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Changes
Version Date Who Description

1.1 2/Nov/2021 Steve Dowle Delete product and admin purchase announcements
added as part of the payments v3.4.0 release
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Introduction
The shop extension introduces e-commerce functionality into ReadyMembership. Allowing
you to make products available for purchase online for your users, and to handle the
ordering and fulfilment of these products.

This guide will cover
● How to add and configure products for sale
● How to arrange products on your website
● How to handle and process the fulfilment of orders
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At a glance functionality

Product features

● Create unlimited shop products
● Relate additional products to encourage upsell
● Create price variants using targeted rules, allowing you to offer for example different

member and non-member pricing
● Bulk pricing allowing you to offer different prices depending on how many you buy

Product display

● Dedicated product pages with friendly URLs
● Faceted listing search
● Widgets allowing you to place products anywhere on the website
● Segmenting of users via rules who have for example purchased certain products,

allowing you to retarget them via email or website personalisation based on their
history

Tax & Accounting

● Configure which payment methods you will accept
● Xero integration allowing you to assign inventory codes to products
● Specify different tax rates for products and compatible with our digital tax service,

so that tax is calculated based on billing location

Fulfilment & Delivery costs

● Create different delivery charge bands based on a combination of total weight/cost
and delivery location

● Subscribable admin notifications when orders are placed
● Fulfilment area for physical products allowing you to fulfil an entire or part order
● Automated emails for confirmation of order and fulfilment
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Coming in version 2

● Ability for purchasers to see the fulfilment status of their order, and to re-order if
required

● Product attributes, for example selling different sizes and colours
● Product collections
● Custom fulfilment types, for example purchasing an online course could immediately

grant you access to that on a third party platform or send you a digital ebook
● Ability to maintain stock control for products to ensure you can’t order products

which are out of stock
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Overall shop configuration

Before the shop goes live, there is a small amount of configuration that is required. In the
System settings select the item called shop.

1. Payment methods - by default there will be no payment methods specified, so it is
vital that at least one payment method is selected. You can select from any of the
existing payment methods used across the website.

2. Billing type - by default this will be set to User chooses. This determines when the
customer is going through the checkout payment process, whether they have the
ability to choose in what context they are buying for. E.g. if it is a company, then you
can add a VAT number but this information isn’t relevant if it is a personal purchase.
If you are operating purely an organisational membership and everything you sell in
the shop is for organisations, then select the company. If it is purely a consumer
based shop, then select Personal.

3. Related products - at the bottom of a product page we display any related products
that have been chosen. This section determines how this works.

a. Title - by default this will display You might also like
b. Max items - the number of products that are displayed at the bottom of the

page, it defaults to 4
c. Fill to max with unrelated items - If you haven’t selected any related items

for a product or less than the max number here, then we will automatically
add additional products to the number of related ones shown. Having this
selected will give some consistency to the display, but will potentially display
products not relevant to the current product
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How to add and configure products for sale

In ReadyMembership, day to day management of products and orders are handled via the
Payments menu
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1. Deliveries - Any orders for physical products which require fulfilment are accessed
from here. From here you’ll be able to see the fulfilment status for orders and mark
orders or part orders as being fulfilled

2. Product catalogue - Everything specific to individual products is managed via this
menu item. This will determine whether the product is visible in the shop and
attributes such as price and overall product information.

