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File Manager 
 

In ePages V6 there is a File Management system that will allow you to add and delete any file type 

that you want to store or use on your website. The File Manager is accessed from the Content / 

Categories Menu. 

 

 

 

There are two major folders: 

1. The Image data base – which contains a selection of free images that you can use on your 

website 

2. Your files – this folder contains the files and images that you add to the website. You can 

upload any file type and you can also create sub-folder structures so that you can better 

manage and find your files. 
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Image data base folder  
The data base contains images that you can use on your website which are free with the ePages 

system. 

 

Your files  folder  
The ‘Your files’ folder allows you to add in file to the file management system.  

Once the file has been added in can be made accessible via the web.  
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You can browse to your computer and select multiple files that can be uploaded into the File 

manager. By holding down the CTRL key you can click on and select multiple files.  

When files are uploaded the time taken to upload will be dependent on the size of the files selected 

and also your internet connection speed. Large files may take time to upload so be patient. 

 

 

During the upload the progress bars will turn blue and when all are blue the upload will finish and 

the progress screen will disappear. You files will be in the file manager. 
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Selecting files and file address  
Files can be selected from within the File manager or from the WYSIWYG Text editor. You can find 

the web address of the files by ‘right’ clicking on the Download button and selecting “Copy link 

location”. You can paste the address to a browser URL bar or into a document or email. 

If you are using the file internally in the website then you will need to drop the domain name 

(highlighted in red) from the file address: 

Full address – (external URL) 

http://www.cloudshops.com.au/WebRoot/ecshared01/Shops/eCornerDemoD20100518T151336R2

33/MediaGallery/200x145_banner_epages_sap.gif 

Internal address – (relative address) 

/WebRoot/ecshared01/Shops/eCornerDemoD20100518T151336R233/MediaGallery/200x145_bann

er_epages_sap.gif 

NOTE: Only use the RELATIVE ADDRESS internally in the content of your website. 

Using files  
You can use files from the file manager in many different ways. You can create an internal link to a 

file from the Text editor using a text anchor or an image anchor. 

 

Open the Text editor on the page where you want to create the file link add some text or an image 

and then select the ‘Link’ tool. 
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Add the internal address (no domain name) in the Link field without the ‘HTTP://’. 

Once you have completed this then ‘Update cache’ and the file will now be available on the website 

to open or save. 
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Managing Categories 
 

For a product to be displayed on the website, it must be assigned to at least one category. It is 

recommended that you create the category structure of the website before you create the products. 

By doing it this way, when it comes time to create products, you will have categories to assign them 

to. 

To create a new category, switch to the “Content/Categories” menu and then select the “New” 

menu item.  

 

Concerning “Type”, select “Page/Category” and immediately set the new page to visible, by ticking 

Yes next to “Visible”. Also give this Page/Category a name, in this example – “Product of the month”, 

you can call it anything you want. Click Insert when done. 
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Once you have created a new category, your shop’s back office will switch to it in “Preview mode”. 

You can modify the contents of the categories page you have just made, provide information to your 

customers via texts and images, and specify how products should be displayed in this overview of 

categories. 

 

The system lets you customise the look and feel, from the number of columns, assortment of 

product images and texts to the activation of a stylish cover-flow effect. 

 

If you would like to modify some other category, simply switch to it via the left navigation bar. From 

the left navigation bar, you can select other content in your shop, for example - categories, products, 

image galleries, forums, blogs etc. 
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Create product s and variations  
To create a product with variations, select the “Products” from the top menu bar, “New”, select 

“Product with variations”. 

 

The Variation Assistant will help you create a variant product. The Variation Assistant allows you to 

create sub-products with various attributes—without having to re-enter a majority of the product 

information. The Variation Assistant will then suggest how the product variations should be 

presented: for example, with a cover-flow effect. 

 

When you enter product data, you have the option of specifying a minimum inventory level for the 

product in question. If the quantity of your product drops below the minimum level, then the shop 

system will automatically notify you by means of a symbol in the product overview under 

"Products/Products”. You can also choose to be notified automatically via e-mail. To do so, activate 

the corresponding e-mail event in the “Settings/E-mail settings” menu. For additional information on 

e-mail settings, please read the fifth article (“Opening Your Shop”) in this series. 

