LinkShare Advertiser Interface Training

Welcome to the new LinkShare Advertiser Interface Training! 

We have created this guide to supplement our video training with the hope that it will help you to follow along with the presenter. Feel free to print out this sheet and take notes to remind you of any sections that you think might be of particular interest to your program. Additionally, you will be able to refer back to this document at any time to quickly find more information on the topic you are looking for. 

Thanks!

The LinkShare Team
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Basic Overview of the Main Sections

There are 5 main sections to the interface:

1. Affiliates- Manage your partner relationships. 

· Approve and reject publishers

· Group publishers

· View what offers your publishers are in

2. Links/Merchandising- Manage all of your creative. 

· Upload your text links and banners here

· Control your creative inventory
3. Program Offer Management- Manage your commission structures. 

· Create a baseline offer 

· Create private and special offers

4. Mail Communications- Communicate with your publishers.
· Inform publishers about upcoming promotions

· Distribute the codes for your text and banner links to your publishers

5. Account- Manage your administrative actions. 

· Retrieve you bills

· View the breakdown of the commissions you owe your publishers

Other Areas on the Main Page:
· Top navigation- Jump to the different sections without having to revert back to your main page. The easiest way to get back to the main page after visiting other sections is by clicking on the LinkShare Logo in the top left-hand corner. 

· Merchant Resource Center- A wealth of information including information on LinkShare Products and Services, Email Tips and Templates and Best Practices. 

· LSTrans Data Received- Updates with the last date you sent over transactions to LinkShare. LSTrans is our routing program for transaction-data files sent from you to LinkShare. 

· Reporting Controls- Quickly run reports based on certain parameters. 

In-Depth Review of the Main Sections

· Publishers Section
· Publisher Approvals
· View which publishers have applied to your program

· Manually approve or reject publishers 

· View publisher sites to see if they fit with your brand

· Here you can perform three types of actions: 

· Approve

· Temporarily Reject (publisher is able to reapply 14 days later)

· Permanently Reject (publisher will not be allowed to reapply)

· Publisher Management
· Find information about the publishers in your program

· Search by Join Date, Group, Sales, Orders, etc. 

· Search for information on publishers based on a variety of parameters 

· Set parameters by Groups, LinkShare Join Date, Program Join Date, etc.

· Advanced Search:

· Type in one SID to find out information about one publisher

· Or upload a list of publishers to find out information about an entire group
· Filter search by Affiliate Activity, Relationship, Performance Criteria, etc.
· Groupings
· Track and monitor publishers categorized into specific groups
· For example, differentiate between deal/coupon sites, blogs and loyalty publishers
· Find New Publishers
· Search through the LinkShare Network for acquisition purposes

· Search for publishers by Category

· Set additional parameters like Geography, Network Join Date, etc.

· Publisher Spider
· Automatically scan the content of your publisher sites on a periodic basis for any words that you chose

· Create a spider that notifies you when publisher sites feature your name on their homepage
· Or create a spider that notifies you when your publishers use a word or phrase you find inappropriate
· Application Filter (Affiliate Screening)
· Set additional restrictions for your program, including who is able to apply

· Links/Merchandising Section 

· Link Categories
· Create categories to help you manage your banners, images, and other links 

· Help your publishers find the links that they are most interested in
· Image Inventory
· Upload and manage all of your banners in this section
· To upload banners you will need to fill out these fields:
· Name

· Image URL (location of the hosted image)

· Landing Page URL (Optional)

· Image Served by LinkShare or the Merchant Server

· Link Category

· Banner Size

· Begin/End Dates

· Description of the Link

· Check the Assign to All box if you want all of your publishers to be able to use the link.

· Check off the boxes of specific Groups or Programs if you want to limit this banner to specific publishers.

· Text Links
· Upload and manage all of your text links in this section
· To upload text links you will need to fill out these fields:
· Name

· Text Link Copy

· Landing Page URL (Optional)

· Link Category

· Begin/End Dates

· Check the Assign to All box if you want all of your publishers to be able to use the text link.

