise items will
have the same prices/cost
o Attribute Price / Cost, if Merchandise Attributes are set to Yes, price / cost fields on the
Delivery and Attribute tab will default price and cost (can be changed on Quantity Tab).

Ripple Effect:

If multiple items are in a cart for the same address, they will be considered one
package. Lumens will sum the weight of the items. For package size, it will use the sum
of the length and width values and the largest height value.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 13



Merchandise Set Up and Preparation
Merchandise Item Mgmt - Continued

Quantity -

Action # T AC'[IOI’] Add or
Subtract.

Quantity *

Reason * v
Reason: Drop
Re-Order Point * dOWﬂ |S based On
action choice.

Show| 12 w enfries Search

Quantity On-Hand Ik Re-Order Point Price Cost

no reconds found

Showing 0 to 0 of 0 enfries First Prev Mzt Last

=)

Quantity On-Hand: Quantity of merchandise in stock. This begins with current quantity and
automatically adds or subtracts by amount in quantity field.

Quantity Available (not displayed): Quantity On-Hand minus items purchased but not
delivered. This field must be greater than “0” to be visible in Catalog!

Re-Order Quantity: When Quantity On-Hand is less than or equal to the Quantity Available, the
merchandise item will show up on a report for re-ordering purposes.

When a Merchandise Item is purchased, the quantity on-hand does not change unless item has
been marked as Delivered.

Information:

Staff need to set the Re-Order Quantity so they do not run out of the merchandise item on
hand. (for example: if it takes 5 days to get the books from the publisher, then the Re-
Order Quantity needs to be set for 5 days-worth of the item so they do not run out.)

Once a Merchandise item reaches a Quantity On-Hand of zero, then it is no longer
available for purchase. Lumens does not process back orders of merchandise items.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 14



Merchandise Set Up and Preparation
Assigning Items - Course or Class

Items can be associated with a Course or Class or can be sold individually.

e Associate item with a Course when item(s) will always be paired with the Course/Class.
The item is integral to the experience or curriculum. Ideally offered repeatedly.

e Associate item with a Class when item(s) are timely or seasonal (specific syllabus) that
is only applicable to a specific session.

Merchandise > Iltem Mgmt (Courses)

== dep dape L C i i
PR -crylic Painting Techniques Life & Leisure/Arts 40 51400  Active l Locate item.
Edit All Season Life & Leisure/dris 25 58.50 Active
Qlg pol I-Beam Mini with Chain Tool Life & Leisure/Fitness 25 321.00 Active Choose
T : e Course(s)
ng for Sp=acial Occasions Life & Leisure/Culinary 13 57.85 Active
Course(s) from drop—
SeriesGroup(s) i Merchandize Online/Cnling Merchandise 50 50.00 Active down .
Manage Delivery iting for Kids Life & Leisure/Culinary 13 57.00 Active
Inactivaie
- g TveilS Merchandise Online/Cnline Merchandise 499 30.00 Active
Add Acrylic Painting Technigues to Course(s) - Select
Search for Course(s) using the search fields below Add to Course
(applicable
Course Name art Course #
Courses)
Category L Subcategory L
Required with
[ T C Descripti i i i
= Y I Keyword Registration (if
= spplicable)
Addto  Required wi sSe‘t Price to Course Name (#1D} Course Type  Category/Subcategory Set Price to $0 with
Course? Registration? 50w Course? A N s
?
select all select al select 3 Course ' If COSt Of
16 Hour Murss Aide Part One { CHNA-S00 7 2853 ) Classroam Haskh f Murse Aide Training Item IS bundled

Mdobe InDesign for

Add Item to Course(s) Add Item to Course(s) & Class(es) l

Business & Professions

the Graphic Arist { BPDO0T / 3640 5 Clazsroam Develapment / Professions

Ari Making: Artist Toals and Technigues { 1010033 7 5646 |

The MILL / The MILL

Classroam

Classroom The MILL / The MILL

with Class price.

Add Item to Course or to Course and Class (if you want added to existing active Classes).

Set price to $0 with Course?

¢ Checking this box sets the price to $0 when the item is purchased with Class.

¢ Do not check if merchandise item is to be distinct and separate from the Course.

o |If the item is required, we recommend check Set Price to $0 w / Course as it will
increase the likelihood the Student will purchase the item rather than getting it

elsewhere.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Merchandise Set Up and Preparation
Assigning Items (Course or Class) - Continued

Once you add the item to the Course or Course and Class a confirmation screen will appear.

Manage Courses for Acrylic Painting Techniques

Select Required wi Registration? Set Price fo 50 w! Course? Course Name (Course #1D) Course Type Category!Subcategory
Y

Add fo Course(s)
Select All

es Yes Art History: The lilian Rengissance | CLAR-8000 1 873 )Clas=zraom Lifer & Leisure | Arts

Yes Ho Art Journaling for Girls { CLYO-8030 J 160 ) Clas=room Lifer & Leisure | Youth

Ho o Artaf Digital Priotogreshy 101 { CLAR-D012/3271)  Classrmom Lo & Coi=re/

g ograghy 101§ LU s Phatrgraphy

Art Making: Artist Toals and Techniques | 1010002 /
25448 §

Edit Selected Course(s) | Back to Merchandize List

Yes Mo Clas=room The MILL { The MILL

This screen displays your choices. You can return to the Merchandise List, edit selected items,
or add an additional Course if you see you missed one. Edit will allow you to remove or modify
the field values initially chosen. If edit is chosen, and update button will appear.

These merchadise options are now availble to all Classes created from this Course.

You can also add or edit merchandise directly from the Course Mgmt > Course Classes >
Course Name select from the drop-down menu.

Art Making: Artist Tools and 1010032 The MILL: The MILL Classroom
[— rechniques
Clone

Discounts
Edit
Inactivate

Vaiting Lisi

Manage Merchandise for Art Making: Artist Tools and Techniques

Select Required w/ Registration? Set Price to $0 w/ Course? Item Name (#) Category/Subcategory
N N

Select All

@ Yes No Acrylic Painting Techniques { 6 )Life & Leisure / Arts

Edit Selected Merchandise Back to Course

If you choose Add merchandise, only merchandise items which are not already associated with
the Course appear in the search results.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 16



Merchandise Set Up and Preparation
Assigning Items - Course or Class - Continued

Merchandise > Item Mgmt (Classes)

m Class Syllabus

Select Item Name B Category/Subcategory |1 Quantity On-Hand | Price | Status |z

Technigues Life & Leisure/Aris 40 $14.00 Active

Al Season Life & Leisure/Aris 25 $8.50 Active

yol I-Beam Mini with Chain Tool Life & Leisure/Fitness 25 $21.00 Active

SeriesGroup(s) uting Professional - version 8.1 Computer Technology/Office Productivity 1,000 $50.00 Active
Manage Delivery

