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A. Manage your weh store acocunt

1.0 Login to Backoffice

W plafirddaly Vikar o

Frequently
Asked Questions

Merchant
BackOffice Login

-

image 1.1

(1) Go to http:// www.smilds.com, Click Backoffice Login to access to your (Merchant).

Web Store Backoffice, OR Go to http://smilds.com/backoffice

For Hong Kong SMILDS user, kindly go to http://smilds.com/backoffice_hk

(2) Please key-in User Name (Email Address) & Password , Click sign in.

ga&gukofﬁ ce

Please Sign in P85t

Dreaming of tiat..
Perfect E-Store for

Your Business?

You are just a few minutes away from your
very own e-commerce store.

Click here to register.

Tips

Y

If you have forgotten your password , don’t panic. We are here to help you.
Click “forgotten password” . Key in your login name (email address) to retrieve
your password.Once submitted, the password will be sent to your email account.

b
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2.0 Dashboard

Dashboard will appear at the first page and Quick Reports will be shown in this page.
(a) New customers

(b) New Orders

(c) Total Orders

(d) Total Products

(e) Total Categories

(f) Total Contact

(g) SMILDS Backoffice Interface Language.

Click to change Backoffice language to your preference.

Backoffice

DASHBOARD

Dﬂl“le Mo
L] - i
o cammeny Cuin ] Tois Dain St SRR
Eamstey LEE 1 MSHINIE T LN e by Tonw Cabeqernn
™ TSI 18T MSSAIENINY  RAMIEE DBORAREA g do Byt Tows Cosmaiin i
i -0 1434 NGEININ SO N Fedng b paymenl
B g GMGERNIT W SRS ey b e
image 2.1

3.0 My Account

3.1 Sales Report
Your Sales Summary Report will be shown in this page.

Backoffice

DASHBOARD: MY ACCOUNT MANAGE WEBSITE CATALOGUE

Sales Report  Marketplace Eamming Report  ACCount Summary jer Protie

g Sales Report
Saes Summary Dane: el 12 2 2008 Mantny Sales Repon

Wows are your sale todsyT

anean
Please iy Back mter We a350508 o1 a7y nCoTvnEnce.

image 3.1

3.2 Marketplace Earning Report
Your SMILDS Affiliates Summary Report will be shown in this page.
3.3 Account Summary
Your SMILDS Earnings and Payments Summary will be shown in this page.

b
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3.4 User Profile
Fill in your details in the User Profile. e.g. Merchant Details, Bank Details & Payment

Details. Once you have completed, please click Update to save your details into the

system.

Backoffice e

oAsHBOARD | MY ACCOUNT || MANAGE wessiTe CATALOGUE ORDERS  CONTACTS.

Sales Report Marketl. Account summary | User Profile

3 Sales Report

Date:Fi12 42008

3 User Profile
by pronse

Howare your sales todey?

Soles Summary

image 3.3

3.4.1 Change Password
You can change your password on this page by following the instructions

below.

Backoffice

DASHBOARD | MY ACCOUNT | MAMAGE WEBSITE CATALOGUE
Accomt Summary  Iser Profile

Current passwars

Weve Password

image 3.4

Follhow Steps 1,2 & 3, key in your current password and new password, click

Change to save the changes.

Please do not to reveal your password to anyone.
System will keep this data and information for company use only and Platform2u.
Th com will not use your information for any other unrelated purpose. There were times
L | when we may need information from you to process an order, to correspond, to
provide a subscription or in connection with a job application.

b
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B. Manage your weh store Looks and Design

4.0 Manage Website
Web Pages - CMS(Content Management System), DIY Tools Feature.
Your SMILDS.com system comes with a complete and comprehensive web store
system that allows you to add, edit and alter your web store.

SMILDS “Manage Website” tools allows you to layout your web pages, where you can
add/edit your page depending on the type of content you wish to put.

Backoffice

DASHEOARD MYACCOUNT MANAGE WEBSITE  :amaooue
WebPages Bamers Tegises SeSen

[ | Manage Website et
Overview

Vieb Pages.

) monm of comtyou want
o

e | IR
) Joor o oun *

image 4.1.1

4.1 Web Page

Backoffice

DASHBOARD.

¢
g
RRREREfY

image 4.1.2

The Panel (image 4.1.2) List all the web pages you have as the picture shown
(image 4.1.3).