You can define a different inventory level for each variation of a product. 

While you enter product data (now and/or later, naturally), you not only can enter product texts but 

also include images of products. To do so, you must merely upload an image. On the basis of your 

image, the shop system will then calculate different sizes for portrayal in the product overview and 
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for the detail pages. If you would like to insert additional images for a product, the gallery function is 

at your disposal. 

Set Own Prices, Stock or Details to a Product Variation  
After you have created your product variations you can also make each variation have different 

prices, stock levels, image and details.  

 

 

To set different prices for each variation you first 

need to go to the master product, then select 

the “Variations tab” and then select the 

variation you want to modify. In the General tab 

select the radio button for Own price and Save.  

You can then enter a new price that will be 

displayed with that variation product only and 

other variation products may have different 

prices. 

In general variations inherit all the content from 

the master product unless you change the 

content in the variation. 
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Assigning products  to categories  
You now need to place products into the newly created category. Go to Products menu >> Products 

to access the overview list. Select via check marks all the products you wish to assign to the new 

category and select the corresponding entry in the page’s drop-down menu. 

 

Products can be assigned to more than one category. In this way, they can be displayed elsewhere as 

well—in the “Promotional products” category, for example. Products which should appear on the 

home page must be assigned to the "Home page" category. 

The same drop-down menu will allow 

you to complete the final step: making 

the products visible. Your customers 

can now shop to their hearts' content. 

 

 

 

 

 

 

 

You can also assign products to categories by using the Categories tab in the product.  
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If you know the category name you can enter it in the edit box and then click on SAVE. 

Assigning categories using add elements  
Or you can click on the Add elements button and select the category or multiple categories that you 

want this product assigned to. 

 

 

Assign Products using Classic Mode 
You can also switch back to the “classic” method of assigning categories used in previous version of 

the system. 



 

General Content Management  Page 14 
 

 

Assigning products in Category - Product Tab  
You can also assign products to categories by going to the Product tab in the Category / content 

menu >> Datasheet view >> Selected category >> Product tab 
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Data Handling and Assigning  
 

Bringing data from one function of your shop to another has never been so easy. For instance, you 

might want to send out a newsletter to selected customers. Now you can easily select the relevant 

customer data directly and add it to your mailing list instead of using the existing tray method. This 

will save you valuable time whilst also making the process easier. There's no need for jumping 

through the back office of your shop collecting data on several menus and submenus the way you 

used to! Simply choose, click and add the information where it is needed. 
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New options to  link files and websites to content  
When you use the link icon from the HTML Editor you are now able to browse in to your Files stored 

in the File manager giving more link options and flexibility. 
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Bundle products  
There may also be requirements to create combinations of products that are sold together or in a 

“Bundle” this is accomplished using the “Product bundle” capability of ePages. You must first have 

defined and created the products that will be in the bundle. Once that is done then you can create a 

new “product bundle”. 
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Add to tray 
 

The next step is to select the products that you want to 

add to the basket and then add those products to the 

“Tray” which is a method of copy and paste for products 

and other content in ePages. 

If you know the product numbers for those products that 

you want to add to the bundle you can just enter the 

product number and save. 

 

 

 

 
You have now created a new product bundle and you can assign a new price for the bundle. Stock 

will be managed for each component of the product bundle. 
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Product Bundle Viewed On the Store Front  
 

 

Product bundles can have their own images and descriptions and can exist in any or multiple 

categories. 
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Display special offers or products with the new content slider  
The new content slider allows you to showcase your products, special offers and campaigns in a 

special way: The slider displays images prominently and conveniently as a slide show. Each image 

can be linked to a subpage of your shop. The slideshow dynamically fits to the size and layout of your 

site. 

NOTE: You will find the new content slider in the Apps selection menu in the editor. 

 

 

 

Large photos can be repositioned and will automatically fit the content area available. 