I Inactivate g for Special Occasions Life & Leisure/Culinary 15 $7.95 Aclive

Merchandise Online/Online Merchandise 50 $0.00 Active

Manage Classes for Class Syllabus

Select Required w/ Registration? Set Price to S0 w! Class? Minimum Maximum Class Name [Course #10) Course Type Category/Subeategory

lIl III #1 Excel (KTCO-3010e 127583

3 ssroam

I_ l— Caaching for Excalience |
KTES-5008f / 27581 )

e e )

Classroam

Valus Value
Add to Class(es)
Add Class Syllabus to Class(es) - Select
Search for Class{es) using the search fizkds below:
Class Name e ClassiD
Category L Subcategory v
Class Starts on or = Class Starts on or =
After - Before —
Classes Starting On L Term v
Course Type Ll Class Description
Keyword:
Category/
Addto  Requiredw/ SetPriceto  Minimum Mazimum | Class Name [Course #10)  Course Type Subcategory
Class? Registration? 50w/ Class?  Walue Value W ) .
sadect all sadeat all sadeat all
# i Business & Professional Develogment §

Professional Development

Canitract Training | Contracted Training

Essential Skils

Locate item.

Choose Class(es)
from the drop-
down.

Click Add to
Class(es).

Use search to
identify the
applicable Classes
to add the item.

Options are the same as adding to a Course except to can also add minimum and maximum
values. This only displays if Minimum and Maximum Values are activated at the Power User

settings.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Merchandise Set Up and Preparation
Assigning Items - Course or Class - Continued

After clicking Add to Class(es) you will receive a confirmation screen which functions the same
way as the one previously described upon under Adding Merchandise Items to Course(s).

Manage Classes for Class Syllabus

Select Required wi Registration?  Set Price to 80 w! Class? Minimum Maximum  Class Name (Course #/ID)

Valug Value
Add to Class(es)

Select All

#1 Excel(KTCO-3010e
Yesu Yes 1 1 i
#1 Excel{(KTCO-30102

Yes Na 1 1 Lreaa

Edit Selected Class{es) Back to Merchandise List

Course Type Category/Subcategory

Business & Professional
Classroam DevelapmentProfessianal

Develapment

Business & Professional
Classroam DevelapmentProfessional

Develapment

You can also add or edit merchandise directly from the Course Mgmt > Course Classes >

Course Name > Class list. Select the Class from the d

rop-down menu.

Classes
Course: #1 Excel [KTCO-3010e ]

Select Class Name (D} Start Date
Add | Back to Course List
#1 Excel (27280) (Section 123456) 01012018

Remaining Seats

95

Clone
Discounts

Edit

Ianage Dalivery

Manage Merchandise for #1 Excel(123456/27280)

Ves No 0
Edit Selected Merchandise Go fo Course List Go fo Class List ]

Select Required wi Registration? Set Price to $0 w! Class? Minimum Maximum Item Name (SKU) Category/Subcategory
Value Value v A
Add Merchandise I
tAll
O] es Yes 1 1 Class AAT-1001) Merchandise Online/Online b
|:| [} Excel for all45-A-E2018)  Computer Technolegy/Cffice Productivity

Choose
Merchandise.

From this view

you can add or
modify selected
merchandise.

If you choose Add Merchandise, only merchandise items which are not already associated with

the Class appear in the search results.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Merchandise Set Up and Preparation
Assigning Items - Independent Sales

Merchandise > Item Mgmt (Individual Items — no association with Course or Class)

Add Merchandise Item

* denoles required information For example: parklng
Expand all | Collapse al paSS.
General -

Itam Mame * Parking Pass

Ihem SKU* P1000 Add I’EQUII’Ed and or
optional details.

Catagary* | Merchandise Online e
suncatsgary* | Oriline Meschandise w
AI‘I‘:::;’“I‘;I{IB:BI:‘B;“” Click here fo remove selecfions
(op ) EJM.E.," Computer Technology - Office Productivity
Life & Leisure - Ars
Life & Leisure : Culinary

Life & Leisure : Dance

Aod Deecriplion ™ | Parking Pass for 2018-10 school year

Student Dispisy Start Date + DEAO1/2018

[ ]
student Purchase StartDate* | ps/g1/20138 =
Sfaft Display Start Date * 05/01/2018
sta Purchaee StartDate* | 050172013 =
Item Expirag* a2 ® o O
Expirstion Date* | 001/2012 =
Accounting code | ndMerch_(1_02_03 v
2dd Graghlc
a0 Listing leon
Lizting Icon Al Descr.
N Cllc_k Continue tq create
Delivery and Attributes.
m Reset Cancel

Deciding your Category / Subcategory defines where to locate applicable reports for tracking
and delivery management.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 19



Merchandise Set Up and Preparation
Assigning Items - Independent Sales - Continued

Edit Merchandise Item

* denales required information

Expand all | Collapse al

General

Delivery & Attributes

Avallable to Studants?

O Yer @ No

[ Avallable with CoursedClass *

O\'sa@.“unl

Dalvary Option|s) *

Retum Policy *

Usge Merchandise Affributes *

Price *

Cost*

Ta=able *

Quantity On-Hand

cuantity Avallable

Quantity
Action *
‘@uantity
Reascn *
Reg-Ovder Polnt *
Show | 12 | eniries
Quantity On-Hand

Showing 0 1o 0 of O entries

Clazsroom Delivery
Email'Download
Pick-up

Ship

O Yer ® No
0.00
0.00
O ven ® No
0

Q

na recands found

=

Search:

6arking Pass \

Item SKLU: P1000
Price: $50.00

FParking Pass for 2018-18 school
year

Quantity: 500
Mon-Taxable

Available to Students: Yes

\__ %

School Logo Bandana
Itern SKU: 010101

Price: $5.00

School Logo Bandanas
Quantity: 481

Mon-Taxable

Available to Students: Yes

ADD TO CART

School Logo Tank Top
Itern SKU: 12345

Price: 520.00

School Logo Tank Top
Quantity: 1223

Mon-Taxable

Available to Students: Yes

ADD TO CART

For items not associated
with a Course or Class,
choose No for Available
with Course / Class.

Identify the delivery
method and attributes
applicable to the item (T-
shirt may need attributes
such as size).

Add applicable quantities.

Click Submit.

Items will display under
the Category defined.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 20



Merchandise Set Up and Preparation
Assigning Items - Course Series or Certificate

Course Mgmt > Course Series

Merchandise is associated with a Course Series at the Series Group level.

Course Series
Series code
Series Status

Search for Course using Series Name

To restore a complete Course Series list, clear the search field; then press search

‘You cannot delete series that are in use.
Add Course Series

Showing records 1 through 12 of 46.

Select

Edit Advance MS Excel : Course Series Detail

Inactivate

Series Code Series Name Status Series Fee

ADV MS Excel Advance MS Excel Active $209.00

$309.00

$275.00
View

Add New Group

Select Term

Series Group 1 Series fee: $209.00
. i~ Advanced Microsoft Excel

Class Name (ID)

Select View for the Course
series to which you want to
associate Merchandise.

