
Digivalie Woocommerce
Preparation Guide
If you are interested in buying an eCommerce website from me, then this guide is going to help
you understand eCommerce better and to help you prepare all the information that I will require
to set up your store.

Ecommerce fundamentals
You can turn almost any WordPress website into an online shop by installing the Woocommerce
plugin. This plugin will give your website all the tools to sell online.



Your shop’s location
Every store will need a base of operation. Whether you are sending the products from your
garage or you are selling from a physical shop, you need to provide the physical address.

Selling locations
Dropshipping allows us to sell almost anything worldwide. The issue is that most store owners
only want to sell their products in a specific area. That specific area can be a country, state, a
province, or you can even go as far as to restrict it to a postcode.

It is imperative to set up your store in this way and let me explain. What will happen if someone
from a different country (you do not ship to this country) lands on your website and makes a
purchase?

You will either have to cancel the order with a refund or lose your profit margin on the sale
because of an increased shipping fee that was not specified.

Global product measurements
The 2 most common ways a product is measured for shipping are by its dimensions and weight.
Using the same unit of measurement throughout your entire store is also essential.

Customer reviews
You also have the option to allow customer reviews on each individual product page. Customer
reviews help by building trust on your website for new customers. A Product page will also rank
better in Google if it has more reviews.

Inventory and stock management
Woocommerce can manage the stock of the products in your warehouse and will recalculate
after each sale fires through the store. The store manager will also receive an alert through
email once the stock of a specific product has reached a threshold.

The store manager will then have to replenish the stock of that specific product at the
warehouse. The store can also hide the products once it is out of stock.

Although it is not recommended, the store owner can allow backorders to allow specific
products to be sold even if they are out of stock.



Ecommerce pages
Woocommerce will give you access to the 5 cornerstone pages that all eCommerce websites
need, which include the store/catalog page, single product page, cart page, checkout page, and
account page.

Store / Catalog page

This page will showcase all of the products that you have uploaded to the store. Each individual
product will showcase the following information:

● Product featured image
● Product name and title
● Product Price

You will also notice that there is a filter on the right sidebar. The filter is very useful when you
have a lot of products in your store. The customer can search for a specific product by name,
filter it by price and select the category they are interested in.



Single product page
You will be redirected to the single product page of the product that you clicked on in the store.
This page will showcase the following information:

● Product title
● Product short description
● Product featured image
● Product gallery
● Stock level
● Regular price
● Add to cart button



● Product long description
● Additional information such as the weight and dimensions.
● Customer reviews.



Cart page
You can view your cart by going to the cart page once you are finished with your shopping. The
cart page will display a list of all products that you have selected. You can increase the quantity
of the products or remove them from your cart.

You will also have the option to choose between different shipping methods. You will be
presented with a subtotal price that excludes the shipping price. Your price total will be updated
once you select a shipping method.



Checkout page
The customer will land on this page once they are satisfied with their cart and shipping method.
They will fill in their personal details such as name, address, and contact information.

You can then courier or ship the package to their shipping address and use their contact
information to keep in touch with them.

They can also choose their preferred payment method on the right-hand side of the page.
Woocommerce allows you to use direct bank transfers, check payments, cash on delivery,
PayPal, and eft payments such as Stripe and Payfast, etc.



Account page
You have the option to automatically create an account for your customer once they purchase a
product. Their account will allow them to review their purchases, change their shipping address,
and account details.

Your customers can also request that their accounts be deleted.



Taxes
You also have the option to allow Woocommerce to calculate the taxes on your behalf. It can
calculate the taxes based on the following:

● each product (some products might be taxed differently),
● the area in which you are selling (some areas might be taxed differently),
● your store’s address (if you ship abroad),

The tax will then be already added where it can be inclusive or exclusive of the price. This
option is the most important when managing taxes in your store, as it determines how you input
product prices later on. You can also download the tax report, which you can send to your tax
consultant.

Inclusive of tax
It means that all store/catalog prices are input using your store’s tax rate.

For example, in RSA, you would input prices inclusive of a 10% tax rate, e.g. You enter a
product price of R9.99 that includes R0.99 tax. A customer in RSA would pay R9.99 as defined,
and a customer outside of RSA with zero tax will only pay R9,00.

Exclusive of tax
It means that your catalog prices need to be tax exclusive.

Using the example from above, an RSA shop would enter R9.00 at the product price. A tax of
10% would be applied on top of this during checkout making the amount payable R9.99.



