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License Agreement
Please read this legal agreement between you and Multiactive Software Inc. ("Multiactive"). 
The enclosed Multiactive software programs (the "SOFTWARE") are licensed to you by 
Multiactive for use only in accordance with this license agreement. If you do not agree to its 
terms, do not install the SOFTWARE and return it for a credit. 

GRANT OF LICENSE

Multiactive grants to you the limited right to use one copy of the enclosed SOFTWARE, 
including all data files incorporated in the SOFTWARE, on a single computer processing unit or 
on a single terminal or computer connected to a network server, for the purpose of creating 
and maintaining one Web Site for publication on the Internet, (the "Web Site"), for a single 
person or company. If you intend to create more than one Web Site for the same person or 
company, or to create Web Sites for more than one person or company, you must acquire a 
separate license for each Web Site you create.
You are responsible for obtaining the appropriate hardware, software, and Internet access 
required to use the SOFTWARE, as described in the SOFTWARE User's Guide.

TITLE AND COPYRIGHT

All rights title and interest in the SOFTWARE are owned by and shall remain in Multiactive.  
You will not do anything to contest or prejudice Multiactive's title to the intellectual property 
rights in the SOFTWARE. Multiactive authorizes you to make only one copy of the SOFTWARE 
for processing purposes, and one copy for backup and archiving, provided that you reproduce 
all copyright notices and proprietary legends. You do not have the right to give a copy of the 
SOFTWARE to another person, electronically or by any other means. 

OTHER RESTRICTIONS

You may not rent, lease, reverse engineer, decompile, disassemble, translate, merge, or create 
derivative works from the SOFTWARE. 

ACCOUNTABILITY AND LIABILITY

You are responsible for everything contained on the Web Site including without limitation any 
information, advertisements and any other material you or a third party posts to it (the " 
Postings"), and all products and services offered through your Web Site. Multiactive will not 
be liable for the contents of the Postings or your products and services.

ORDER/INQUIRY PROCESSING AND INDEXING FUNCTION

The SOFTWARE provides you a means to create a Web site whereby shoppers on the Internet, 
("Shoppers"), can find and contact you. The SOFTWARE also will allow orders and inquiries 
from such Shoppers relating to your products or services advertised on your Web Site to be 
processed, by Multiactive EC Services Inc., ("Multiactive EC"), provided that you have not 
modified the order/inquiry processing programming scripts in the SOFTWARE.   Multiactive 
EC's services consist of accepting orders and inquiries from each Shopper, forwarding them to 
you in the form of an encrypted e-mail attachment by electronic mail and sending 
confirmation back to the Shopper, (the "Order Processing Function").  Multiactive and 
Multiactive EC are not responsible in any way for the fulfilling of Shoppers' orders or 
otherwise responding to Shoppers' inquiries.  Multiactive EC reserves the right to charge you 
for the Order Processing Function. Multiactive and Multiactive EC do not guarantee the 
reliability, accuracy or timeliness of the Order Processing Function, nor the level of security 
provided by the encryption method used.  Multiactive EC may discontinue the Order 
Processing Function at any time, upon providing you with at least 10 days notice and 
instructions or a software patch so that you can receive orders and inquiries directly from 
Shoppers. 
Any business relationship or transaction between Shoppers and you is subject to the terms 
and conditions negotiated between the Shopper and you, and Multiactive and Multiactive EC 
shall not have any liability or responsibility with respect to such business relationship or 
transaction.
Multiactive EC's services also include indexing and storing information about your Web Site 
on a Multiactive EC Web site known as ecPlace. Multiactive EC reserves the right to terminate 
your listing on, or remove your content from, ecPlace if your Web site or its content are 
considered unfit for any reason by Multiactive EC or are the subject of a dispute with third 
parties.

INDEMNITY

You agree to indemnify and hold harmless Multiactive, Multiactive EC, and their respective 
employees, directors, and representatives from and against any loss, liability, claim, damage 



and expenses (including attorneys' fees) arising from or in connection with the Postings, your 
products and services, or any use of the SOFTWARE or Order Processing Function made by you, 
Shoppers or other third parties. 