Select Edit for the Course Series
group.

Remove From Group 1y 4 Use Merchandise?
Zu1s

* Yes

Developer term 2013- A
2014 Gi

No

e

Set Use
Merchandise? to
Yes and Click
Submit.

For the Course series group, select Merchandise from the Action drop-down menu.

Advance MS Excel : Course Series Detail

Add New Group

Select Term

m Series Group 1 Series fee: $209.00

Class Name (D) Status Total Seats/ Reserved Class Fee

Edit

Bemoye Crom Sronn o

IMerchandise

Click the Add Merchandise link to associate items with the Course series group. The process of

adding items is the same as adding items to a Course.

Manage Merchandise for Advance MS Excel, Series Group 1

Add Merchandise ]

Select Reguired w/ Registration? Set Price to 50 wi Class? Item Name (#) | Category/Subcategory

No data available in table

Edit Selected Merchandise Go to Course Series Groups

Showing 0 fo 0 of 0 entries

Previous Next

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.

Add applicable merchandise,
indicate if required and Price to
$0.00 with registration.

Addition of merchandise is the
same as previously indicated.
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Merchandise Set Up and Preparation
Assigning Items - Course Series of Certificates - Continued

Course Mgmt > Certificates

Add or Edit a certificate (located at the certificate registration section).

Use Merchandise? * [ ) Yes - Class level ) Yes - Certificate level ® No

m Manage Courses Manage Elective Groups

e Yes — Class level: Use merchandise associations that is added at the Class level.

e Yes — Certificate level: Add merchandise at the certificate level (can be added the
same as a Course of Class association) and will ignore existing associations at the
Class level.

¢ No (default): No merchandise will be associated with the certificate at any level.

Merchandise items may be associated at the Certificate level or the certificate can use the
existing merchandise item associations with the Classes which are part of the certificate.

Certificate Level
o Registrations must be completed in a single transaction.
¢ Lumens will ignore any merchandise item associations at the Class level and only
display those items associated with the certificate.

Class Level
e Registrations do not have to be complete in a single transaction.
¢ Lumens will display the merchandise items for purchase based upon their Course /
Class level associations.

Information:
If an item is associated and required with more than one Course / Class in the
certificate, the Student will be required to purchase the item multiple times.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 22



Merchandise Buyers Experience
Purchase Individual Merchandise Item

Objectives for Merchandise Buyer’s Experience:

o Complete purchase of an individual merchandise item
¢ Review merchandise dashboard view
e Register for a Class that includes a merchandise item

Merchandise : Merchandise Online >>0Online Merchandise

« Back to Merchandise page

Online Merchandise

Please select the ‘Add ta Cart' button to put =n em in the Shopping Can
~ Price may change dus to actual item selected

¢ showar 2

Class Syllabus
Item SKU: MAT-1001
Price: 30.00

Class Syllabus

ADDTO CART

School Logo Bandana
Item SKU: 010101
Price: $5.00

School Logo Bandanas

ADDTO CART

Is;l?_rt [Alphabetical by lem Name ]

Cooking Utensils
Item SKU: TT117711
Price: 30.00

Cooking Ltensils

ADD TO CART ®

School Logo Tank Top
Item SKU: 12345

Price: 520,00

School Logo Tank Top

ADD TO CART ®

ﬁ’ﬂrking Pass \

T "

Choose Additional Merchandise

Results per page:

Item SKU: P1000
Price: 350.00

Parking Pass for 2018-18 schoal
year

Delivery Type Information

Please complete the following form with information about how and where you would ke your merchandise defivered

Delivery Types are as follows:

EmalliDownicad - The ilems will either be emailed 1o youw or you will sent x URL whese you can retrieve the information related (o this ilem.

Marchandlsa [ism

Parking Pass | P1000 )
ID:24 Oty-1;

Dellvery Type

Ermad LD

: : =

Delivery Information

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.

Locate
Merchandise.

Click Add to Cart.

Delivery Type is
defined based on
what was added
to the item, click
Continue
Checkout.
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Merchandise Buyers Experience
Purchase Individual Merchandise Item - Continued

Shopping Cart

Mow thasl you hise added your class{es) i the shopping card, t0 finallze chack out you must agres to the refund palicy. B you have amg
guestions about your regisiration, please email nobodyi@augusof.edu or call 512-351-8301. Have a great class!

Parking Pass
Studant, Tan Dby =
barri mermilfEaugusatt net Emai Do o
100 Wayzata Blvd Goldan Walley MN
GE42E

am Prica £50.00

Total

Tatal #50.00

Discounts and Checkout

Uppedate your sk by replacing this tnsd with your own massage.

Apply Gift Code
(o |

Item checkout is
consistent with
Class checkout
options.

Return policy was
identified at Item
Mgmt.

my waiting list

my dashboard my profile current registrations my transeript  my h-nnsa:trun.:' merchandise

=113

Zalact Hem Hame{iD) Purchass Data Guantity Dallvary Dedivery Siatus
{Tranim) ¢ Typa
1 ClasaMamegny n n n
m Parking Pas= () [24) 5/20r2018 (B20ET) ErraiDowrlcad  EmallediDownioaded - S/2502018; Supar
Admin

School Logo Tank Tep [L) | 5222018 (S9857) Pick-Ug Pickad-up- SI22/2018; Supar Admin

(13)

School Logo Tank Tep SATI2018 (898:54) Pick-Up Hot Pickad-up

Previous Next

The Student display of merchandise shows the delivery type and the delivery status. Delivery
status is updated by staff (with the exception of email — indication of when it was downloaded

appears).

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Merchandise Buyers Experience
Purchase Class with Merchandise

1D : 27572

« [pack to classes page

5003 medld IGons 3pest only on Tve Sie.

¥fou are passionate about eapturing beautiful and artistic
digital images. 5o how do you tske your images beyond
your home computer andfor memaory cards and do
something with them? Learn firsthand from 2 wisual
documentation artist who is doing just that with her own
digital images. This class will be the first of many
informational lecture series to help coach you as a
photographic artist. First learn how to create a digital and
print portfolio: what to focus on and what to leave out.
Find out how to print your images, where to print them
and the reasons why working with a professional 1ab is so
important. Learn how to show your images in a variety of
ways, where to show your images and how to
competitively price your images. Then discover how {o
set up a virtual online shop (with very little cost to you)
that will give you the opperiunity to turn your images into
cold hard cash.

Add To Cart »

Send to Friend =

View Series Information =

Schedule Information

Datafe) Clags Daye Times

Art of Digital Photography 101

Class Details

8 Sessions
Weekly - Mon, Wed

Location
Lone Tree High School

Instructor
Randall Jackson

CEUs: 0.86

Tuition: $65.00

Avaliable Discounts

View Series Information

(Pru: can vary based on atfribubes.

