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E-Commerce Workbook

I was taught the way of progress is neither swift nor easy." Marie Curie

Module 4

You’ve done all

this hard work setting up your store, making a product and

customizing the look and feel of your store. Would you like to get paid
when your customers buy something?

Let’s dig into Settings in the Shopify dashboard. We will set up all of the
necessary payment providers and other settings.

First, let’s get
paid!

SET UP
PAYMENT
PROVIDERS

Log into your
Shopify
dashboard and

scroll all the way g Loomion g o
to the bottom on

the left.

[ Q search
far Home
E orders Settings
<) Products
o
& Customers
dll  Analytics & General Q Notifications
_ View and update your store details Manage notifications sent to you and your
Qﬂ Marketing customers
%) Discounts
- B Payment providers ) Files )
oo App: Enable and manage your store's payment Upload images, videos, and documents
providers

SALES CHANNELS [+

. E Checkout A Sales channels
& Online Store °© Customize your online checkout process Manage the channels you use to sell your
7 Facebook Shop products and s
(©) instagram ® Shipping ® Plan and
®  Buy Button Manage how you ship orders to customers View plan information and manage what staff

can see or do in your store.

Taxes \ [i] Billing

Manage how your store charges taxes Manage your billing information and view

Manage the places you stock inventory,
fulfill orders, and sell products

Manage your store's legal pages

ﬁ Gift cards
Enable Apple Wallet passes and set gift

card expiry dates
£§3 Settings
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. testing-diva2 v O\ Search lg Tesia Blackburn|
m Home
Tap on B orders Settings
Payment
. g Customers |
Pro‘"ders il Analytics @ General Q Notifications
. View and update your store details Manage notifications sent to you and your
| Marketing customers
(%) Discounts \
O+ Aoos ﬁ Payment providers 6() Files ) ) |
oo PP Enable and manage your store's payment Upload images, videos, and documents ‘
providers
SALES CHANNELS (+) |
. E Checkout d&o Sales channels
ﬁ Online Store ° Customize your online checkout process Manage the channels you use to sell your
n Facebook Shop products and services
Instagram ® Shipping @ Plan and permissions
@ Buy Button Manage how you ship orders to customers View plan information and manage what staff
can see or do in your store. |
Taxes Billin ‘
[s) Pig o

Manage how your store charges taxes Manage your billing information and view

your invoices

@ Locations Er Legal

Manage the places you stock inventory, Manage your store's legal pages
fulfill orders, and sell products

% Gift cards ‘
Enable Apple Wallet passes and set gift

card expiry dates

ACtivate 63 Settings
Shopify
Payments. If

you have a . [e=inoaciiazig Q search [{ Tesia Blackburn
Paypal g -
ettings
@ Orders .
account O potons Payment providers
(hlghly g Customers
recommended) « Payment providers A shopity payments
Qﬂ M Accept payments 2 through your
you Ca n @ Discounts store using providers like Shopify Pay less for payment
- - o+ Payments, third-party services, or processing with Shopify
actlvate It as oo Apps other payment methods. Payments

H SALES CHANNELS (+) Switch to Shopify Payments and
Well- Shoplfy accept payments at a rate as low
. = online Store o} as 2.9% + $0.30 per card =
payments Is I3 Facebook Shop transaction. [¢]
the only Instagram
>

@ Buy Button View payouts Learn more
Payment

Provider you
P PayPal
need. You can N ‘
. xpress Checkout
activate others
if you like.

A button that enables customers to use PayPal directly from your
checkout. Learn more about PayPal Express Checkout 2 .

— Activate PayPal Express Checkout

@ Settings
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Optional:
Scroll down and activate Amazon pay (if you have an Amazon
seller account) and any other payment providers you wish to use.

. testing-diva2 v Q_ search [Q Tesia Blackburn

[ Home amazon pay

@ Orders

Q PREE A button on your store checkout that enables customers to use the
payment and shipping information stored in their Amazon account.

g Customers Learn more about Amazon Pay 2 .

ol Analytics i

- _ Activate Amazon Pay

qi] Marketing

@ Discounts

O+

oo Apps Third-party providers

SALES CHANNELS (+) Providers that enable you to accept payment methods at a rate set by
the third-party.

@ Online Store (0]

n Facebook Shop Choose third-party provider

Instagram

@ Buy Button
Alternative payment methods

External payment methods that can be used in addition to either a third-
party provider or Shopify Payments.

\ Manual payment methods

Payments that are processed outside your online store. When a
@ Settings customer makes a manual payment, you need to approve their order
before fulfillina.

Choose alternative payment
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Be sure to scroll
all the way to
the bottom and
select
“Automatically
capture payment
for orders.” This
will ensure that
your customers’
payments are
automatically
captured and
sent to Shopify.

Next, go back
to Settings and
open
“Checkout.”
Shown here
are my
preferred
settings. You
may change
any of these if
you like.
However,
remember to
make it easy
for your
customer.
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ff Tesia Blackburn

o Home
‘1" Orders
Products
-, Customers
dll  Analytics

| Marketing

Discounts

O+ Apps

SALES CHANNELS

Choose alternative payment

Manual payment methods
Payments that are processed outside your online store. When a

customer makes a manual payment, you need to approve their order
before fulfilling.

Manual payment methods +

7 Online Store

| Facebook Shop Payment capture

(® Automatically capture payment for orders.

The customer’s payment method is authorized and charged
automatically.

© Instagram

- After a customer's payment method

: Buy Button is authorized, it needs to be
captured so that the sale can be
processed. Choose between
automatic and manual capture 2 .