WARRANTIES

Multiactive warrants that the media on which the SOFTWARE is supplied is free of defects in 
materials and workmanship, and will provide to you at no charge, within 90 days of purchase, 
a replacement copy of the SOFTWARE upon return of any defective media.
THE WARRANTIES CONTAINED IN THIS AGREEMENT ARE IN LIEU OF ALL OTHER 
REPRESENTATIONS, WARRANTIES AND CONDITIONS EXPRESS OR IMPLIED, INCLUDING BUT NOT 
LIMITED TO IMPLIED REPRESENTATIONS, WARRANTIES AND CONDITIONS OF MERCHANTABILITY, 
AND FITNESS FOR A PARTICULAR PURPOSE, WHETHER ARISING BY STATUTE OR OTHERWISE IN 
LAW OR FROM A COURSE OF DEALING OR USAGE OF TRADE. 
MULTIACTIVE AND MULTIACTIVE EC DO NOT REPRESENT OR WARRANT THAT:
(i) THE OPERATION OF THE SOFTWARE OR THE PERFORMANCE OF THE ORDER PROCESSING 
FUNCTION WILL BE ERROR FREE, UNINTERRUPTED OR THAT THE RESULTS OBTAINED FROM THEIR 
USE WILL BE ACCURATE OR MEET ALL YOUR SPECIFIC REQUIREMENTS; OR 
(ii) ALL PROGRAMMING ERRORS CAN BE CORRECTED OR FOUND IN ORDER TO BE CORRECTED. 
This limited warranty gives you specific legal rights, and you may have other rights, which 
vary according to local laws. Because some states and provinces do not allow the exclusion or 
limitation of implied warranties, the above warranty exclusions or limitations may not apply 
to you.

DISCLAIMERS

IN NO EVENT SHALL MULTIACTIVE, MULTIACTIVE EC OR THEIR RESPECTIVE DIRECTORS, 
EMPLOYEES, OR REPRESENTATIVES BE LIABLE FOR ANY LOST REVENUES OR PROFITS, BUSINESS 
INTERRUPTION, LOSS OF INFORMATION, OR ANY OTHER INDIRECT, SPECIAL, INCIDENTAL, OR 
CONSEQUENTIAL DAMAGES OF ANY KIND ARISING OUT OF THE USE OF OR INABILITY TO USE THE 
SOFTWARE OR THE ORDER PROCESSING FUNCTION, EVEN IF MULTIACTIVE OR MULTIACTIVE EC 
HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. Because some states and 
provinces do not allow the exclusion or limitation of liability for consequential or incidental 
damages, the above exclusions or limitations may not apply to you.
THE LIMITATIONS, EXCLUSIONS AND DISCLAIMERS IN THIS AGREEMENT SHALL APPLY 
IRRESPECTIVE OF THE NATURE OF THE CAUSE OF ACTION OR DEMAND, INCLUDING BUT NOT 
LIMITED TO BREACH OF CONTRACT, NEGLIGENCE, TORT OR ANY OTHER LEGAL THEORY, AND 
SHALL SURVIVE ANY FUNDAMENTAL BREACH OR BREACHES AND/OR FAILURE OF THE ESSENTIAL 
PURPOSE OF THIS AGREEMENT, OR OF ANY REMEDY CONTAINED IN THIS AGREEMENT. 
IN NO EVENT SHALL MULTIACTIVE'S OR MULTIACTIVE EC'S LIABILITY TO YOU IN CONNECTION 
WITH THE SOFTWARE OR THE ORDER PROCESSING FUNCTION EXCEED THE FEES PAID BY YOU FOR 
THE SOFTWARE AND THE ORDER PROCESSING FUNCTION OVER THE PRIOR 120 DAYS. 
GOVERNING LAW. This Agreement shall be governed by the laws of the Province of British 
Columbia, Canada, and the parties hereby exclude the applicability of the U.N. Convention on 
Contracts for the International Sale of Goods,.

U.S. GOVERNMENT RESTRICTED RIGHTS

The SOFTWARE is provided with RESTRICTED RIGHTS. Use, duplication, or disclosure by the 
Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in 
Technical Data and Computer Software clause at DFARS 252.227-7013 or subparagraph (c)(1) 
and (2) of the Commercial Computer Software - Restricted Rights at 48 CFR 52.227-19, as 
applicable. Contractor/manufacturer is Multiactive EC Technologies Incorportated, 1066 West 
Hastings Street, 3rd Floor, Vancouver, B.C. V6E 3X1.

