DragBoatAlley.com Shopping Mall – Showcase Setup Instructions

Basic Instructions: To submit details for setting up your new Product Showcase page(s) (available for both Pit Shops and Custom Shops for an extra fee) follow these general steps. 

1. Save and/or Print a copy of the DragBoatAlleyShowcaseSetupForm.doc for listing each product or order form to be included in the showcase.


· To save a copy that you can return via email; Open the form in Microsoft Word, go to the File Menu -> Save As…


· Specify a new or slightly different “filename” and click the “Save” button.


2. Fill out the information requested on the form.  Required fields are in bold.
· See below for more specific info on what you need to fill-in for each blank on the form. Use additional copies of the form if more listings are needed.

3. Proofread & Polish your product info, then send the completed form(s) to Roxy either via email at boards@dragboatalley.com or via fax at 717-985-9100 or even via snail-mail if that helps any: 253 Market St. Highspire, PA 17034


Field-level Instructions:  to determine what needs filled in for each blank or field on the Basic Shop Setup form, look up the fieldname in the table below. Got questions? Shoot Roxy and e-mail, PM or phone call at 717-985-9191 for assistance.

	Shop Type
	This required field is the type of shop you purchased. Mark “Pit Shop” for the cheaper deal and “Custom Shop” for the more expensive leased service deal.
Notes:  When working on printout that you fill out by hand and intend to fax or snail mail to us, circle the desired answer for Option Type. When typing up your form in Microsoft Word, partially delete the text shown so that only the correct answer is left.

	Shop Name
	This required field is the name of your storefront page that gets displayed in the main shopping mall pages along with your shop avatar image.  You can use your company or organization name, product line name, or any other catchy shop name you like.

	Number of Products
	This required field is the total number or storefront pages that will be listed in your product showcase.

	Product Name
	This required field is the name of a given product or product line that will be linked to a given a storefront or order form page.

	Product Avatar Filename
	This required field is the filename of the image or artwork used for listing your storefront page. This image should be sent via email to boards@dragboatalley.com when this form is submitted or included on disk when snail mailed. The image format should be in jpg, gif, or png format and approximately the same size as the shop avatars shown in the Shopping Mall. 
If you need assistance with preparing your shop avatar image leave this field blank and send us whatever you have to work with.

	Display Column
	Mark this required field Right or Left to indicate which side of the product showcase pages the avatar & product name will be listed on.

Notes:  When working on printout that you fill out by hand and intend to fax or snail mail to us, circle the desired answer for Option Type. When typing up your form in Microsoft Word, partially delete the text shown so that only the correct answer is left. 

	Display Order 
	This required field indicates the top down order of sequence of the products listed in given column on product showcase page.


If your Shop Type is a “Custom Shop”
the next step in the paperwork chain is:
 Custom Shop Setup Form Instructions 
Otherwise if your Shop Type is a “Pit Shop”
the next step in the paperwork chain is:
Product Listing Form Instructions
Page 1 of 2