3. Price variants - This menu item sets the overall segmentation of pricing differences
for different types of user or situation, e.g. Member special pricing

4. Shipping regions/rates - This controls how much you charge for shipping based on
region and/or weight and order value
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Creating a simple product

1. From the Payments menu, select the menu item Product Catalogue, you’ll then see
a list of existing products which can be edited & cloned

2. Click the Add product button to create a new product. Depending on any
customisations you may also see different types of products that can be created, but
by default only the Standard product will be available

3. You’ll see 2 tabs on the product page. The first tab - standard config, will need to be
completed regardless of whether your product is available in the shop, and the shop
tab only needs to be completed if you intend to see the product via the shop.
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a. Standard config tab

i. Product name - if you’re selling this in the shop then this will also be
the title that will be displayed

ii. Status - Only live products can appear in the shop. If you are in the
process of setting up a new product, then we’d recommend keeping it
as draft until it is ready to go live. Draft products can be seen in the
front-end of the shop by logged-in admins, but regular users will not
be able to see it. If you are no longer selling the item, then mark the
status to Archived

iii. Category - Used to classify similar products. Start typing to select an
existing category or just hit enter to create a new category. The
category will be displayed as a facet option on the shop homepage.

iv. Default Price - you can further configure a product to have different
prices, but this is the standard price that visitors will see. The value
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entered here will be in whatever currency the shop has been
configured overall for.

v. Xero Inventory Item - this field will only appear if you have the Xero
extension installed, and allows you to set what inventory item and
nominal code is used when the invoice line item is created in Xero.

vi. Bulk pricing - this allows you to set different prices depending on
how the quantity is being purchased. This and variable pricing will be
covered in more detail in later sections

vii. Tax - the tax options shown here are common to how they are
implemented on Eventfolio tickets and subscriptions. If the product
has tax that needs to be applied then you can select it from the
dropdown. If you have the digital tax feature installed, then you can
also choose what type of digital product it is, and then the tax will be
calculated during the checkout process based on the billing address
of the customer.

viii. Physical product - If this product requires delivery, then check this
option. You can optionally add a SKU code, and if you charge delivery
based on weight then enter the weight in KG for a single item in the
Product weight field
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b. Shop Tab

i. Slug - this is generated automatically based on the product title, but
can be amended if necessary
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ii. Teaser - this field is displayed on the homepage, so is recommended
to keep it succinct

iii. Images - you can add as many images as you wish, the first image will
be used on the homepage and product widgets, and on the detail
page all images will be displayed as a carousel. You can drag and drop
the images in order to change the order in which they display.

iv. Description - this will appear on the product page under the images.
This can include any rich content including widgets

v. Sidebar content - Any copy added here will appear above the price
and it is recommended that this copy is kept short in order to keep
the price and action buttons highly visible.

vi. Purchase rules - by default anyone can purchase any product that
appears on the shop at the default price, however you can use a
condition to prevent purchase, and then add an optional unqualified
message that explains why they don’t qualify. Note though, the shop
product will still appear on the site, so if you have a rule for example
that checks if today is friday, then you’ll still see the product on friday,
you just won’t be able to purchase it.

vii. Related products - If customers often purchase additional products
when making a purchase for a particular product, or there are other
products similar to the one being viewed, then you can add these as
related products. When a customer is viewing the product page, then
at the bottom of the page, these products will then be listed here, in
the order in which they were chosen.

4. Click Save Changes to add your new product, and if you have configured it to be live,
then it will immediately be available on the website
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Deleting a product
If you have created a product in error or it is no longer needed, then you are able to delete it
as long as it hasn’t been used in an order. If it has, then you’ll need to delete the order
before you can delete the product. This is to ensure that data integrity is maintained.

To delete a product simply click on the bin icon next to the appropriate product on the
product listing page, or when you view the product you’ll see a red delete button. If the
product has been used then the bin icon will be greyed out, and the delete button will not
appear on the product detail screen.

Offering products that have different prices for members or
other criteria
Often you may wish to add different prices for products depending on whether the customer
is an active member or not. To accomplish this we need to set up a pricing variant, and then
update the product and add the variant price.