How taxes are displayed
You can also choose to display the added tax amount on the following pages:

● shop/catalog page
● cart page
● checkout page

You also have control over the text prefix for the tax ex. “Inc. Vat”

Having multiple tax classes
Sometimes, you will need more than one tax class if some products or areas are taxed
differently. In South Africa, for example, you might have 2 classes which include the “standard
rate,” which is currently 15%, and the “zero rate,” which is currently 0%.

If all your products and areas have the same tax rate, then you only need 1 tax class which we
can call the “standard tax rate.”



There might be more tax classes for other countries outside of South Africa. If you have more
than one class, then you will need to collect the following information:

● Short description for each class (“standard rate,” “zero rate,” “increased rate”),
● The tax rate in (%) for each class,
● Will it apply to the shipping costs?
● Is the tax class specific to an area (specify the area)?
● Is the tax class specific to a group of products (specify the groups)?

At the end of the questionnaire, you will need to allocate a tax class to each individual product.

Shipping
Setting up the shipping for your store can get quite complicated if you do not understand some
of the fundamental concepts. You need to become familiar with shipping zones, shipping
methods, and shipping classes.

Shipping zones
It is best practice to mimic the shipping zones of that of the courier service(s) you plan to use to
transport the products to their destination.

Most online stores will only have 1 shipping zone. Once you cover more areas that have
different shipping rates, then you might want to add more shipping zones to your store. Each
shipping zone will have its own unique shipping rate.

No shipping methods will be offered in an area located outside any of your shipping zones. It is
also possible to have more than one shipping zone. You will need to collect the following
information if you have more than 1 shipping zone:

● A name or reference for each shipping zone (for ex, "local," "abroad," or "state name").
● The regions each zone will cover.
● The shipping costs of each zone.
● You can also use a postcode for each zone if you do not want to use regions (930*).



Shipping methods
There are 3 shipping methods available that include "flat rate," "free shipping," and "local
pickup." You can add one or more shipping methods to each shipping zone.

The image below will illustrate the different shipping methods on a cart page.

Most online stores like to use their courier services as a shipping method if it entails a flat fee.
You will need to collect the following information from the local couriers that you plan to use for
each zone:

● The courier name
● The shipping time (number of days it will take to deliver the product to the customer),
● Shipping cost.

You also have the option to add the free shipping method if a minimum amount is spent for
specific shipping zones. This option might motivate the customer to purchase more products
from your store.



Shipping classes

Some larger/heavier products, such as furniture, need a larger truck for transport, which will
result in a higher fee from the courier. If you have such products, you must collect the following
information:

● A list of the products that require special transport.
● The increased shipping rate for each shipping zone.

Payment methods
Available payment methods are direct bank/wire transfer, check payment (offline gateway), cash
on delivery, PayPal, and EFT (Stripe, PayFast, etc.) You can also set up more than 1 payment
method in your store.

Your customer can choose between different payment methods on the checkout page. Let me
go over some of them.



Direct bank transfer

This is the simplest method for online payments in your store. The customer will be presented
with your banking details after they place the order on the checkout page. They will use their
order number (automatically generated by WooCommerce) for your reference when making the
payment.

The order will be kept “on hold” and can be set to “in process” once your bank has notified you
about the purchase.

Check payments
Your customer will send a check to your address once they have selected this payment method.
They will be presented with your postal address and an order number for your reference.

The order will be kept “on hold” and can be set to “in process” once your bank has processed
the check.

Cash on delivery
The customer will pay with cash at your physical store before they pick up the product. They will
also need their order number as a reference. The product will be kept on hold until the store
manager clears it.

PayPal payments
PayPal offers online payments worldwide. You will need to register a business account with
them if you want to use it as a payment method.

I can then link it to your online store once your account is set up.

EFT payments
This payment method is one of the most common and trusted payment methods worldwide.
There are also many EFT payment providers, such as Stripe, PayFast, and more.

As the store owner, you will need to create an account with the payment provider and then
enable me to link it to your online store.



Accounts and Privacy
You can allow your customers to create a free account in your store while they are making a
purchase. They can then log into your account to view the status of their orders. They can also
change their payment details and address if they wish.

They will also not need to fill out all the information on the checkout page if they are a returning
customer.

Here are some best practices when handling accounts.

● It is best not to allow the customer to purchase a product without an account.
● Only allow your customers to create an account while on the checkout page.
● It is best not to allow anyone to create an account on your account page. You only want

“buying customers” to create an account.