Location Inztructor|z)
EBM016 - BRTR20E ‘Weekly - Man, Wed Ec00 PM - 500 P Lone Tree, Lone Tree High Schoal Map Randal Jack=on
(Merchandise Information
* denoles iems required with registration
ttam Mame KU Price =
Syliabus Digital Pholography * ] 50.00
Editing Software * LL-DP-01 249.00

Locate Class and
click, Add to Cart.

When a Class
includes
merchandise, the
information about
the merchandise
is posted below
the schedule.

Merchandise details will display including SKU# and price. If the item has been set to $0 for
registrations, then it will display as $0.00. All the details are defined when attributes are created
and the item is associated with the Class.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.

25



Merchandise Buyers Experience
Purchase Class with Merchandise - Continued

Select Merchandise Items for Art of Digital Photography 101

ilemn selected

Quantity Itemn Hame Price
Editing Software 545.00
Syllabu Digital Photography |Set Prica 1o $0.00) S0.00

Total  $45.00
Dlscount Applied (30,00

Total After Ddecount  $45.00

Arl of Diigital Photograpiy 101 has a few ierms thal you may purchese as a parl of this dass regeirasion. Please sslect those tal you wish i add 1o your
shapping carl. Ar of Digital Pholography 107 will be added 1o your Shopping Cart afier you select the “Add to Canl’ bution * - Price may change due io aciusl

Define the quantity of the
merchandise. The class
is not in the cart until this
step is completed.

Click, Add to Cart.

r—

Delivery Type Information
Please complete the following form with information about how and whene you would e your mendhandise defivered

Delivery Types are as follows:
Class room D8IIvery - This ilem|s) wil be deivered at the first dass meeting. No further action regquired.

Ship - This itern will be shipped f you via the selecied carrier and meshod. AddSonal costs mey apply

Merchandies Hem

Dalivary Type

Editing Saftware | LL-OP-01 )
1018 Oty-1;

Classroom Daliwry

Syllabus Digital Phalography | 0990205 )
I0-3 Oty-1,

EmaliDowniaad

Cawtinis: CF Cortinue Shopping

EmaliDownload - The ilems will either be emaled 1o yow or you will sent 2 URL where you can refrieve the information related (o this ilem.

Dellvery Information

Identify the delivery type.
If more than one method
was made available in
attributes, those methods
will display.

Select Continue
Checkout.

Shipping address will display (is editable)

Calculate shipping
e Lumens will calculate shipping for each carrier
method available.
e Select shipping carrier

Complete checkout like any Student transaction.

Select Shipping Address

Package #1

Contents  Water Colour Pt (WE)

Salect Address

Edit Address

Prione number : 780-974.6481

Calcusate Shipping

Select Shipping Carrier

50 Speaker Way NW Edmonion, AB, TERDP1 CA

Flat Rate

$5.00 FLATRATE

23,80 Prioriy

$10.68 Reguiar Parcel

$12.56 Xpresspost

$32.33 FEDEX_2 DAY

$13.66 FEDEX_GROUND

$18.67 UPS Stanaara

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 26



Merchandise Buyers Experience
Purchase Class with Merchandise - Continued

Student View after checkout

my dashboard my profile  current registrations my transcript  my transactions merchandise

my waiting list

Current Registrations

Augusoft Lumens College
2441 Wayzais Bivd, 3ulls 200 , Minnaapalls, MM 55428

TERRI STUDENT
100 WAYZATA ELVD
GOLDEN VALLEY, MM 65425

Sohsduia Pring Viaw

(Clace information )
Coures Clazs Clazs Mame Clzne Location Clase 5tart Class End Instructor Number of Raglatration
Humber  Humbsar Date Date CEUa Confirmatien

CLAR-3012 7572 Art of Digital Lona Teea, Lo Tres High Gra2018 BET2018 Randall D.EE Print

Prectosgraphy 104 Sonocl, Mok Asskyned dackson
Todsl CEUE Awsrdesd o.on
J
my dashboard my prulile curremt rEﬂi!'ll‘Blll‘llB my trnnscrlpl my transactions merchandise
my waiting list
salect Item Kame{ID} Purchasa Dats [TraniD) Guantity Dielivary Dellvery Stafus
I Type
Clgsa Hame(ID)
" i )
m Edifing Safweare () (18)  SES2018 (B9962) i Classroom Hot Deflversd to Clasaroom
{ Art of Digilal Pholography Dedivery
101(27572)
m Syllabus Digital S0 (BEIEZ) 1 EmalDownload | EmallsdiDownlcaded - S252013;
Phobography ) (3) { Art of Digital Pholography Super Admin
\ 10437870y )
m Parking Pas= () (24) SIYI0NE (BYIE1) 1 EmalDosnicad  EmaliedDownicansd - 5252018,
Super Admin
School Logo Tank Top (L) | 52202018 (89957) 1 Pick-Ugp PlCKe-up- SIZ2208; Supar Atmin
(13)
School Logo Tank Top (5) 5172018 (82954) 1 Pick-Lin Hot Plckad-up
113)
Previous Next
Ripple Effect:

The Merchandise tab name is based on the name defined in System Options > Power

User > Merchandise Settings

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.

Current
registration view is
the same as any
other registration.

Merchandise view
will display all

purchasing details
including quantity
and delivery type.
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Merchandise Staff Management and Maintenance
Purchase

Obijectives for Merchandise Staff Experience:
¢ Review the staff purchase process in Lumens
e Discuss the delivery tracking options
e Process a return of merchandise
o Identify the applicable reports to manage merchandise tracking

Student > Student Management (merchandise only)

_ Locate Student
Select Name Student Type Membership Type Status
. . and choose
Student, Terri Learner Active
Student Profile P u rCh ase.
Edit
Delete
Print View School Logo Tank Top

Create Voucher
Profile Notice

ltem SKLU: 12345

Buy Membership

Consolidate Profiles 1

Lo s Price: $20.00 chate the purchase item.
Gift Card Click, Add to Cart.

Buy Gift Card

School Logo Tank Top

Registration
Dacict

Purchase
ate Registration
Current Registration

Qluantity: 1224

Donate Non-Taxable

Transcripts

TranHistory Available to Students: Yes

Transfer

Waiting List

Cancel ADD TO CART »

Merchandise

Select Options for School Logo Tank Top

* - Price may change due to actual item selected

School Logo Tank Top(12345) has some options that you can choose from. Please select those that you wish to add to your shopping
cart. You can also click on the Merchandise ltem Name to see the full item description. School Logo Tank Top(12345) will be added to Update any |tem
your Shopping Cart after you select the ‘Add to Cart’ button

details (if
ltem Name ltem details Price appllcable) .
School Lego Tank Top (12345) Quantity: $30.00 Then CliCk Add to
Sizes: * ) Cart.