Copyright Notice
Copyright ©2000 by Multiactive Software Incorporated. All rights reserved.
ecBuilder, ecOrderDesk, ecPlace and ecPartner are trademarks or registered trademarks and/or 
service marks of Multiactive Technologies Incorporated.
All other names and marks for products and services that are referred to throughout this 
User’s Guide are trademarks or registered trademarks and/or service marks of their respective 
owners. They are used throughout this User’s Guide only in editorial fashion. Such uses are not 
intended to convey endorsement or affiliation with Multiactive Software Incorporated or its 
affiliates, this User’s Guide, or the products or services described in this User’s Guide.



THE INFORMATION AND MATERIAL CONTAINED IN THIS USER’S GUIDE ARE PROVIDED “AS IS”, 
WITHOUT WARRANTY OF ANY KIND, EXPRESS OR IMPLIED, INCLUDING WITHOUT LIMITATION 
ANY WARRANTY CONCERNING THE ACCURACY OR COMPLETENESS OF SUCH INFORMATION OR 
MATERIAL OR THE RESULTS TO BE OBTAINED FROM USING SUCH INFORMATION OR MATERIAL. 
NEITHER MULTIACTIVE SOFTWARE INCORPORATED NOR ITS AFFILIATES SHALL BE RESPONSIBLE 
FOR ANY CLAIMS ATTRIBUTABLE TO ERRORS, OMISSIONS, OR OTHER INACCURACIES IN THE 
INFORMATION OR MATERIAL CONTAINED IN THIS HANDBOOK, AND IN NO EVENT SHALL 
MULTIACTIVE SOFTWARE INCORPORATED OR ITS AFFILIATES BE LIABLE FOR INDIRECT, 
INCIDENTAL, SPECIAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE OF SUCH 
INFORMATION OR MATERIAL.

Address Information
North America (Head Office):
1090 West Pender Street, 10th Floor
Vancouver, B.C. V6E 2N7
CANADA

Phone: (604) 601-8000
Fax: (604) 601-8001
Support: (604) 601-8100
Web site http://www.multiactive.com

Europe, Middle East, and Africa:
Bridge House, Bridge Avenue
Maidenhead, Berkshire SL6 1RR
UNITED KINGDOM

Phone: +44 (0)1628 587 777 
Fax: +44 (0)1628 587 778
Support: +44 870 1278 757
Web site http://www.multiactive.co.uk

Asia Pacific:
123 Whitehorse Road, Level 1
Balwyn, 3103
AUSTRALIA

Phone: +61 (3) 8862 0200
Fax: +61 (3) 8862 0222
Support: +61 (3) 8862 0200
Web site http://www.multiactive.com.au
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C H A P T E R  1
1INTRODUCTION

ecBuilder provides support for payment processing through plug-in 
extensions known as payment gateway modules (PGMs). PGMs 
encapsulate the interface to a third-party payment processor, and 
allow the ecBuilder-generated sites to forward merchant-
authentication information from a transaction gateway to the 
respective payment processor.

!!!!In order to enable SSL-secured 
transactions, you must obtain and 
install a digital certificate on your 
IIS server. See the ecBuilder Pro 
User’s Guide for more on digital 
certificates.

The merchant authentication information is secured via public-key 
technology and embedded within the HTML pages generated by 
ecBuilder. At the time of purchase, the ecBuilder shopping cart 
forwards the encrypted processing information through a payment 
gateway module, where it is decrypted and used in conjunction with 
an SSL-secured order form to then log in to the payment processor 
and facilitate the credit card authorization process. 

The transaction result—whether it is a pre-authorization, a capture, 
or a refund—is then returned by the processor and forwarded back 
to ecBuilder, which in turn sends the order information to the 
merchant as an encrypted e-mail attachment.

In addition to allowing merchants to view the order information 
received, Maximizer OrderDesk can provide an interface to the 
payment processor which will enable merchants to submit capture 
and refund requests to the payment processor post-fulfillment. 
Maximizer OrderDesk can also operate as a “point-of-sale” terminal 
for merchants, allowing them to perform authorization requests 
directly to their third party payment processing company right from 
their own computer. Both of these features are dependent upon 
which third-party payment processor you choose.
1
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There are several third-party transaction gateway providers directly 
supported by ecBuilder.

How to Apply for an Account
Applying for an InternetSecure account is an easy process that you 
can start in ecBuilder. The InternetSecure Web site lets you apply for 
a merchant account.

For more information, contact InternetSecure customer support.