Later on, the customer can always request the store owner to delete their account. You can also
choose how long you want to retain customer data on your database.

Email notifications
The purpose of an eCommerce store is to automate the purchasing process, so why not
automate the email notifications as well?

It is crucial for the store manager to have his/her own email address that is linked to your
domain name. The following storemanager@gmail.com or storemanager@yahoo.com email
addresses will simply not work.

You need a professional email, such as info@yourwebsitename.com or .co.za, for it to work. It
also looks much more professional and builds trust with the customer. The store manager will be
notified by this email address when someone has purchased a product.

The product will be “on hold,” and the store manager will need to change it manually to
“in-process” once the payment is made and the courier is contacted. The customer will also be
automatically kept up to date by the store manager once the purchase is made.

The store manager will also need to create a free Sendinblue account to enable SMTP with their
email address, which will improve the deliverability of the emails. The store manager can send
up to 300 free emails daily with a free Sendinblue account.

https://www.sendinblue.com/


Product data and information
You will need to gather all of the following information regarding your individual products. I will
also send you a word document that you need to fill in and send me. You will need to input the
following data into that spreadsheet.

Product categories
You will need to create a list of the names of the categories in which you will group the products
in your store. An ex iPhones, Shoes, Shirts, etc.

Singular product data

1. Product Name - The name will be listed on the catalog page and single product page.

2. Product Short Description (Optional) - the "Product Short Description" is a brief summary
of the product. It is best to write a short ad copy about the product that is not longer than 3
sentences. This short ad copy should hook your customer.

3. Regular Price -

4. Sales Price (Optional) -



5. Featured Product Image - This will be the main image of your product that will be
showcased on your catalog/store page. Make sure that the aspect ratio of all your product
images is consistent.

6. Image Gallery (Max 7) - You can add multiple images of the same product to give the
customer a broader view of how the product will look from different angles. The gallery can also
contain images of the variable products if they have a different look.

7. Product Category - Allocate each product to one of the categories you created in one of the
previous steps.

8. Product Type (Simple product vs. Variable product)

a) Simple Product - This is the type of product with only 1 variation. An example can be a
product that only has 1 size and/or color. The customer will only have 1 option to choose from
on the product page.

b) Variable Product - This is the type of product that has multiple variations. An example can
be a clothing piece where the customer can choose from multiple options. The customer can
choose between different sizes (Small, Medium, Large and X-Large) and/or different colors
(Black, White, Green). Size and color is also called attributes. This example will produce a total
of 12 variations (4 sizes x 3 colors).

Each variation of a product will have the same "Product Name",  "Category", "Product Short
Description", and "Product Long Description". Each variation of a product will have a different
"Product Image (If it looks different)", "Price", "Stock Quantity", "Weight," and "Dimensions
(Length x Width x Height)".



9. Product Long Description - This part will include all the information the customer might
need to know about the product. This is the part where you will "sell" your product. It is important
to:

● Include the most important information first,
● Provide your description with a clear structure instead of just writing a wall of text about

the product,
● Make it clear to potential customers how the product will benefit them.

10. Weight (Optional) -

11. Dimensions L×W×H (Optional) -

12. Stock quantity - The number of units you have in stock for that product at the warehouse.

13. Low stock Threshold - The store manager will receive an email once this level is reached.
More important products can have a different thresholds.

14. Shipping Class - Only required if the product is heavier or larger where the shipping costs
will be more (for ex. Furniture)

15. Tax Class - Only if the product falls under a different tax class other than the “regular class”.

16. Will you allow backorders? Customers can buy products that are out of stock (not
preferred)



Legal pages
Your eCommerce store will need the following 3 legal pages:

● Privacy Policy,
● Terms and Conditions,
● Warranty and Return policy.

It would be ideal to hire a lawyer to create the content of these pages for you. If you cannot use
a lawyer, then you can use this policy generator tool from Shopify to create the content for these
pages.

Just make sure that you modify the information for your store. You should also agree and
change the “return policy” to suit your needs. You will need to send the content as a word
document.

Cornerstone pages
Your website will also have other non-ecommerce related pages that might include the following:

● Homepage
● About Page
● Contact Page

Homepage
Your homepage can be purely non-ecommerce or you can add product categories, latest
products or any other content that you want to send your visitors to.

About Page
On this page, you can tell more about yourself and your store.

Contact page
Your contact page will come with a contact form and google maps snippet that will show the
location of your business.

https://www.shopify.com/tools/policy-generator