Total $30.00

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions. 28



Merchandise Staff Management and Maintenance
Purchase - Continued

Delivery Type Information

Please complete the following form with infoermation about how and where you would like your merchandise delivered

Delivery Types are as follows:
Pick-up - You must go to the selected location, with proof of purchase, to pick up this item.

Merchandise Item Delivery Type Delivery Information

School Logo Tank Top [ 12345 )

Pick-up £ Pick-Up City*: | Minneapolis £
1D:13 Qty-1;

Location®: 33CollegeBookSt i

Continue Checkout Continue Shopping

Home: Cart: Payment Process

Your transaction has been processed successfully.

Transaction Completed for Terri Student | Done
Register | Current Registrations | TranHistory

Add memo text to this transaction

Display printable receipt

Print Merchandise Confirmation

Back to Students screen

Merchandisa Pick.lln

Quantity Picked Up Quantity Purchased Itemn Name

1 School Logo Tank Top(12345);
Sizes=L;

Comments

[som | v

Choose Delivery
Type.

Complete
checkout,
payment
processing is the
same.

Document
merchandise
Pick up if
applicable.

If the person is purchasing the item in person and Pick-Up is a delivery method, please select
this method. The staff user can immediately update the delivery status to Delivered. This directly

impacts your inventory on hand, therefore it is an extremely important action.

Processing a registration with merchandise is managed very similar to the student process.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.

29



Merchandise Staff Management and Maintenance
Delivery Tracking

Merchandise > Delivery

Manage Delivery attributes of Merchandise ltems - Search

| _ This allows
Search for Merchandise ltem(s) using the search fields below: management for
Group By * Purchases On ~ a_” dellvel"y StatUS’

Carrier & Delivery Status

Purchases on or FlESS i ge:ivew gtatus Purchases on or midiyyyy ﬁ Of Items from your
After tems elivery Status Before YYYY .
Student & Delivery Status MerChand|Se
liem Nam Item SKU FeatU re
Class Name Class ID
Student First Name Student Last Name
Class Starts on or midiyyyy - Class Starts on or midlyyyy =3
After o — Gefore vy =
Delivery Type Classroom Delivery - Delivery Status * Delivered to Classroom =
Email'Download Emailed/Downloaded
Pick-up Mot Delivered to Classroom
Ship Mot Emailed/Downloaded

Mot Picked-up

oo [

Only the Group By and Delivery Status are required fields. Other fields are optional but will
narrow your search.

Carrier & Delivery Status: Items & shipping carrier will
GooampiEy: have their own grouping.
Class & Delivery Status: Classes & delivery type are
Carrier & Delivery Status grouped together_
Giass & Deflvety Staius Items & Delivery Status: Every unique set of an item
ltems & Delivery Status and deliverv t il h it .
Student & Delivery Status Yy type will have IS own grouping.

Student & Delivery Status: Student & delivery type
are grouped together.

Delivered to Classroom a
Emailed/Downloaded ) )

Delivery Status:" Not Delivered to Classroom Delivery Status allows staff to filter out
Mot Emailed/Downloaded . .
Not Picked-up items that have or have not been delivered.
Picked-up h
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Merchandise Staff Management and Maintenance
Delivery Tracking - Continued

Manage Delivery attributes of Merchandise

Manage Delivery attributes of Merchandise ltems - Results

Select a group of Merchandise ltems or a single Merchandise Item to update the Delivery Status.
The merchandize items below are the results of the following sErch fields:

Group By = Carrier & Delivery Status Delivery Status = Not Picked-up ]

Select Group Select Single Student Name (ID)/ Purchase Date: Quantity Delivery Type/ Delivery Status
Class (ID) TranID/ ltem Carrier Service
' 5M17/2018:
Student Terri(55198)/  69954/School .
y A Logo Tank Top 1 Pick-Up Not Picked-up
Edit Delivery Type Edit Delivery Type (13)-s
Change Status Change Status
\ 121172017
- Webb Tracy(55182)/  63889/School y
C g -
O @] NIA Logo Bandana(2) 1 Pick-Up Not Picked-up
-Black
12172017
Webb Tracy(55182)/  69889/School g 3 ¥
O O Logo Bandana(2) 1 Pick-Up Not Picked-up
-Grey
12/172017:
O o) Webb TraNCﬁy;(55182)i 639889/School Pick-Up Not Picked-up

Logo Bandana(2)
-Red

Edit Delivery Type of Merchandise Items

Select one or more merchandise item(s) to change the Delivery Type:
The merchandise items below are the results of the following search fields:

Group By = Carrier & Delivery Status Delivery Status = Not Delivered to Classroom

Purchase Date: Delivery Status
TranlD/ Item
4/11/2018:
69934/Acrylic Painting Techniques(s)

Quantity Delivery Type/
Carrier Service

Student Name (ID)/
Class (ID)
Aalright Bamey(55134) /
N/A

Change Delivery Type

1 Classroom Delivery Not Delivered to Classroom

Change Delivery Type for the selected item(s) above to the
f ing.

Delivery Type Delivery Information

R

X - =

Delivery status is
based on search
criteria.

Options are:

o Edit Delivery
e Change
Status

Select Group:
Updates all items
within the group.

Select Single:
Updates the one-
line result.

Edit Delivery
Type: Choose
applicable
method.

Click
Submit.

Edit delivery method will offer alternate methods based on options that were provided with the
item creation If only one delivery type is provided at creation, you will not be able to update.

To make updates at the student level got to Student > Student Mgmt > Drop Down >

Merchandise

To make updates at the class level go to Course Mgmt > Coursers / Classes > Course Name >

Class Drop Down > Merchandise

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Merchandise Staff Management and Maintenance
Delivery Tracking - Continued

When updating the Delivery Status, the actual display screen will depend on the delivery type
itself. We have a few examples below for you with different scenarios.

Pick Up

Change Delivery Status of Merchandise ltems
Select one or more merchandise item(s) to change the Delivery status.
The merchandise items below are the results of the following search fields:
Group By = Carrier & Delivery Status Delivery Status = Not Picked-up
Change Status Student Name (ID)/ Purchase Date:  Quantity Delivery Type/ Delivery Status
Class (ID) TranlD/ Item Carrier Service H _
Student Terri(55198) / AL (Goll:jg:rll(tjef:\ey EI ¢ k v p d Bv:
N/A Giﬁﬁ%ﬁ’;;‘gc’ i aaCollegeBookStore - North 1Ot Picked-up rocesse y:
Campus)
Choose from staff
listings.
Change Status to Picked-up for the selected item(s) above. The t|me |S auto_
Comment: filled but can be
Pick-Up Processed By :* Poweruser 1 Terri v mOd Ifled .
Time Picked Up = 5/30/2018 2:43 PM
\ [middfyyyy hzmm AM/PM]
Classroom
Change Delivery Status of Merchandise ltems
Select one or more merchandise item(s) to change the Delivery status.
The merchandise items below are the results of the following search fields:
Group By = Carrier & Delivery Status Delivery Status = Not Delivered to Classroom
Change Status Student Name (ID)/ Purchase Date: Quantity Delivery Type/ Delivery Status
Class (ID) TranlD/ Item Carrier Service
Aalright Bamey(55134) / e gmj:cﬁiucfiamng ; Classroom Not Delivered to .
N/A Techniques(s) Delivery Classroom AS Si g n

Delivered By:
this will modify

@nge Status to Delivered to Classroom for the selected item(s) above.

the Delivery
Comment: Processed by
Delivered By:* O staff O Instructor d rop dOWn .
Delivery Processed By =~ v
Time Delivered = 5/30/2018 2:44 PM

[m/dd/yyyy h:mm AM/PM]
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Merchandise Staff Management and Maintenance
Delivery Tracking - Continued

Email / download

Change Delivery Status of Merchandise ltems

Select one or more merchandise item(s) to change the Delivery status.