1. From the Payments menu, select the menu item Price Variants, you’ll then see a list
of existing price variants which can be edited & deleted, and sorted in how the
appear on the website
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2. Click the Add price variant button to create a new variant.

a. The internal label and display label are pretty self explanatory, however it is
recommended to keep the display label field to as short a title as possible if
you intend to offer bulk pricing, in order for the pricing grid on the detail page
to look compact.

b. Condition - This is the crucial element of the pricing variant, as this
determines under what conditions a customer can qualify for this price. This
uses standard rules, so it could be if the logged in person has an active
membership subscription or based on previous purchases, or time based such
as if it's black friday week.

c. Click save changes
3. Once you have set up pricing variants, then these are then available when adding or

editing all products. So to enable a particular product to have an optional price
variant

a. Edit ( or add ) the product via menu item Product Catalogue
b. When you now go to the Variable/bulk pricing section for the product, you’ll

notice each one of the price variants listed here. If you wish to offer a price
for that variant then enter it, and otherwise leaving it blank will mean that
product doesn’t support that variant.
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4. When you click save changes for the product and then look at the product in the
front-end, you’ll now see that it will include the additional pricing options

Auto pricing variant recalculation at checkout

It is important to note that the customer's basket price will be updated according to the
price variants they qualify for automatically if they only login during the checkout process.
For example, a member isn’t currently logged in to the website, but adds a product for
£500. When the go through the checkout process, they login and at that point the system
knows they are an active member, and therefore they now qualify for a discounted price of
£400 for the item, so their basket is updated now to show the adjusted total price.
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Creating product discounts for purchasing in bulk
By default if you purchase additional quantities of a product, then the customer will be
charged the same amount for each item. You can however configure products so that
different prices can be charged for buying multiples of an item.

1. From the Payments menu, select the menu item Product Catalogue, and then
choose the product you want to setup bulk pricing for

2. Under the variable/bulk pricing section, you’ll see the bulk pricing multi-selector
field with a quick add button

3. Click the + button

a. Price - the price if they qualify for this bulk price
b. Min qty - this must be at least 2 and cannot overlap an existing bulk entry for

this product
c. Max qty - this must be at least 2 and cannot overlap an existing bulk entry

for this product. You can leave this field blank, which would mean there is no
maximum purchase quantity, and it would be displayed as 99+ for example
on the product page

d. Pricing variant - an optional pricing variant, so you would only qualify for this
bulk price if you meet the condition of the pricing variant

4. Continue to add all bulk rates, and it is recommended that you complete bulk pricing
for each of the quantity ranges and pricing variants you want to offer. For example,
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below we have bulk pricing for regular and member rates for 2-10, and 11 or more

5. Click save changes, and when you view your product on the front-end of the website
it will now show a grid of the bulk pricing options
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How do I charge shipping for an order?
If you sell physical products which need delivery, then you can optionally set up shipping

rates to control how much customers are charged.

The delivery charge is calculated during the checkout payment process when the system

knows what the delivery address for the customer will be.

You can define regions for countries and then within a region you can define weight or order

cost bands which have a particular delivery charge.

For example, if you are a UK based organisation, then you might want to have free delivery

in the UK, but charge different amounts for shipping to Europe and the Rest of the World,

depending on how much the entire order weighs. You might alternatively want to incentivise

shoppers to spend more, by offering free UK & European delivery if they order over £100

but only offer free worldwide delivery if they spend over £150
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To set up shipping regions

1. From the Payments menu, select the menu item Shipping region/rates, you’ll then
see a list of shipping regions which can be edited

2. To create a new region, click the add shipping region button

a. Region/rate name - this title is displayed to the customer
b. Countries - You can select any number of countries, however a country can

only be used in one shipping region.
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c. Pricing method - You can set shipping rates either by the total amount the
customer has spent, or based on the total weight of the order. Make sure if
you are basing it on weight, that you have correctly assigned a weight to each
product.

d. Rates - These determine the band ranges for the pricing method chosen and
the according shipping charge. This will be covered in detail in the next
section.

e. Tax - Some carriers do not charge tax, and some only charge tax if the
delivery is going outside a territory.