➤ To apply for an InternetSecure merchant account

1. In ecBuilder, go to the Online Processing screen.

Order Capture via
External Web Site

Gateway
specific
module

Merchant Site

Shopper

Type A Type B

Gateway
specific
module

Gateway
specific
module

OrderProcessor

Gateway
specific
module

COM
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confirmation
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This diagram shows the flow of an order from 
the merchant site to Maximizer OrderDesk. 
“Type B” shows online transaction 
processing where the credit card 
information is captured at the transaction 
processing company’s site.

NoteNoteNoteNote
In order to take advantage of the online credit card processing capabilities provided 
by a payment processing gateway, you must set up a merchant account with one of 
the transaction processing companies.
2



INTRODUCTION 1
2. Click the Add button. The Merchant Gateway Profile dialog box 
appears.

3. Select InternetSecure from the drop-down list and click the 
“Acquire merchant account...” button. ecBuilder opens the 
InternetSecure application Web page.

4. Follow the instructions on the screen to complete the 
application.

Upon approval of your merchant account application, InternetSecure 
provides you with the information you need to configure ecBuilder 
to work with your InternetSecure account.

Set Up a Merchant Account Profile
!!!!Before you can enable online 
transaction processing in ecBuilder, 
you must have a merchant account 
with a credit card company or your 
bank and a transaction processing 
company.

If you have a merchant account with a credit card company or your 
bank, you may wish to set up online transaction processing. Once this 
is set up, credit card transactions are processed from your Web site 
and are tracked and maintained through Maximizer OrderDesk. You 
set up online payment processing in ecBuilder’s Transaction 
Processing screen by creating a Merchant Account Profile for each 
account you have with a payment processing company.

The method and procedures for online transaction processing will 
vary depending on the transaction processing company. 
InternetSecure allows you to process transactions and issue refunds 
through the InternetSecure merchant site. 

➤ To create a new Merchant Account Profile

1. In ecBuilder, select Go > Online Processing to change to the 
Online Processing screen.

The Online Processing screen lets you select the merchant 
account that you wish to use for your ecBuilder catalog, or add a 
new profile for a merchant account.

NoteNoteNoteNote
See the following topic “Set Up a Merchant Account Profile” on page 3 or press F1 
for additional help.
3
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2. Click the Add button to open the Merchant Gateway Profile 
dialog box.

3. Under “Merchant account profile name”, type a short, 
descriptive name for the profile.

4. From the drop-down list, select the InternetSecure transaction 
processing company. Note that you must have a merchant 
account set up with InternetSecure to proceed.

5. From the Merchant Gateway Profile dialog box, click Settings. 
ecBuilder prompts you to enter the settings for the merchant 
account.

6. Enter the settings for your merchant account and click OK. If you 
need help with any of these settings, press F1 in the Settings 
dialog box or see the documentation provided to you by 
InternetSecure.

7. Once the settings are entered, click OK in the Merchant Gateway 
Profile dialog box to finish creating the new profile. The new 
profile is now selected in the Transaction Processing screen. You 
also use this profile in Maximizer OrderDesk.

NoteNoteNoteNote

You are not limited to the number of profiles or merchant accounts you can use 
with ecBuilder. The process of setting up different profiles allows you to switch 
your profile selection in both ecBuilder and Maximizer OrderDesk.
4
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2USING INTERNETSECURE

The InternetSecure Payment Gateway allows for the capture and 
refund of funds to and from the consumer’s credit card. Using 
InternetSecure as your credit card transaction processing company, 
orders arriving in Maximizer OrderDesk will contain all the relevant 
order information, including an authorization code indicating the 
funds have been captured. The consumer’s e-mail message will 
contain confirmation information from the merchant indicating the 
order has been received.

InternetSecure supports three languages: English, French, and 
Spanish.

If you would like to use a payment gateway for online credit 
processing, you must set up a merchant account with InternetSecure. 
Visit http://www.internetsecure.com to learn more about how 
their system works.