· Check off the boxes of specific Groups or Programs if you want to limit this text link to specific publishers.

· Individual Product Links
· Individual product links let your publishers create direct links to your products, either by allowing the publishers to browse your site for products, or by having them choose from a list of products you have created.

· If you use a merchandiser feed, this will automatically populate your IPLs.

· Check the box next to “Enable your publishers to create deep links directly to pages on your website” if you wish to offer the LinkBuilder feature to your publishers, which will allow them to create links to whichever products they chose on your site. 

· Note: You must also be tech enabled for Multiple Landing Pages to implement this feature- speak with your LinkShare Representative for more information.

· Program Offer Management Section
· Create Program (Offer) Level
· Set up different commission offers (payment structures) for your publishers

· You may have more than one payment structure, and each one is known as a program level. 

· You will need to create a baseline public program level (or baseline offer) for your publishers. This baseline offer is your publisher’s entry point to your program, and prospective publishers will be able to view its terms in the publisher interface in the Join Programs section. Usually, this is the first program level you create, and it must be activated by LinkShare. 
· Page 1- Choose Type of Program
· All Goods- Each item on your site will have the same commission structure.
· Selected Goods- Some categories of products or specific products will have a different commission structure than others.
· Page 2- Provide Basic Program Details
· Public Offer- An offer that can be seen by all publishers in the program and outside of the program.
· Private Offer- An offer that can only be seen by those publishers that have been extended this particular offer.
· Expired Private Offers will automatically transition all of those participating publishers into the Baseline Offer
· Return Days- The number of days after the customer’s initial click-through on a publisher site that if the customer returns to the advertiser site and makes a purchase, that purchase will be considered commissionable. You can think of it as a commissionable window. 
· Note: Return Days do not have anything to do with customers returning products. 
· Page 3- Commission Types and Fees

· % of Sale (flat)- Each publisher will earn a percentage of the sale regardless of how much they are driving in sales.
· 5 of Sale (tiered)- You can dictate what percentage of commissions a publisher will earn with every threshold of sales.
· Page 5- Upload Terms and Conditions

· Whatever you outlined in the previous pages will be reflected into default terms and conditions automatically.

· You can upload branded HTML pages to the top box on this page for a more effective recruiting campaign. This area will show up as the Join Programs page in the publisher interface, which is your first impression with many publishers.
· Create Special Offer
· Set up special promotions for your publishers
· Special Offers are special commissions that last for a limited time for a particular product, group of products, or publisher registrations. 

· Allows you to give your publishers an incentive to promote certain products by offering a higher or better commission structure on those products.

· You must upload a SKU list to create a Special Offer.
· Calendar- View/Modify Terms
· Once an offer is created, you will be able to view it here.

· Click on offer to edit the offer and see details about the offer.

· You will see a box called Edit Program Options, which has the following options:

· Modify Renewal Terms

· Edit Offer Description Text (aka Join Programs Page)

· Hide From View

· Delete Program Level

· See Participating Affiliates

· Assign to Specific Affiliates

· Legal Terms History

· Modify Program Basics

· Mail/Communications Section
· Get Mail
· Where you receive and respond to email from your publishers

· When you joined the LinkShare network, you received an email address that publishers are given if they want to contact you, and this is inbox for that email account.

· Send Email Newsletter
· Where you send simple text or HTML newsletters

· You can choose to send these newsletters to one publisher, to a group of publishers, or to all publishers in your program. 

· Internal- An email sent to a publisher’s LinkShare mailbox, which will show up in their Messages section when logged in to the LinkShare publisher interface.

· External- An email sent to a publisher’s personal email address (ex. gmail, hotmail) that they provided to LinkShare when they signed up.

· View Email Status
· Check the status of your email here

· Deal Dispatcher Submission Form
· LinkShare’s Deal Dispatcher is an opportunity for advertisers to highlight special offers or promotions targeted to publishers and/or consumers. 