SMiDS,

image 4.1.3




b G You may change the sequence of the pages by clicking '{P (move up) or
dh (move down)

3 You can edit the existing web pages by clicking @ Kindly refer to page 15
for more details.

ﬁ Click ¥ if you want to delete the web page.

Q The web page is shown in your web store when the light bulb is in green.If

you want to hide it from showing in your web store, just click on the light bulb
and it will turn red @

4.1.1 Web Page - Add A New Page

To add a new web page for your web store, kindly follow the steps below.

Due to the limitation of the design layout, we advise you to add the new page
up to maximum 8 pages.

Backoffice

DASHBCARD

;_,' Manage Website

ity Pagrrt Ll
e Skt e ot ace SRS
[ e £ ® ?

1] [ | ® ?

2] 4 o @
Lt % ] £ ]

image 4.1.4

Follow Steps 1,2 & 3, you will reach the page shown below. Enter the Page Name,
click Submit update the system.

Backoffice

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE ORDERS GONTACTS

WebPages Banners Templates  Site Setlings

@ Manage Web Pages

Create a New Page.

PagelSection ame ‘erm & Conditons.

image 4.1.5
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Platform2u.com M=

St Compunry



o
V Manage Website
Existing Pages
Sie Content Sequence Moy Deiete Acive
P 89 # x ?
Our Prosucts L1 €] ® ?
About Us &0 £ ® ?
Lateat lowws L1 -] = ?
FAQ &9 - 3 v
ContactUs &9 o = ?
image 4.1.6

For image 4.1.6, please ensure the “Green” Light Bulb is turned on. Once the page
is added, you can view the page by clicking View Website at the top of the page.
Refer to the image 4.1.7

Backoffice

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE

Web Pages Banners Templates Site Settings
image 4.1.7

Web Store display :

SMiDS,

image 4.1.8

4.1.2 Web Page - Edit the Web Page
You can add more information, upload picture, video, animation or flash into your
web pages. The example below shows the way to edit the existing page.

A. To edit Web Page’s informatio_n
Refer to image 4.1.6, Click the IE button to edit the web page’s information.

7/ T
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English Version

Section Name [rerm & candtions 1]
URL (this will replace the content) |unk to.. ¥ '9
SEQ Mata Tt I 9

(.0 page name - websde tte |
SEQ Meta Keywords [

{e.g. keyword 1, keyword 2, keyword 3.}
SEO Weta Description [ 9

{e.g. Based in Malaysia, we provide..)

i Stle = | Foomat ~ | Fori = | Size T M

Term & Conditions
1. Platform2u.com acts as a facilitator to help Merchant accepts payments from Merchant's
Customers via Internet.

Platform2u.com is not a bank and the Service is a payment processing service rather than a

image 4.1.9

(1)Section Name: The Web Page’s Name.
(2)URL : Choose URL from the drop down list to overwrite the content. @ Leave
blank if you do not want to use your own content.

0 For instance, if the chosen URL is products.php, the page will automatically

display all the products but not the content you inserted in the text box. To
insert information in text box, see step (6) .

(3)SEO Meta Title : Title name for search engine usage and will also display as
the title of the page. eg. Platform2u on browser header.

(4)SEO Meta Keywords : Keywords for search engine usage. eg. Platform2U,
Platform2U.com, smilds

(5)SEO Meta Description: Description for search engine usage.

L)

What is SEO? SEO (Search Engine Optimization ) can be defined as the activity of
optimizing Web pages or whole sites in order to make them more search engine-
friendly, thus getting higher positions in search results for optimized keyword.

b
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Example:

GO Ug [e i |platform2u_com | Search | %fw

Search: @ the web © pages from Malaysia

Web Show options.
b
Platform2u.com

dews & Events. Wore informatio cial Launch of FlatformU.com on pri
W liroom, Pan Pacific KLIA

wiww platform2u.com/ - Cac

image 4.1.10

(a) Meta Keyword
(b) Meta Title

(c) Meta Description

(6) At the Text Box, input the information you want to display in the web page.

(a) Using the DIY Tools Feature in the Text Box, you can edit font color, font size,
insert image etc. Please see Page 15 for DIY Editor Icons description. Refer
to image 4.1.11 below.