InternetSecure from the Customer’s Perspective
If you set up your online catalog to use InternetSecure for credit card 
transaction processing, the result is a seamless integration of the 
credit card transaction into the visitor's Web experience. At the time 
that the visitor places an order, ecBuilder collects the visitor's credit 
card information after the visitor enters his or her name and address.

ecBuilder processes the order “behind the scenes”. The order arrives 
as an encrypted e-mail attachment that, when opened, is 
automatically imported to Maximizer OrderDesk and marked with 
the status of the credit card transaction—Payment Received, 
Payment Declined, and so on.
5
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The Visitor's Point of View

Knowing what your customer will experience when he or she makes 
an order is important when designing your ecBuilder catalog site. If 
you use E-xact for processing credit card transactions, here’s what a 
user experiences:

1. The shopper examines the online catalog, reads the description 
of a product and decides to buy it, choosing quantity and 
options, and then clicking Add.

NOTE: The shopper has the option on this page of clicking the 
Express Lane button, which skips the Shopping Cart (step 2) and 
goes directly to the invoice page (step 3).
6
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2. On the Shopping Cart page the shopper reviews the order, 
including price and quantity, and then clicks “Order Items Now”.

3. The shopper then sees a summary of the invoice, reviews it, and 
clicks Continue.
7
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4. The ecBuilder order page redisplays the invoice and collects the 
shopper’s name and address. If the visitor is a returning 
customer, the address information is displayed automatically. 
The shopper clicks Next.

5. The visitor selects the option to pay by credit card, clicks “Send 
My Order”, and is passed to the InternetSecure Web site.

6. The visitor enters his or her credit card information at the 
InternetSecure site.

7. InternetSecure notifies the visitor that the transaction is 
complete and displays the details of the order. These details 
include a purchase authorization number. The visitor is also 
notified of the purchase by e-mail.

Behind the Scenes

!!!!The e-mail address you enter in 
the Site Builder Profile screen 
appears in the Contact Person 
Profile screen as the “Contact’s 
E-mail Address”. If you’d like this 
address changed, do so in the Site 
Builder Profile screen. 

Behind the scenes, the ecBuilder order page sends the visitor to 
InternetSecure, which collects the visitor's information. If the 
transaction was successful at the InternetSecure site, the order is 
automatically sent to you (the merchant) as an encrypted e-mail 
attachment, which you open to bring the information into 
Maximizer OrderDesk. As well, the ecBuilder order page generates a 
notification e-mail. Both of these e-mails are sent to the e-mail 
address you enter in the Site Builder Profile screen of ecBuilder. You 
8
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can also specify to have orders and inquiries sent to three additional 
e-mail addresses in the Contact Person Profile screen. 

Configuring InternetSecure
In order to make ecBuilder work with InternetSecure, you must use 
the InternetSecure Web site to configure your account.

➤ To configure InternetSecure

!!!!Be sure you type “https://” 
rather than “http://”.

1. Using your Web browser, go to the administration page https://
www.internetsecure.com/merchants/ and log in by entering 
your Username and Password.

2. Click on “Export Script” in the top frame of the Web page.

3. Click on “Export Script Options”.

4. In the “Server Domain Name” field, enter “order.ecplace.com”.

5. In the “Web Page” field, enter “/servlet/OrderProcessor/is”.

6. Click “Update”.

Using the InternetSecure Administration Web 
Site

The InternetSecure merchant administration area is where all 
ecBuilder users who are also InternetSecure merchants go to 
maintain their Merchant Accounts. Using their Internet Browser to 
access this area, merchants can query the InternetSecure Transaction 

NoteNoteNoteNote
If you are using multiple e-mail addresses (entered in the Contact Person Profile 
screen) for e-mail notification of orders and inquiries, make sure you install the same 
digital certificate that you use to publish your site on each computer receiving 
notification. For more information, please refer to the section on “Importing and 
Exporting Digital Certificates” in the ecBuilder Pro User’s Guide. 
9
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server database to access all of their online transaction account 
information. 

Logging Into the Administration Area

The merchant administration area is located at https://
www.internetsecure.com/merchants/. The site uses the SSL 
protocol to secure the Web pages and keep your account 
information private. The merchant area is also protected so that only 
people authorized to access a Merchant Account can get access this 
computer where this database is located. When a Merchant Account 
is first created, a username and password are also is set up, which will 
allow the merchant to gain access to the administration area. If you 
wish, multiple user names and passwords can be created to access a 
Merchant Account, with varying levels of access.

When a user first arrives at the merchant area they are presented 
with a login screen. By entering their merchant number, username 
and password, a user can gain access to that account.

After Logging In

After a user has successfully logged in, the administration area 
changes to show a menu in the top frame, and the bottom frame will 
contain announcement information from time to time. Clicking on 
any one of the menu items in the top frame will bring up a new page 
in the bottom frame.