3. Click the Add shipping region, to save the details
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To set up region rate costs

Before we explain how to set things up, we’ll show you a few examples of how you could
configure costs

Example 1
You charge a shipping fee if the order value is less than £100, but for orders over £100 you
offer free delivery

Example 2
You charge based on weight, an order with a total weight up to 2kg in weight costs £4,
between 2 and 20kgs you charge £10, and anything above 20kgs you charge at flat fee of
£20

Setting up the rates:

1. From the Payments menu, select the menu item Shipping region/rates,  then edit t
shipping regions you want to set the shipping rates for

2. Under the pricing section, you’ll see the Rates multi-selector field with a quick add
button
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3. Click the + button

a. Range min - this value cannot overlap any existing shipping bands you
currently have setup

b. Range max - This isn’t a required field, and if left blank then it effectively
means anything greater than or equal to the Range min for this range. Do
make sure this value doesn’t overlap any existing shipping bands you
currently have setup

c. Is free? - if you don’t want to charge for delivery for this band, then check
this option

d. Price - If it isn’t free, then add the amount you are charging for this band ( it
uses the same currency as the shop default )

4. Continue to add all pricing ranges, then click save changes when you have finished
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How to arrange products on your website

When the shop extension is initially installed, it will create a default shop homepage in the
site tree. This can be renamed, moved etc just like any other page on the website

Shop homepage & listings page

By default the shop page will display a faceting list of all of the active products, which can be
keyword searched and category faceted, and above this will be any specific content that has
been added into the page

If you want to promote some shop items rather than them just appearing in the search
results, then you can use the new shop products widget or any other content, and this will
then appear before the listings.

Once the visitor does a keyword search or selects a category facet, then only the listings will
now display, so the focus is now directed to search for products.
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Shop products widget
The new shop products widget can be dropped into any page on the website, not just within
the shop area.

Within a rich editor, now when you click the button to add a widget, you’ll now see this as
available

There are a number of configuration options available in the widget

1. Title - displayed as header text when the widget is displayed
2. Description - displayed underneath the title
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3. Button text - if you have selected a category, then a button will appear which will
link to the search results displaying all shop items belonging to that category. By
default this will display Show more, but you can override this

4. Display type - By default products will be displayed in a grid style, with one product
displayed under the next, but all the selected products will be displayed. You can
also select carousel as a display type, in which case it will display as a slider and
auto slide to the other products

5. Items - you can either select a category in which case all the active products in the
category will be displayed, or you can select specific products.
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How to handle and process the fulfilment of orders

You are able to see a list of all of your orders which require delivery in order to fulfill them.
From the Payments menu, select the menu item Deliveries, to see all of the orders.

All orders which were generated via the shop will have a status of Completed. You can also
create orders via the admin for situations where maybe the order was placed over the
telephone, so these would typically be in a state of Created until you have confirmed that
payment has been made.

The Delivery status has 3 possible values:
1. Pending - the order has yet to be fulfilled
2. Part-delivered - at least one of the items on the order still needs to be fulfilled.
3. Delivered - the entire order has been fulfilled.

Shop user manual
Issued by: Pixl8 Group Date: 6 September 2021
Page: 28 of 34 Version: 1.0

NOT TO BE SHARED, COPIED OR EDITED WITHOUT WRITTEN PERMISSION FROM PIXL8

Pixl8 Group Limited, 2 Tun Yard, Peardon Street, London, SW8 3HT  |  www.pixl8.co.uk



How to be alerted when a shop order is placed
Using the Admin Notifications, you can configure the system so that you receive an alert
when a shop order is placed. As with any notification this can simply be displayed on the
admin menu, or you can subscribe and receive an email notification.

To access your notification setting, under your logged-in image on the top-right corner of
the admin menu, go to edit profile and settings, and then select the tab called
Notifications.

Simply check the option next to the label that says shop order placed, and if you want to
subscribe and receive an email notification, then select the shop order placed tab, and
select you want to receive an email.