Click Modify to save all the updates.

| (& Source | [& | Bio B 1 Uk x o [IEE|EE
E===aasi@o0=0 o

i Style = | Formal MNarmal ~ | Fonl ~ Sige - Ty O
iR E

Term & Condition

|*

« Plafferm2u cem ads as a facilitalor to help Merchant accepts payments from Merchant's Customers via
Internet

# Plafform2u com is not a bank and the Senice is a payment processing senvice rather than a banking senvice
« Platffarm2u com does not hawe any control over the preducts or senices that are ransaded.

# Plafform2u.com cannot ensure that 3 buyer or 3 seller Merchant is dealing with will actually complete the
transaction,

« By receiing payments through the Senice, Marchant appoints Plaffarm2u, com to cause the funds to be
deposited on its behalf in the Plafform2u.com’s banking accounts

« Platform2u com will ramit the received payments less any fees agreed between parties (or "Payout’) via
cheqgue or Onling Banking Transfer (o Merchant an the 7ih day from date of item delivered, provided the Payoutis
rars thas BII400 B0 C_

image 4.1.11

(b) Some basic features of the DIY Tools:
(i) Font
Highlight the text you want to edit. Click = to change the

© font style, @ font format, € font type, @) font size, @) font color
Refer to image 4.1.12

b
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[Esowce Wi ) RBBiw = |B F U ax|x L{IEiE|=i
E=zsieasBoO=0 o

£ Stple = | Foenat | Mommal ~ | Fanl Comic Sans M5 | = Size |medium ‘_E'Tﬁ'%'
e E

Term & Conditi

= Platform2u.com acis as a facilitator to help Merchant accepts payments from Merchant's Customers via
Internet.

= Platform2u.com is not a bank and the Senvice is a payment processing senvice rather than a banking senvice.
= Platform2u.com does not have any control over the products or services that are fransacted.

» Platform2u.com cannot ensure that a buver or a seller lerchant is dealing with will actually complete the

image 4.1.12

(i) Insert Image
(1) To insert an image, click
(2) At Image Properties, click Browse Server,
(3) Click Browse to choose an image from your computer.

(4) Select an image and click Open.

Following is an example of inserting a image:

[ Etoues Q] d AL o | B 7 0 ax|x &
IEE===d 9 &0 =9 s

§ Siyde = | Foemat | Nope aril - Sie g e
: B

-

13 BB

Image Properties )
Image Info | Link  Upload | Advanced

r
image 4.1.13

| [ Bowse sever |

Preview
wiidth [ Lorem ipsum dolor sit amet, consectetuer =4

ac
e iaer oo monsers wmioes e et BESAY| adipiscing ellt. Maecanac feuglat
| T v — T ———r. consequat diam. Maecenas metus.

B ,_ Vivamus diam purus, cursus a, commaodo

_hids.
mage. - = SI non, facilisis vitae, nulla. Aenean dictum -
H5pace

lacinia tortor. Munc iaculis, nibh non iaculis

gﬂm TI5KE
[ =% \image 4.1.14

[CToSEHRaE | =

image 4.1.15

74 '
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Deskiop

My Documents

- =
-

My Metwo:
Placas

image 4.1.16

[CiCere ] [E 5 fomse. ([ 5 ]]

o - X [ - 4

image 4.1.17

(5) Select the image you want to insert and click Upload

(6) Click OK

(7) The image that you selected will be shown in the Text Box. Click Modify
to update the changes.

view your web page anytime.

Yol I
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Image Properties =
Image nfo | Link  Upload  Advanced

URL
[Ferzizadmizies
Atemative Texd

HMign 'I ipsum dolor it amet, consacatuer
adipiscing elit Maecenas feuglat
ranean et ddam Magranae mahie
i T

image 4.1.18

| Esowce [ % B «iB r U %
E==sieatiRon=oss
i Stde = | Format | Nomal = Fanl
JaRD

- | Size

« [tis Merchant's responsiility to provide the full details of the products sell in Merchant's website, including
product's description, dimension, picture, and other details of the product.

« Itis Merchant's responsibility to ensure that the product has the appropriate expor permitto the buyer's local
country.

« Itis Merchant's responsibility to ensure all products shipped to buyer are commect as per the description
published on the Merchant's website. Once the P com team gate and found that the
product shipped to buyer does not match the Iinformation published in the Merchant's website, Merchant will
required to bear all the cost incurred in this transaction and penalty fees of RM25.00.

+ Merchantto fully responsible en any dizpute and/or discrepancy of payment to be found from time to time.