The merchandise items below are the results of the following search fields:

Group By = Carrier & Delivery Status Delivery Status = Not Emailed/Downloaded

Change Status Student Name (ID)/ Purchase Date: Quantity Delivery Type/ Delivery Status
Class (ID) TranID/ Item Carrier Service
3/21/2018:
Hoemberg Saran(55161) / . § Not
. 69920/Syllabus Digital 1 EmailDownload .
Art of Digital Photography 101 (27572) Photography(3) Emailed/Downloaded

Change Status to Emailed/Downloaded for the selected item(s) above.

Comment:

|Emailed By = Poweruser 1 Term v
Time Emailed - 5/30/2018 2:44 P
[m/dd/yyyy h:mm AM/PM]
Shipped

Change Delivery Status of Merchandise ltems

Select one or more merchandise item(s) to change the Delivery status.

The merchandise items below are the results of the following search fields:

Group By = Carrier & Delivery Status Delivery Status = Not Shipped

Change Status Student Name (ID)/ Purchase Date: Quantify Delivery Type/ Tracking Infe.”
Class (ID) TranlD/ Item Carrier Service
N 5/23/2018:
Aalright Bap:;l:y(ﬁﬁﬂ%)f 69958/School Logo 3

Bandana(2) -Red

6ange Status to Shipped for the selected item(s) above.

Comment:

Shipment Processed by =~ Poweruser 1 Terr "
Time Processed :* 5/30/2018 2:45 PM
\ [m/dd/yyyy h:mm ANM/PM]

oo [ o

Choose who
emailed the
document.

Add tracking info
and Shipment
Processed by.

Once the delivery is updated, reports will reflect the details as will the Student / Staff view of

merchandise.
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Merchandise Staff Management and Maintenance

Transfers or Returns

Student > Student Mgmt > Student Select Transfer from the drop-down menu.

This example has merchandise associated in both the transfer-out and the transfer-in classes.

View Registration Details for Sarah Hoemberg

Current Registrations Transcripts Tran History Merchandise Transfer Cancel Waiting List
Current Registrations for Hoemberg, Sarah
* Indicates payment includes On
Ancount
Select Class name (D} Start date Class cost
Registration name
1 Q228001 a0 00

Transfer Class Hoemberg, Sarah

Basic Cake Decorating (27273)
Heoemberg, Sarah

03/06/2013 539.00 ]

Transfer Class List

Search using course or class name or course number or class id

Use any part of the course or class name or the complete course number to search.
For a complete course listing. clear the search field, then press Search.

Showing records 1 through 12 of 22,

Course Class Name (ID) /Date Class Cost / Action
Number Rem Seats
L
CLAR-3012 Art of Digital Photegraphy 101 (27572) $95.00 Transfer in
Schedule - Weekly - Mon, Wed 6:00 PM - 9:00 PM: & sessions: starting 6/4/2013, ending 6/27/2015 25

Transfer Registration Transaction Review

* denctes required information. If computed service fee is under $1.00, it is not displayed.

StudentID : Student Name 55181 : Sarsh Hoemberg
Electronic Voucher Ealance $184.00

Ragistration Name Hosmbarg, Sarzh
Ragistration ID : Date 25575 032172012
Transaction ID - Date 60017 032172012
Memo [Nong]

Transaction Balas $101.00 - $5.00 = $04.00

(Original payments

Payment methad(s) Credit card - terminal : $28.00
Payments made

Number of registrations in 1
original transaction

Registration fee 50.00

Transferring from Transferring to

Charge §20.00 service fee? * OvesOno

Apply Electronic Voucher? *

o o]

Class ID 27270 27572
Class Name Basic Cake Decorating Art of Digital Frotography 101
Start date 0310812018 0810412018

End date 032712018 0812712018

Days until class Started ki

Tuition fees 320.00 - 50.00 = 382.00 505,00 - 50.00 = 525.00
(Fae minus dscounts) (Fee minus d=counts)

Locate the class

Choose Transfer
Class.

Choose the class
to Transfer in.

Review the Transfer Registration
Transaction Review screen for detail

accuracy.

Click Continue.

The initial process of a class transfer is
the same with or without merchandise.
After review, you will be asked to
decide on merchandise options.
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Merchandise Staff Management and Maintenance

Transfers or Returns - Continued

Return Merchandise Transfer-out Class
pop-up appears if the class transferring
out of had a merchandise purchase.

Update
¢ Return Quantity
e Return to Quantity Available?

Click Continue.

Return Merchandise for Transfer-out Class

Item Name {SKU)

Total Quantity

Cake Decorating for Special Occasions (3132)

1

Return Quantity

Details
1

Change to 0 if not
returning.

Return to Quantity Available?

Item Name (SKU)

Total Quantity

'® Yes ) No

Cookie Decorating for Kids (389411)

1

7
Return Quantity 1 Details
Change to 0 if not
Purchase Merchandise [tem for Transfer-in Class LBl
antity Available? '® Yes " No
ltem Hame {SKU)  Ediling Software {LL-0P-01)
Dallvery Method | Cis=zroom Delivery v Close ml
Guantity Avallabls 100
Brics  se200 Lumens returns a Purchase
— Merchandise Item for Transfer-in Class
LA . .
' pop-up if the class to which you are
transferring the student has
merchandise associated with it.
Discount will be applied o 1 #em afier youw add the ibem and conlinue 1o nesd steg. Update:
e Delivery Method
Item Name {SKU)  Syllabu= Digital Photography (020909) ° Quantlty
Dellvery Method | Email\Download v ° Click Add / Update Item
Guantity Avallaols 1000 CIle Continue
Price  20.00
Quantity | 1
Add / Update em
( ltsrm Hams | SKLU) Dallvary Method  Price  Quantify )
Eciting Software (LL-DP-01) Classmoom £49.00 1
Desliwerry
Syllabus Digilal Pholography EmailDownload  20.00 1
(Ore0e0a)
J
Shawing 1 ta 2 of 2 entries
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Merchandise Staff Management and Maintenance

Transfers or Returns - Continued

Student ID : Student Name
Registration Name
Registration ID : Date
Transaction ID : Date

Transaction Balance

Payment method(s)
Payments made

Number of registrations in
original transaction

Registration fee

Orginal payments minus previous refunds

Transfer Registration Transaction Review - Step 2

* denoles required information. If computed service fee is under $1.00, it is not displayed.