 



 

General Content Management  Page 21 
 

You can link pages in your website to each individual image and you can control the images speed 

and effects. 

To link page place your mouse over the image name in the view below and the link icon will appear. 

Select the link icon by clicking in the icon then select the page or product that you want to link to this 

image. 
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Import/Export  
You want to make your work easier? Just use your ePages online shop’s 

import/export function to create multiple new products in batch.  To 

ensure that you do not make any mistakes while entering data, we 

recommend that you use the back office—as usual—to create and 

organise all the categories. Then establish a reference product for each 

category. Afterwards, switch to the import/export function. You will find 

it in various places within your merchant back office: under the 

“Customers”, “Products” and “Content/Categories” menu items. 

 

Export your database of reference products; then use a spreadsheet program to open the CSV file 

which has been created. You can now add missing products to the spreadsheet. The reference 

products will make it clear how data must be entered. 

When you do so, make sure that neither the sequence of individual columns nor their headings are 

altered. Finally, import the CSV file back into your shop to transfer the product data. 

The ePages shop system gives you the ability to offer thousands of products in your online shop. 

However, once your online shop's database grows to a significant size, managing all the product and 

customer data becomes a very arduous task. To keep things manageable (from the perspective of 

how much time you need for all of this), your ePages shop system offers you an import/export 

function which allows you to modify large amounts of data all at once. 

In principle, we recommend that you use the features in the administrative back office for entering, 

modifying and deleting data. This method reduces the possible sources of error and ensures that the 

data that you create is correct. In certain circumstances, however, you may need to edit data 
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manually and in bulk. In these and similar cases, it makes sense to use the import/export function of 

ePages. Only when you have 20 or more products to edit do we recommend using the import/export 

function. Here, you should adhere to certain rules to prevent sources of error. 

Exporting data  
You can find the import/export function at different locations in your merchant back office: You can 

find it under the "Customers", "Products" as well under the "Content/Category" menu items. 

  

 
 

 

There's not much difference from which menu item you use to switch to the import/export function. 
In the different tabs that appear for the function, you always have the option of changing the object 

type again: 

 

You can edit many different object types with the import/export function. Most commonly 

import/export will be used to manage products and categories. 

Products:  

All information about the individual products (product names, prices, shipping methods, etc.) 
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Content/Categories/Pages:  

All information about the individual pages of your shop with the exception of the product pages 

(descriptions, keywords, higher-ranking categories, etc.) 

Category-Product assignment:  

Product numbers and higher-ranking categories 

Customers:  

All information about your customers (names, addresses, e-mails, etc.) 

Select the object type that you would like to export. Clicking on "Export" will generate a CSV file with 

the selected data. 

The formatting options "German/Germany" or "English/United Kingdom" arranges the data 

according to the country-specific format (e.g. date and time of day).  

The standard coding according to ISO-8859-1 does not contain any special characters like @, £, ™ or 

©. If you would like to use these, select the UTF-8 formatting.  

The semicolon can be used as a separator since the comma is often used in product descriptions; 

there are more often problems with further editing in table programs as a result. 

Important information about exporting: When exporting, the data from your 

shop is only copied. It is not deleted from the database. Your shop is still fully 

functional after an export. 

Editing Import / Export CSV   
(Microsoft Excel or Open Office Calc) 

If you do not have a program for editing the export spread sheet then download the free Open 

Office at http://download.openoffice.org/.  

Save the generated CSV file on your computer. Create a backup copy and then import this to your 

table program like Microsoft Excel or Open Office Calc.  

Leading zeros dropped  

Some editing programs like Microsoft Excel will attempt to format certain information in cells when 

the CSV file is opened. Product numbers that are all integers e.g. 000001111111 will be treated as 

integers and the leading zeros may be dropped resulting on an incorrect product number or if the 

number is very long it may be converted to a scientific number representation again with the leading 

zeros dropped. This will also happen with phone number that start with a zero (‘0’) such as area 

codes or Australian mobile phone numbers. 