= Merchantto fully responsiole on the information. details and contents that display in Merchant's website are
legal, valid and compliance with the law of Malaysia and Merchant's origin country.

-

image 4.1.19

view your web page anytime.

Yol
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(iii) Insert Flash or Video
SMILDS also allows you to insert Flash and Video.
a) You may insert your own flash/video. Firstly you need to upload your
flash/video onto a video sharing server for instance YouTube.com
b) Or you can also insert a flash/video from a video sharing server.

Following is an example of inserting a video cli

from YouTube:

YoulQUTH woriauice | enatsn

Home Videos Channels = Community

CIO of platform2u.com, Eddie gave us the presentation in HK May 25, 2009

platform2u com

;

— 0K

Sign Up | QuickList (0} | Help | SignIn

Search Upicad | w

Subscribe
May 31, 2009

| (07 70}

URL [ Terew youtube commatehv=adahiTe

aighi=344 > <param | &

|Emh=d [Feoiect wan=

¥ More From: garyngkk

~ Related Videos
I Obama Girl plays Wii Tennis  —
atE3
L
Platformau
e i

EASTPHAMAXHK

Guinness Beer Surger
ROWDYFOOD

DS

033228 o4 =0

59 views EXCLUSIVE - New Moon
Official Trailer
Jia
"344 4250y ;l
"movie® valt ttp://www.youtube . com/v/qr22MToul
Gamp: fa=lcamp;" />
<param name="allo een” value="t />
<param name="allcwscripraccess™ value= ays™ [><embed type="application/x-

cutube . com/v/qra2¥ Itamp;hl=encamp;fe=

allowfullscreen="true"

=hacion

image 4.1.21
Select a video from Youtube , copy the "Embed Script” of the video.
Click Source

(O]
2
(3) Paste the copied embedded script into the textbox.
(4) Click Modify to submit update.

b
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(iv) DIY Editor features :

Ee~ = 208 B F =

X

R

e kL
1] TR

Source  Coding

Preview

Cut

Copy

Paste

Undo

Redo

Bold

Italic

Underline

Strike Through

Subscript

Superscript

Insert/Remove Numbered List
Insert/Remove Bulleted List
Decrease Indent

Increase Indent

Left Justify

Center Justify

Right Justify

@ @il Ok «® @

Block Justify
Insert/Edit Link

Remove Link

Insert/Edit Anchor
Insert/Edit Image
Insert/Edit Flash
Insert/Edit Table
Insert Horizontal Line
Insert Smiley Icon

Insert special Character

'._—I| Insert page Break

Style -
Farmat | Normal K
Fant w2
Size -

TI' Text color

Select Style Type

Select Format Type
Select Font Type

Select Different size

4% - Background Color

Maximize the edior size

About FCK editor

=
@ Show Blocks
(2]

7/ -
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4.2 Banners

You can add maximum 3 banners onto your website.

Image Size:

File size limited to 250 KB, recommended size 80 pixel height x 200 pixel width

Y

Th What is a banner? Banner ad is a form of electronic advertising. A visitor to the
Web site can instantly link to the advertiser’'s Web site by clicking on the banner.

Browse Categories

Baby & Kid & Mum
Beauty & Personal Care
Book & Comic
Computer & Networking
Food & beverages

Gift & Premium
Health & Medical

Mobile phona

Pet Accessories

Senvices

Toy, Hobbies & Games
Watches , Clock & Jewerly
View All

Backoffice
DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE
‘Web Pages  Banners  Tempiates  Site Sefr.
i’w Banners
Eaeor List
are sorten B Vst aane
Yo can a1 caons amar ere:
Platfnmou.
I 7oss 100 - ?
P
ecamrening 152 6 bl gt x 208
» B ahots
[T T——
I Tops @
image 4.2.1

(a) You can view all the banners added by clicking View All .

(b) You can click @ to edit the banner you have uploaded .

The Largest

e-Herbs Center

T

’ ';‘@."I

image 4.2.2

(c) The banner is shown in your web store when the light bulb is in green. If you

want to hide it from showing in your web store, just click on the light bulb and it

will turn red.

Refer to the image 4.2.2 , the 2 banners are prefix and cannot be removed.

74 ™
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4.21 To Add a Banner
(i) Select an Image for the banner
(1)Click Browse,
(2)Select an image for the banner and click Open,

(3)Click Submit Posting , (a) will appear as the image for banner.
(4) Click [ to edit the link.