Transaction Queries

When a user clicks on the Transaction Query menu item a new page 
appears in the bottom frame. This page has several different options 
that allow the merchant to display information on transactions that 
have been processed. These features will be discussed individually in 
the next few sections.

Searching by Receipt Number

Every InternetSecure transaction of any type has a unique identifier, 
called the InternetSecure receipt number. It is always displayed on 

NoteNoteNoteNote
When using InternetSecure, all processing of transactions occurs on the 
InternetSecure site. For example, if you wish to process a refund, you must do so in 
the InternetSecure site rather than Maximizer OrderDesk. You can then change the 
payment status to “Refunded” in Maximizer OrderDesk.
10
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the InternetSecure Web page receipts that your consumers receive, 
the e-mail receipts your consumer receives, and all of encrypted e-
mail orders you will receive using Maximizer OrderDesk. The receipt 
number is made up of two sets of numbers separated by a period 
(e.g., 894785738.4823). If a merchant wants to view the transaction 
details regarding a particular transaction, then it can be entered into 
the I.S. Receipt Number field. Then, the merchant would press the 
Submit Query button and the transaction will be displayed, if it 
exists.

Searching by Name

Sometimes it can be necessary to search for transactions by a 
customer’s name. The Name field provides the merchant with a way 
to search for full or partial names. For example, if a merchant wanted 
to search for all transactions for a customer named John Smith, then 
the merchant would simply type in the full name John Smith and 
press the Submit Query button. If a merchant wanted to search for all 
people with the last name of Allan, then the merchant would simply 
type the name Allan, and the computer would return a list all 
transactions with the name Allan, either as the first name or last 
name.

Searching by E-mail

Searching by a customer’s e-mail is very similar to searching by a 
customer’s name. The merchant would enter in the full or partial e-
mail address of the customer into the E-mail Address field, and press 
the Submit Query button. For example, if a merchant wanted to 
search for a customer with the e-mail address jsmith@merchant.com, 
then the merchant would simply enter that e-mail address into the E-
mail Address field and submit the query. If a merchant wanted to 
show all the transactions from one particular domain name, say 
netcom.com, then the merchant would enter netcom.com and press 
the Submit Query button. This would return all transactions with 
netcom.com in the e-mail field.

Searching By Date

Searching transactions by date can be useful, so that a merchant can 
see how many transactions have been processed over a certain time 
period and the total dollar amount. To search over a specific time 
period, select the starting and ending dates and times using the drop 
down boxes. Make sure that there is at least one day between the 
ending date the starting date. Then, click the Submit Query button.
11
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It is possible to combine searching by date and search by a customer’s 
name or e-mail. To do this, enter the name or e-mail that you would 
like to search for, and then select the starting and ending date and 
time. Then, make sure that the Search only transactions within 
ranges of dates checkbox is checked. It is by default. Then, press the 
Submit Query button. This will search for the specified name or e-
mail address only for transactions that took place within the range of 
dates specified.

Show Approvals Only

The “Show approvals only” checkbox is used to display only 
approved transactions when searching by a name, e-mail or range of 
dates. 

Downloading Results

The Download to file checkbox is used to make a CSV file that can be 
downloaded. This file is compatible with Microsoft Excel. Other 
database programs should also be able to understand this file 
format. When the Download to file checkbox is checked and a query 
is submitted, then the browser should pop up a window asking what 
should be done with the file, and from there it can be saved. Some 
browsers may actually display the file in the browser window. If this 
happens, simply save the page, using the Save command located in 
the browser’s File menu.

A CSV file is a simple spreadsheet file that separates the data in each 
column by commas (ASCII 0x2C)and separates the different rows by 
carriage returns (ASCII 0x0D). If a piece of data contains a comma, 
then the data is surrounded by double quotation marks (ASCII 0x22). 
If a piece of data contains a double quotation mark, then the data is 
surrounded by a double quotation marks and the double quotation 
mark in the data is preceded by an escape character, known as the 
backslash (ASCII 0x5C). Backslashes in the data are also preceded by 
the escape character.

Changing Which Fields Are Shown

Sometimes, when a query is being displayed, you don’t want all the 
fields to be shown. The Fields To Display table contains a checkbox 
for each field that can be displayed. If you don’t want a particular 
field to be displayed, simply uncheck the box beside that field.
12
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