· Deal Dispatcher submissions are due on the 15th of each month for offers that are valid for the following month (ex. May 15th for the June Deal Dispatcher).

· You will need the promotional copy, start and end date, and offer ID (“OID”).

· RSS Feed 

· Manage RRS Data Feeds

· RSS or Really Simple Syndication is an XML-based format for content distribution. Instead of the user browsing websites for information of interest, the information is pushed directly to the user on demand. A user can subscribe to numerous feeds and access them from within a single interface or reader. 
· Account Section
· Customize Affiliate Interface 

1. Join Programs: Where you will need to insert a 125x40  logo, a 10 word description about your site, you products and services, and check off up to 5 subcategory boxes. 

2. Registration Form: Customize Questions: An optional area that is only useful if publishers have signed up via registration link on your advertiser splash page.

3. Create Links: Advertisers use this area to highlight their most recent promotions, their best performing creative, and any relevant program updates. We recommend that you brand this page with the look and feel of your company website with an HTML design. Please note that there is a 40,000 character limit, including spaces and HTML. No Head or Body HTML tags are needed on this page. 

· Customize Auto Reply E-mails
· Alter certain automatic communications that publishers receive

· Information in square brackets [ ] (known as a token) should be kept intact, as it will be auto populated. 
· Update Access Levels
· This area allows you to create multiple usernames and passwords. 

· Update Profile
· The information here can affect publisher and LinkShare functions, such as the Company Name, billing and technical contacts, Marketing User ID and Publisher Contact Information fields, so please make sure all of this information is entered correctly.

· Note: Only the Administrative username will have access to this link in the interface.

· Bill Summary
· LinkShare mails a physical bill to each Advertiser, but the easiest way to view this statement online is to pull invoices through this section. 

· You can find more in-depth information as well as a video training session on how to read your Bill Summary in the Merchant Resource Center. 

· Note: Since our presenter is using a Demo account, only Affiliate Statements are listed in this area. In your account, you will also be able to view LinkShare Invoices alongside your Affiliate Statements.

· Transactions
· Search LSTrans Transaction Logs
· Advertisers can use this section to see the information sent to LinkShare via the LSTrans, and to locate specific LSTrans files that have been submitted to LinkShare for processing. 
· Manual Credit
· There will be cases where transactions were not reported on your LSTrans, in which case advertisers can manually credit and process a specific publisher transaction. 

· The only information you need are the four sections noted with “required” beside them. 

· Manual Credit
· If an order placed through a publisher site was returned, you can fill out this area to reclaim those commissions from that publisher.

· IP Report
· Sometimes an unusually high level of activity from a publisher may be an indication that the publisher is artificially inflating their click-through rates to obtain higher commissions from you. If a new publisher you are not used to seeing suddenly appears in your top ten, you may want to check out their activity in this section. The IP Report lets you examine this activity in greater detail.
· Publisher Payments
· This is where you can view and approve your publisher payments.

· This is also where you are able to see what commissions your publishers received. 
· You will also be able to adjust publisher commissions here, but you must select a reason to complete this portion. 

· Invoice is usually available between the 5th and 7th of the following month

· You can download the full report (in the form of an Excel file) by clicking on the download button at the bottom of the page. 

· Additional Areas
· Merchant Resource Center
· Training videos:
· Uploading Banners Training
· LinkShare Invoices and Publisher Payments Training
· Affiliate Approvals Training
· SynergyAnalytics Training
· User Manual

· Located in the top right corner of the interface, the User Manual contains very detailed visual guides for each section of the interface which should help you with your more in-depth questions about the LinkShare interface’s functions and abilities. 
Thank you for watching this video training session. If you have specific questions on the LinkShare Advertiser Interface, please attend our Questions & Answers conference call, which is held every Wednesday afternoon at 3pm Eastern. Contact your LinkShare Account Manager for more information.