Following is a step for Add a Banner :

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE
Web Pages Banners Templates Site Settings
(lq"’; Banners
Banner List

Name Position Banner Modify Active
Vou can add addtional Banner here.
Photo: (File size limit to 250 KB, recommended
size 20 pvel heigt x 200 ol width)

Clrops 100000 E: [

) [rm] #
1
‘Submit Posting
image 4.2.3
Lackine [ pen

test.psd tookALipg

Files of ype: [AnFies 1

image 4.2.4

b
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Name Banner Modify Active

You can add additional Banner here:

Prieto; (Fie size bt 1o 250 KB,
recommendss size 80 peel night x 200
‘phcel widih)

Lo ] ?
C\Documents and Setting  Browsa.
| Submit Posting
3
image 4.2.5
Name: Banner Modify Active

You can add additional Banner here:

Ler-d = ?

Photo: {File size i to 250 KB, recommended
size B0 poeel height x 200 poel width)

» Remove photg

image 4.2.6

(ii) To add a link for your banner

fa#PR version

Banner Name |matfnrm2u con o

(required)

(Lr:q'ﬁ:ul{u [nttairvevew platformau. com a (2.9, http://www smild.biz/contents. php?id=01)
)

Fosition [ioa00 e

El

Embed Script

Banner List

Name Banner Modify Adiive

You can add additional Banner here:

image 4.2.7

e hodralety e ! s
Len3 \—/ & B
6

Phato: (File size imi to 250 KB, recommended
size B0 phxel height x 200 pixel width]

» Remove ghola

image 4.2.8
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(1) Key in the Banner Name

(2) Key in the link you want the banner direct to.
(4) Embed Script — Paste the Embed Script here.
(5) Click '1? to turn the light bulb to green.

4.3 Templates

You can change your web page template from time to time. Please follow steps below
to change a template.

ar@ive.com (Logout]

Backoffice

DASHBOARD. MY ACCOUNT MANAGE WEBSITE CATALOGUE ORDERS CONTACTS

WebPages Bamers Templates Site Setting Giobal Setings

(E Templates

Choose a Template

© You can seiect s deaia tenpiste
o Seting]

o Vou must ipioed your 3o, pihare Paose ickon Peview lon 1s ke sure he hoosen erlte i naiched i your e
390 heme colr. Logo preferadle o PG of GF fles

image 4.3.1

image 4.3.2

(1) Select a Template Category,
(2) Choose a template,
(3) Click Complete Setting to save the changes.

view your web page anytime.

Yol . ;
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4.4 Site Settings

You can change your web page template from time to time. Please follow steps below
to change a template.

Backoffice

Kiriez_2007@live.com | Logaut]

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE ‘ORDERS ‘CONTACTS.

WebPages Banners Templates Sife Setting  Global Settings.

=3,
fﬂg site Settings

Site Status Site Settings

© Cickon the fnk bebow to changs st status

Site Currently Online

Tum 210 atfine

a

image 4.4.1

(1) Site Status
SMILDS also allows you to turn your site into offline mode or direct your web store to
another website.This is very useful if your website is not yet ready for browsing or
when you are unable to monitor the transactions etc.
(a) Click Turn It to Offline when you want to switch it to offline.
(b) You can edit the Offline Message here. Refer to the image 4.4.3 , Is the
message shown when you switch your site to offline mode.

— ‘
|7/ site Settings R
hkdemo.smilds.com
Site Status
© Cick on the ink betw fo change site status. We are currently upgrading our web servers. This Website will be back up
soon. Somry for the inconvenience!!1111!
Site Currently i
R TG Store hosted by Platiorm2u.com
Site Offiine Message ° We are curmently ugarading our web servers. ] -
[This Website wil be back up soon. Sormy for the. Image 4.4.3
Inconvenience==
=
1do not want to use defa [
offline page, please redire {e.g. hittp:iiwerw smid bizs)
my site to
submit E
image 4.4.2

(c) If you do not want to use the offline message, you can also input a website
address (URL) that you want the page to be redirected to.
(d) Click Submit to save the changes.

74 ™
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(2) Site Information

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE ORDERS CONTACTS)

Web Pages Banners Templates  Site Setling  Global Settings

—
\ [)rj Site Settings
Site Information
©  You can pul your webste ink in [Your Website]

G o can put your SIARGEIS CopyTE SENIENCE I (Copyright Tex]
B P e e Tt

Your Website [nizpenniter.smi oz Q

Copyright By: [Capyright ® smid biz 2009. A1 Rights Reserved o

=g

image 4.4.4

(a) You can put your website link here.