Once this has been done, you’ll see a notification when orders are placed, and then clicking
on the notification, you’ll see some details of the order, which then links to the actual order
itself
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Fulfilling an order
To fulfil either the whole or part of the order

1. Click on the order you wish to fulfill from the Orders for delivery screen
2. Select the delivery tab

a. Items to deliver - On the left hand side of the screen you’ll see a list of all of
the items contained in the order. By default all of these will be set to be
fulfilled, however if you are not able to fulfill all of these items at once, then
change the value next to the corresponding one to Zero.

b. Service - select the courier you are using for this, or use the quick add in
order to create one

c. Shipping date - this will default to todays date, but can be changed
d. Tracking number - this optional field allows you to enter a tracking number,

which will be displayed in the email the customer receives
e. Tracking link - this should be the full URL link that the courier provides you

with. This will be displayed as is on the email, and in version 2 within the
orders section.

f. Send delivery notification email - if checked the customer will be sent a
system email with the fulfilment details. The system email is named Order
delivery notification and the copy can be edited via the Email / System email
menu item.

3. Click on the Deliver items button to complete the fulfillment process
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Customer journey

Unless there are any access restrictions on the products, customers will be able to add any
number and quantity of products to their shopping cart.

If they are logged in, then these items will persist in their basket. So if they return to the
website later and login, then their shopping basket will be recovered.

When viewing their shopping basket, a customer can remove products and adjust the
quantity for each item. The total price is updated to reflect these changes and any
adjustments due to bulk pricing is made.

Once they then begin the checkout process, they will be asked to login or register. Once
they login, the system will go through the items in their basket and automatically adjust the
price if they meet any of the pricing variant conditions.

Depending on the overall shop configuration, the customer may be asked in which context
they are purchasing the item, as in on behalf of an organisation or personal. The customer
will then be guided through adding billing information which may be prefilled depending on
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the information held on the customer. If they are purchasing any products which are
physical then a delivery address will need to be entered. By default this will be the same as
the billing address but can be changed.

If they have ordered any digital products and the digital tax feature in ReadyMembership is
turned on, then their order will be updated with any additional tax that is payable based on
the customer's billing address.

If applicable, once the delivery address has been confirmed, then any delivery charges will
be calculated and the order updated to reflect any additional charges.

Finally once the order has been confirmed by the customer, then alongside a confirmation
message a system email named Shop checkout confirmation in the admin will be sent to
the customer confirming the order. An admin notification will also be raised, alerting any
admin subscribers that an order has been placed.

An order in the system will have been generated, and depending on the configuration of
invoices, typically if payment was made, then an invoice will have been created as well.
These orders & invoices are available to customers via their member area in the same
location as any others made.

Targeting customers

There are 2 new rule expressions which will allow you to target customers who have
purchased particular items or items belonging to a particular category.
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Some of the many uses for this would to allow you to:
● Send an email to all customers who have purchased anything from the shop over the

last year, to let them know of your new product range
● Restrict areas of the website only to those customers who have purchased a

particular product
● Send an email to all customers who purchased a previous version of a product, to let

them know that a new version is now available.
● Use conditional content on the homepage to recommend some related products to

one they have purchased.
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Going live

Go live checklist

Completed Task Where to find in the manual

▢ Add at least one payment method Section Overall shop configuration

▢ Added and made active all shop
items

Section Creating a simple product

▢ Setup and applied any pricing
variants if you offer discounts for
members

Section Offering products that have different
prices for members or other criteria

▢ Setup and applied any bulk pricing
if you offer discounts for larger
quantities

Section Creating product discounts for
purchasing in bulk

▢ Setup delivery costs, and ensured
that if you charge by weight, that
all products have a weight added.

Section How do I charge shipping for an order?

▢ Confirmed the copy for the system
emails Shop checkout confirmation
and Order delivery notification

See system emails in the admin
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