55161 : Sarah Hoemberg
Hoemberg, Sarah
83476 : 032172018
80917 : 032172018
§101.00 - $5.00 = 500.00

Credit card - termingl : $80.00

-~

( Class ID

Class Name

Start date

End date

Days until class
Tuition fees.

Fee minus discounts ) )

Transfer service fee

N

Merchandise Costs (Including Taxes)

Total Merchandise Item Discounts

Payments Made for Merchandise ltems

\ Suggested Payment Amount

Transferring from
27279

Basic Cake Decorating
03082018

032772018

Started

$80.00 - 50.00 = 589.00

$7.00

$0.00

Payment Made (Does not include Registration Fees)

Transferring to

27572

An of Digital Photography 101
08/0472018

oazTIZN8

Started

$85.00 - $0.00 = 585.00

Fee minus discounts)
542.00
$0.00

+52000
Sarah Hoemberg : 57.00
Sarah Hoemberg : $96.00

$68.00

Suggested action:

Sarah Hoemberg Suggested payment amount:

® Payment U Refund U Zero amount

Payment Options : Sarah Hoemberg: Suggested Amount = $68.00

You may process a payment amount of zero if you choese not lo require payment of 1o issue a refund

68

If you need to change the payment amount, please process an UNDERPAYMENT or OVERPAYMENT from the next page

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.

Review Transfer
Registration Transaction
Review — Step 2.

This step will vary
depending on the
transfer situation. Define
payment / refund.

Click Continue.

For scenarios requiring a
payment, completed the
checkout process.

Situations for which the
Transfer-out class has
merchandise and the
transfer-in class does
not, only the Transfer-
out pop up will appear.
Situations for which the
Transfer-out class does
not have merchandise
and the transfer-in class
does, only the Transfer-
in pop up will appear.
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Merchandise Staff Management and Maintenance

Transfers or Returns - Continued

Students > Student Mgmt

Select Item Name(ID) Purchase Date
(TraniD) /

Class Name(ID)

View Registration Details for Terri Student

Current Registrations Transcripts Tran History

Quantity Delivery

Merchandise Transfer Cancel Waiting List

Delivery Status
Type

5/29/2018 (69961)

Parking Pass () (24)

Edit Delivery School Logo Tank Top  5/22/2018 (69957)
L (13

Change Status
Return

School Logo Tank Top  5/17/2018 (69954)

Print View (S)(13)

Email\Download Emailed/Downloaded -- 5/29/2018;

Super Admin

Pick-Up Picked-up- 5/22/2018; Super
Admin

Pick-Up Not Picked-up

Edit Delivery: Allows you to edit the delivery method.
Change Status: Allows you to change the status of this item.
Return: Allows you to process a return/refund of this item.
Print View: Displays transaction receipt.

Item Return Transaction Review - Step 1

* denotes required information. If computed processing charge is under $1.00, it is not displayed.

Student ID : Student Name

Transaction ID : Date

Memo

Payment Method(s)

Total AR Payments

Number of items purchased in original transaction
Item SKU : Name

Item Qty / Price

Delivery Type/Status

Return Quantity *

Return to Quantity Available*

School Logo Tank Top

Refund School Logo Tank Top? *

| Continue Cancel

55198 : Student, Teri
69954 * 05/17/2018
[None]

Student, Terr : Credit card : $30.00

1
12345 : School Logo Tank Top Sizes-S
1/830.00

Pick-Up / Not Picked-up

Click the Action
from the drop-
down menu.

Select Return.

Can the item be
returned to the
gquantities?

Select Yes to
increases the
quantity available,
the item may then
be resold.

Selecting No will
not increase the
guantity available,

Details .
1 l item cannot be
m resold.
$30.00 1 Details
@YES ONU

Item Name : Price

School Logo Tank Top : $30.00

Return?

Charge Processing Fee?: This option will display if the refund policy defined with the item

included a service fee.

©Augusoft Inc., 2018. All rights reserved, see cover page for additional restrictions.
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Merchandise Staff Management and Maintenance

Transfers or Returns - Continued

Item Return Transaction Review - Step 2

* denotes required information

Student ID : Student Name

Transaction ID : Date

Memo

Payment Method(s)

Number of registrations in original transaction
Number of items purchased in original transaction
Item SKU : Name

Item Qty / Price

Delivery Type/Status

Return Quantity

Return to Quantity Available

Refund Item Price

Check box to split the refund between two refund methods

55198 : Student, Terri

69954 - 05172018

[None]

Student, Terri : Credit card : $30.00

0

1

12345 : School Logo Tank Top  Sizes-S
1/530.00

Pick-Up / Not Picked-up

Refund Method for Terri Student Refund to credit card

Totals Terri Student
== et
hool Logo Tank Top \
Refund ($30.00) 30.00
Total Refunds ($30.00) (530.00)

Review details.

Student ID : Student Name

T ion ID : Date

Item SKU : Name

Item Return Transaction Summary

55198 - Terri Student

100 Wayzata Bivd
Golden Valley, MN 55426

69965: 05/30/2018 Add Memo

12345 - School Logo Tank Top

. . Return Quantity 1
Refund method is defined by the o
. d f d I Return to Quantity Available yes
assigned refund policy.
Refund Payment Method Refund request form
Product Amount
Refund Amount ($30.00)
Transaction Amount ($30.00)
Back to Student Merchandise Pages
View Registration Details for Terri Student
Current Registrations Transcripts Tran History Merchandise Transfer Cancel Waiting List
Back to Students Back to Current Student Student Account
Current Electronic Voucher Balance: §0.00
AR i Balances $0.00.
- - )
Recent Transactions for Student, Terri
Select Ti d Ti Type (ID) Payment Method Payer Transaction
Date Amount
05/3018 Retum Merchandise ltem (59965) Refund request form Student, Terr (Student) $30.00
\ J
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Merchandise Staff Management and Maintenance
Reports

Reports > Merchandise

g merchandise Type Action
Classroom Delivery Standard Run / Schedule | Edit | Add to my favorites
Current Quantity Standard Run / Schedule | Edit | Add to my favorites
Daily Purchases Standard Run / Schedule | Edit | Add to my favorites
Item History Standard Run / Schedule | Edit | Add to my favorites
Merchandise Below Re-Order Quantity Standard Run ! Schedule | Edit | Add to my favorites
Merchandise Pick List Standard Run / Schedule | Edit | Add to my favorites
Sales Totals Standard Run / Schedule | Edit | Add to my favorites
Shipping Costs: Detailed Standard Run |/ Schedule | Edit | Add to my favorites
Shipping Costs: Summary Standard Run / Schedule | Edit | Add to my favorites

Classroom Delivery: Tracks item status’ when delivery method of Classroom is selected.
Current Quantity: Provides a current summary of quantities on-hand and quantities available
for Merchandise Items.