(b) You can edit the standard copyright sentence here. Refer to image 4.4.5, you
can see the result at the web store’s page, it locate at the bottom of the site.

(c) Click Update to save changes.

milds.com 2009. All Rights Reserved.

image 4.4.5

(3) Site Logo
You can have your own logo display in the website. To upload an image, please
refer to the steps below.
Do not upload image that is more than 250 KB, 300 x 80 pixels width

e

| P Site Settings
S Loge Lare Lemmng
O PSR e ol SoRGtY S MIEDIE. rEELS b P 0 OF et rmal e B TSR B0 BAEIIEND
Logs [rprep————
mage site Do nel mive o e =
=)
a
Sutumd Prgteg
image 4.4.6

(a) Click Browse,

(b) Choose an Image and click Open,

(C) Click Submit Posting , refer to the image 4.4.9, you can see the logo
display on the left top.

/ . ;
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Choose file = ll!
Look irc | 3 pen o = s e

My Recant
Documents

smilds_smal.png ek ped tookALjpg

? =
File name: |smlds_swulpng _:] Open
=

Fies of lype: |4l Files )

image 4.4.7

—
L “/ Site Settings
Site Logo

© Pease upload your company or sie logo. Preferable to PNG or GF files format which support transparent background,

Logo: You do not upload any logo for this website yet.
image size: Do not more than 250 KB, 300 x B0 pixels: width

Ic.\Documem and Setting  Browsa,

c
Submi Posting

image 4.4.8

SMIIDS

image 4.4.9

7/ T
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(4) Meta - tag
You can set your web store Meta-tag to help your buyer in finding your web store
faster and easier. Example, if you are doing online selling for IT hardware & soft
ware, at the Default Meta Keywords & Description key in any related to IT details.
(Similar to page 9)

(5) Email Notification
Sales and inquiries will be sent automatically to both of your email and CC email.

/ site Settings

Email Notification Site Settings

O Fisase enter the complste e-mal address,
[

ine complete e-mal address. This apples fo both order confrmation e-mais and qury e.mais.

e sent 1o CC el agaress. This appies 1o bolh order coniemaiion e.mals and naury &-mas
&5 user@saics.com,

00 Fease nsent s i

Your Email W
| 1
Update

tote: Sales and hauiries w

send to bath Your Emall and CE Emal

image 4.4.10

To receive the email notification, please follow the steps below:
(a) Key in your primary email address here. Please enter the complete e-mail
address. This applies to both order confirmation e-mails and inquiry e-mails.

(b) Key in your cc email address here. You can enter multiple e-mails addresses.
Please insert a comma (,) after every e-mail address e.g. user@smilds.com,

user2@smilds.com

Tips

What is CC Email? CC means carbon copy. In email, the Cc: command is
straightforward, as it means send a copy of the message to recipient (s).

b
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(6) Global Setting
You can select the language of your web store. To change the language setting,
please follow the steps below: (refer to the image 4.4.11)
(a) Choose the language you want,
(b) Click Add >>
(c) Click Save Setting to update changes.

{ ﬁ' ~ Global Settings
[ —
Language Setting

O Attention!

ne

has changed, allb 1 changed. Pikase change

e setiing has ca
changing the languags, and please

Language Selected Language
Riex
[}
] <Bengve
Default unguaqecllnem -l
Save Changes
fs}
image 4.4.11

b
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C. Manage your Product Listing and Cross-sell Ability

5.0 Catalogue
5.1 My Product
5.1.1 Category Management

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE  oroers CONTACTS
My Products | The Marketplace
o e
AL
& My Products
]
Product List
Showing results 1.2 of 2
0 image Product Name Code Price Affilates Modify  Delste  Active
i Add »
=n |l iy Wi Vs Thumbriv o s £ ] ® @ Category Management
2
et} 000 @ = »® ?
image 5.1.1

i) Add a New category

Add a New Category
Category Hame |md & Toys
submit | [Reset | cancer |

image 5.1.2

(1) Click Add a New Category,

(2) Key in the Category Name,
(3) Click Submit .