NOTE: You should avoid using a double-click to open the file. Instead use the 

import function of your table program to prevent errors. When importing, 

observe that the data is formatted correctly (separators, coding, etc.). 

http://download.openoffice.org/


 

General Content Management  Page 25 
 

For Microsoft Excel – 

Open Excel >> Select the 

‘Data Tab’ >> Select ‘From 

text’ browse and find the 

file to import. Follow the 

steps in the wizard. More 

information can be found 

in the Microsoft help 

system. 

 

For Open Office Calc – >> Select File >> Open (browse and find the file) >> Follow the steps in the 

Text Import wizard. 

 

 

The CSV files are always structured the same, independently from the selected object type. You'll 

find the headings for the individual elements in the first row. The actual content follows starting with 

the second row.  

NOTE: One complete row is used per object (customer, product, etc.). 

You must observe two rules when editing the CSV files in order to subsequently be able to use the 

import function: 

1. Never modify the headings in the first row. 
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2. Do not change the order of the individual columns. 

Complete or adapt the content of the CSV file to your requirements and import the file again into 

your shop system. To do this, proceed as follows: 

Import the data into ePages  
Save the CSV file. When doing so, observe that you select the semicolon as separator and select the 

coding according to the contents of the file. If you have used special characters, you must use the 

UTF-8 coding. 

After saving in the table editing program, you need to upload the CSV file to your shop again via your 

shop's import/export function. When doing so, observe that you carry out settings for formatting 

and separating accordingly and that you assign the correct object type. 

Click on "Select File..." and select the CSV file that you want to upload. Click on "Import" to start the 

upload. 

 

Important: The import of data is additive. That means that the content of the CSV file of 

your database is either added (e.g. new products) or overwritten with new values (e.g. 

additional or modified information to already existing products). Completely deleting via the 

import function is not possible! 

 

Two examples:  
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1. If you have deleted a complete line (row) of a product in the CSV file, this does not mean 
that the product will be removed from your shop when you import. If you want to delete it, 
you need to use the merchant back office. 

2. This is not the case for empty columns that normally contain information. If you have 
completely deleted the contents of a cell / column for an existing product, e.g. deleted the 
descriptive text, this product description will be deleted (i.e. replaced by empty lines) in the 
database when you import. When removing a column you must completely delete it 
including the column name. If the column name exists but the cells are blank the 
information for that column in the content will be deleted.  

NOTE: When importing products that have variations you must not 
delete the column called “Master product [SuperProduct]” by doing 
this you will create a new master product for each variation on 
import and not update the existing variation products. 

Make a Back-up Before Updates  

NOTE: Always make an export of the information that you will be 
changing and save it on your PC in a safe place in the event that the 
changed information is not correct and needs to be restored. 

Importing and Adding Bulk  Images Automatically  

 
If you are creating a new shop or uploading lots of categories or products then you can also assign 

the images to those categories or products during the import process. When you do this each image 

must be a full size image and during the import each image will be automatically resized into 3 

additional sizes for thumbnail, promotional and detail views. 

1. Create a new folder called "Import" in "Your files" in the file manager. Open file manager 
 

2. Copy the image files to the "Import" folder that you created in step 1. 
 

3. Enter the file names with paths in the CSV import file columns as shown below. Example: 
"Import/Image.jpg"  
NOTE: the names are case sensitive and so when entering the image names in the CSV you 
must use exactly the same case (i.e. uppercase / lowercase text). 
 

a. Product import:  
Columns name [ImageLarge], [ImagesSlideShowString]  
(All additional columns for images are completed during the import process 
automatically.) 
 

b. Category import:  
Columns name [ImageSmall], [ImageMedium] 
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4. Import the CSV import file. (During import, the images are copied to the respective products 
and categories).  
 

5. Delete the "Import" folder in the file manager that you created with the original images. 
After the import is completed successfully the actual product images will be created and 
stored in a different location in the system and can be accessed and managed via the Image 
tab in each product and category. 

NOTE: If there are failures during the import but some of the 

products were created then you cannot use the same CSV. You will 

need to delete from the CSV the products that were successfully 

created. If you use the same CSV without change then those 

products that were successfully created will have the image 

overwritten. 

 