Daily Purchases: Lists each transaction of an item purchased on a daily basis.

Item History: Provides a history on this particular item for inventory tracking.

Merchandise Below Re-Order Quantity: Tracks of items that are below inventory level.
Merchandise Pick List: Defines which items to select from storage location in order to prepare
them for delivery via pickup, Classroom delivery and shipping.

Sales Totals: Displays all sales totals for each merchandise item.

Shipping Costs: Detailed/Summary: Available if shipping is used.

Process recommendations
e Use the Delivery Status of Delivered to Classroom, Emailed / Downloaded, and Pick-up
to track what has been delivered to the Classroom and what has been emailed /
downloaded. This is useful if a Student comes back and states they did not receive an
item.

e For Classroom Delivery, after picking the items on the Merchandise Pick List, run the
Classroom Delivery Report. This report allows a Staff Member, who delivers
Merchandise Items with Delivery Type set to Classroom Delivery to the actual
Classroom. It also allows the Staff Member to organize the Merchandise for delivery and
record that the items have been distributed to the Students who purchased them.

Information:

Have the Student’s initial on the print out of this report that they received the item(s).

This will be useful later when Students question whether they received the item in the
future. We recommend having a dedicated staff member(s) assigned to manage this new
line of business, including data entry, inventory management and delivery status updates.
Reports will only provide the data that is being input.
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Knowledge Review
Set Up and Preparation Review

This review is based on the Set Up and Preparation Module of Merchandise. Use this review to
check your knowledge of the topics and objectives of the module.

Objectives for Merchandise Set Up and Preparation:
¢ Review accounting code needs
o Define shipping and delivery options
o Create attributes, items, and delivery requirements for merchandise
e |dentify if items are added to Courses, Classes, or sold individually

To complete this review, use the Set Up and Preparation Module as a resource.
e The review has five questions (multiple choice or True / False).
¢ Answer the questions to the best of your knowledge.
e Compare your responses against the answer key (how did you do?).

1. T/F: You can't set up a fee to charge when creating a merchandise return policy.

. Which of the following delivery types are available for merchandise?
Classroom
Pick Up
Ship
All of the above

O O O O N

w

. T/ F: You must create an account with UPS or FedEXx to provide those shipping options.

. Merchandise can be associated with the following.
Contract
Course
Instructor
Location

O O O O H

5. T/ F: You can set a merchandise item to have no cost with a course but a cost if purchased
individually.
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Knowledge Review
Set Up and Preparation Review Key

Review answer key:

Expected Results Related Information

F: You can’t set up a fee to charge when False, Merchandise west

creating a merchandise return policy. includes creating refund
policies including fees if
applicable.

Which of the following delivery types are
available for merchandise?

o All of the above

T: You must create an account with UPS or
FedEx to provide those shipping options.

Merchandise can be associated with the
following.

o Course

T: You can set a merchandise item to have no
cost with a course but a cost if purchased
individually.

Additional Reference:
Customer Support > Document Center >Quick Reference Aid > Coming soon
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Knowledge Review
Buyers Experience Review

This review is based on the Buyers Experience Module. Use this review to check your
knowledge of the topics and objectives of the module.

Objectives for Merchandise Buyers Experience:
e Complete purchase of an individual merchandise item
e Review merchandise dashboard view
e Register for a Class that includes a merchandise item

Ask yourself if the module met the objective.

To complete this review, use the Advanced System Options Module as a resource.
e The review has five statements below.
e Add the missing information.
¢ Compare your responses against the answer key (how did you do?).

A student can a file directly upon
merchandise purchase.

If a school desires, students can purchase items as part of courses/classes but also as
purchases.

When a student makes a purchase, they will have a tab
display in their student view that will provide specific details of the purchase.

When viewing a student will be able to see the merchandise
associated with a specific class including the price being charged for the item.

If an item is purchased as part of a class, the item will not display in the students
view but will display in the merchandise tab.
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Knowledge Review
Buyers Experience Review Key

Review answer key:

A student can download a file
directly upon merchandise purchase.

If a school desires, students can purchase items as part of courses/classes but also as
individual purchases.

When a student makes a purchase, they will have a
merchandise tab display in their student view that will
provide specific details of the purchase.

When viewing class details a student will be able to see the
merchandise associated with a specific class including the price being charged for the item.

If an item is purchased as part of a class, the item will not display in the students
current registrations view but will display in the

merchandise tab.

Additional Reference:
Customer Support > Document Center >Quick Reference Aid > Coming soon
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Knowledge Review
Staff Management and Maintenance Review

This review is based on the Staff Experience Module. Use this review to check your knowledge
of the topics and objectives of the module.

Objectives for Merchandise Staff Management and Maintenance:
e Review the purchase process in Lumens
e Discuss the delivery tracking options
e Process a return of merchandise
o Identify the applicable reports to manage merchandise tracking

To complete this review, use the Staff Experience Module as a resource.
o The review has five questions (multiple choice or True / False).
¢ Answer the questions to the best of your knowledge.
e Compare your responses against the answer key (how did you do?).

1. T/ F. When a staff member completes a registration with merchandise, the staff member will
have the ability to update the delivery method is Pick Up is the delivery method.

2. Staff have the ability to manage the delivery attributes of a purchase. Which two items can be
completed by a staff member?

Edit Payment Method/Change Payment Date

o Edit Delivery Type/Change Status
o Edit Item Name/Edit Item Quantity
o All of the above

3. T/ F: Staff cannot process a transfer of a class with merchandise of the transfer into does not
have merchandise.

4. When returning a merchandise item, the following information is modifiable during the
transaction.

o Item SKU/Name
o Payment Method
o Quantity/Price

o Return Quantity

5. T/ F: The Sales Totals report provides individual item sales results.
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Knowledge Review

Staff Management and Maintenance Review Key

Review answer key:

Expected Results

Related Information

T: When a staff member completes a
registration with merchandise, the staff member
will have the ability to update the delivery
method is Pick Up is the delivery method.

Staff have the ability to manage the delivery
attributes of a purchase. Which two items can
be completed by a staff member?

o Edit Delivery Type/Change Status

F: Staff cannot process a transfer of a class with
merchandise of the transfer into does not have
merchandise.

False: Staff can transfer a
student into or out of a
class without the other
class having merchandise.

When returning a merchandise item, the
following information is modifiable during the
transaction.

o Return Quantity

T: The Sales Totals report provides individual
item sales results.

Additional Reference:

Customer Support > Document Center >Quick Reference Aid > Coming soon
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