What is a Category? Category is a collection of things sharing a common
Th attribute eg. Category (fashion), Attributes (dress, pants etc).
Y

7/ T
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ii) Category List

Category List consists of all the categories that you have added into the system.

Backoffice

image 5.1.3
To adjust the Category Sequence
1) Click Category List
2) Click on the 4 (move up) or <k (move down) icon to switch the category’s
position

iii) Modify the Category

=
”o My Products
Moty product betsts Product Msnsgement

Languag s;.;x;;z -

Curmentiangusge version: English :
gy Mgt
Categery Name. |Baby & K2 8 Mum a crith ik
O s P
0O sty | Gomack
e Tl Calegory
image 5.1.4

1) Click @ to modify the category.
2) Click to key in Category Name in Simplified Chinese
Click to key in Category Name in English
Click to key in Category name in Traditional Chinese
3) Type the new category name.
4) Choose a Parent Category if the category is under a parent category.

5) Click Modify to update the changes.

m What is a Parent Category? Parent Category is a collection of categories sharing
. a common attribute. eg Parent Category:-Fashion, Category:-Dress, Pants

b
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5.1.2 Product Management

Lr
g f@ My Products
View ANl Product

Hame
Baby 8 Kid & Mum
Beauty & Personal Core
Book & Comic
Computer & Networking
Food & beverages

Gift & Premium

Health & Medical

Hobile phone

Pet Accessories
Services

Toy, Hobbies & Games

Watches , Clock & Jewerly

Product Management

Ho. of Products

image 5.1.5

1)New Product List

2)View All Product -

- Shows all the products added.

You can view the products under category.

3)Search- Search particular product by entering Name / Keyword.
4) Add a New Product

i) Products details

e

——

L My Products
- Y

Add a Mews ltem

1. Information 2. images |
Piame:
Status
Reference Mo.-

Dimensicn (W x D x H)

em Location
Cowerea Area
Package wsight:

Dedvery § Shipping Cost

5. Aurmutes || < restxes || 5 Discounts

[2g whone @ mequicaa Flsla
& Avaiable € Mot Avasable @

3=

e oty mmx

23 (DeEpth ) e X
I thegnumm @

=l o=

[Viaeyem =] [Gang vaiey

International =] @

image 5.1.6

* Name — The name

of the product.

* Status — Option to turn ‘ON’ or ‘OFF’ to display your products in your shop

front.

* Reference No — Reference number of the product.

* Dimension — The dimension of the parcel after packing.

e Item Location — The location of the product.

» Covered Area — Selection of your product shipping covered area.

* Package Weight —

Parcel weight (product weight after packing).

* Delivery / Shipping Cost — Enter the shipping cost here. If ‘0’ means you

will bear the shipping cost for this product and not the buyer.

b
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* Pos Laju Rate — Reference Malaysia Merchants on the calculation of
shipping fee from Poslaju. For international Merchants, kindly refer to

respective logistic partner’s website for more details.

* ** Shipping Fee - once SMILDS system has integrated with the logistic
partner’s system, shipping fee will be automatically calculated based on the
weight and dimension provided.

[T Thisisa senvice /virtual product.
Dealer / Reseller Price 800 L
Retail Price 850 [ 7]
Tax I L7
Stock: |d- - @
Inventory wamning / alert level. |1
VWarning message I
‘When out of stock ® Default/ Dany orders

€ Accept orders (with waming)

image 5.1.7
* This is a service / virtual product — This feature is reserved for future
enhancement. Currently SMILDS do not allowed services or virtual product
to be sold unless it comes with physical product eg service voucher or
licensed CDs.
Dealer / Reseller Price — This is the price you set for marketplace.
Reseller (who cross-sell your products) will earn the difference between

Dealer Price and Retail Price.
eg. Dealer Price = RM50, Retail Price = RM60, the commission to reseller will be
RM10.

* Retail Price — This is the selling price you set for the product.

* Tax — This is the tax amount. (eg. VAT charges for abroad countries )

e Stock — This is the inventory for the product.
** Minimum 10 units for cross - sell hproduct.

* Inventory warning / Alert Level — You will set the minimum number of stock
for your inventory stock before alerting you with warning message.

* Warning Message — The warning message for the system to alert you when
stock reach the Alert Level.