@ Settings

' testing-diva2 v Q search
Home < Settings
[4] orders Checkout
Products
Customers
C Analytics Customer accounts
Marketing Choose if you want to prompt your
customer to create an account when they
Discounts
I
k Apps

SALES CHANNELS
Online Store
Facebook Shop

(O) Instagram

Buy Button

Customer contact
Choose which contact methods your

customers can use to check out and

receive updates. Learn more.

N
~

83 settings

copyright 2019 Tesia Blackburn all rights

Manually capture payment for orders.

The customer’s payment method is authorized at the time of their
order. You'll need to manually capture payment within the
authorization period.

Learn more about payments (2 .

Tesia Blackburi

Accounts are disabled
Customers will only be able to check out as guests
@® Accounts are optional
Customers will be able to check out with a customer account or as a guest
Accounts are required

Customers will only be able to check out if they have a customer account.

Enable Multipass login

Enable Multipass if you want to integrate with an external customer account system. Learn more
about Multipass.

Enable multipass

To check out

Customers can check out using either their phone number or email

Customers who choose to check out using their phone number will get order updates by SMS
This means that their email may not be collected during checkout.

@ customers can only check out using email

To receive shipping updates

Customers can choose to add a phone number or email to receive shipping updates after
they complete their order

reserved
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More of my preferred settings under “Form Options.”

' testing-diva2 Vv Q search #’ Tesia Blackburn

Home
I:‘q ord Form options Full name
M rders
Products| Choose whether your checkout form Require last name only

requires extra information from your

@ Require first and last name
Customers customer.

Analytics
Company name
Marketing
Hidden
Discounts
ﬁ @® optional ‘
Apps ‘
Required

SALES CHANNELS

Address line 2 (apartment, unit, etc.)

Online Store
Facebook Shop Hidden
&) © opionl
Instagram
Required
Buy Button

Shipping address phone number ‘

Hidden
ﬁ @® optional

Required

Order processing

Change how your store responds to ﬁ

checkout and order events. Learn about

While the customer is checking out ‘

Use the shipping address as the billing address by default

Reduces the number of fields required to check out. The billing address can still be edited
order processing

Enable address autocompletion

Gives customers address suggestions when they enter their shipping and billing address

83 settings

Continuing down the page with my preferred settings. These are
j pretty self explanatory.

testing-diva2 v Q search {f Tesia Blackburn ‘

® " Optiona
Home Required
Orders
Products

Order processing |

Customers While the customer is checking out

Analytics Change how your store responds to Use the shipping address as the billing address by default

Marketin checkout and order events. Learn about Reduces the number of fields required to check out. The billing address can still be edited
d order processing
Enable address autocompletion
Discounts
Gives customers address suggestions when they enter their shipping and billing address.

Apps.

SALES CHANNELS After an order has been paid

@ Online Store @ Automatically fulfill the order’s line items
Notify customers of their shipment
[ racebook shop
Automatically fulfill all orders, even those with a high risk of fraud
(©) instagram
= Automatically fulfill only the gift cards of the order
9 BuyButton

Do not automatically fulfill any of the order's line items

After an order has been fulfilled and paid
’ Automatically archive the order

Fulfilled orders will be automatically removed from the open orders list.

Additional scripts

4
Any customizations you'd like to appear on the order status page of the checkout. Learn more at the
Shopify Help Center.

83 settings
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And finally, email marketing option (a good idea) and abandoned
checkout emails. Both of these are truly good ideas!

testing-diva2 v [#‘ Tesia Blackburn

D)

Home

Orders \
Products Email marketing Show a sign-up option at checkout

<)

\V

O Preselect the sign-up option
o Customers Let customers sign up for marketing

. emails at checkout. Customers who sign

ddl Analytics
- up are added to the accepts marketing

T}/‘ Marketing group.

a Discounts
O+
oo Apps

-~ Abandoned checkouts Automatically send abandoned checkout emails

SALES CHANNELS (+]
@ Send an email to customers who left
\ Online Store (0]

= products in their cart but didn’t complete Send to
‘ ‘J'F;] Facebook Shop their order. Learn more

"

\ Anyone who abandons checkout
@ Instagram Customize email @® Email subscribers who abandon checkout
L") Buy Button Send after

1 hour

\ 6 hours
@ 10 hours (recommended)

24 hours

Checkout language Your store's checkout page is displayed in English

Manage checkout language

@ Settings
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Let’s head back to settings and go through them in detail in the video
below. Go into the classroom online and review the video “Shopify
Settings.”

Shopify Settings

copyright 2019 Tesia Blackburn all rights reserved
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|
LEGAL SETTINGS .ﬁ
You are welcome to use the documents linked in the classroom to

help you create your own policies and statements. It is always a

good idea to seek legal advice where needed. Proof your

documents carefully. My website, names and so on are used |
several times throughout these documents. “}

DISCLAIMER: | make no guarantees about the accuracy or legality |
of any of these forms.

Check the Resources page for links to more legal information.

Check the Classroom Module Page for links to the legal
documents.

copyright 2019 Tesia Blackburn all rights reserved
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Once you’ve finished going through “Settings” head back over to the left hand
menu. Let’s go through Orders, Customers and Discounts in detail.

Orders, Customers and Discounts

Go into the online classroom and review the video “Orders,
Customers and Discounts.”

copyright 2019 Tesia Blackburn all rights reserved
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Your homework this week:

1.

Complete the “Settings” section inside your Shopify Store.

Complete all four sections under “Legal.”

Setup your payment provider.

Setup one discount code.

Order a sample product from your vendor. }
Review the Shopify Settings video, \

Review the Orders, Customers and Discounts video.

copyright 2019 Tesia Blackburn all rights reserved
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