» When out of stock, you can choose to deny orders or continue to accept the

orders.

b
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MetaTitle

Metadeseription

Meta keywords

[ Baby &Kid &Mum

r Beauty & Personal Care
™ Book&Comic

[ Computer & Networking
I™ Food &beverages

™ Gitt &Premium

I Health &Medical

~ Mobile phone

™ PetAccessories

™ Senices

[™" Toy. Hobbies & Games

[T watches , Clock & Jewerly

Input the details hereta improve product’s rank in search engines (SEO)

[36 1PHonE
Product page title, leave blank ifyou decide to use the product name

I.Apple Handphone
A single sentencefor HTML header

Keywords for HTML header, separated by a comma

image 5.1.8

* Category — Choose a category that the product belongs to.

* Meta Title - Product page title, leave blank if you decide to use the product

name

* Meta Description - A single sentence for the product
* Meta Keywords - Keywords for HTML header, separated by a comma Meta
title, Meta description and meta keywords help to improve product’s ranking

in search engines (SEO).

MetaTitle:

Metadescription

Metakeywords

3G IPHONE

oo amirons
Al sancalo T hsda

Keywords for HTML header. ssparated by a comma

Fulldescription

Shortdeseription
(appears in search rosuits)

[he Fastest Phone & er

[The Fastest Phons &/ er
[The firstthing you notice a bowt ifhane 3G S is how quickly you can bunch

attachments faster. improved performance and updated 30 graphics deli er an

L

appiicato ns. Web pages render in a fraction of the time, and you canv w email

100 I fact, everything you do on
fto 2x faster and mar e respensive than Phone 3G.

Now you can shoot video. editit, and share it — all o your iPhone 3G S Shoot
igh-quality V/GA video in portrat of landscape. Trimyour foctage by adjusting
startand end points. Then share your video in an email, post & to your Mobiele
galery. publh ¢ on Y ouTube, or syne & back o your Mae or PC using Tunae

[The new 3-megapixsl camera takes great stil phatos, 100, thanks to buit-n
autofocus and a handymew feature that lets you tap the dispay to focus an
anything (or anyone) you w ant

Save product Datails

image 5.1.9
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« Short description — The Short Description will be appear in search results.
* Full Description — Fill in the full description of the product here.
« Click Save Product Details to save product details and proceed to next
step.
ii) Images
You may upload up to 5 images for each product
» Supported Image type: jpg, gif, png
» Maximum File Size Per Image: 2000KB or 2MB

1) Click Browse to choose a image
2) Select a picture from your computer and press Open

| 1.information | 2.images || 3.Attributes | 4.Features | 5.Discounts |

Add a new image fo this product

Fie b |

Format: jpg, gif, png
Maximum file size: 2000kb

Caption [
Short description of the image

Cover: ™ Use as product cover?

If you want to select this image as a product cover

Thumbnail resize method : Automatic =

Save image

image 5.1.10
« Caption — Insert a short description for the image.
« Cover - Tick L] if you want to select the image as a product cover.
» Thumbnail Resize Method — Choose a method to resize the thumbnail.
* Automatic — The system will automatically resize the thumbnail.
» Click Save Image to save the image.

» Repeat the steps if you want to add more images.

List of current images.
Note: *ou can upload up to 5 images. for a product.

1 | 231234-30-29-B.jpg (Big. Medym, Small)
2 | 231234-30-30-B.jpg (Big, Medium, Small) "

image 5.1.11

» The image above is the list of images that you had uploaded.
+ You may remove the image by clicking & .

b
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What is a Thumbnail Image? Thumbnail image is created from standard size
m image and is used on WebPages. Utilizing thumbnail image allows your buyer to

: have quick access to webpage content.

iii) Attributes
Attributes are property or characteristics of your products.

S

@ My Products

Modifiy Product Details

Language Selection:

‘o are now editing the English versicn of the product.

-‘[.I|1Tormat|on| 2. Images |3.Almbule5 4. Features | 5. Discounts
Gl

Product Attributes

1 [3p%hone = 9| =l ] M

image 5.1.11

1) Product Options are the main attributes eg. Size
Step 1: Click the Product options , A pop up screen will appear.
Step 2: Fill in the product option & Click Insert,
Step 3: Click Close to close the pop-up window and save all the updates
a) Edit - Click Edit to change the Product Option’s Name, Click Update
to save the changes.Click Close to close the pop-up window and save all
the updates.

Product Options [x] Close
Itnbr Update I Cancal I
image 5.1.12

b) Remove - Click Remove to change the Product Option’s Name, Click
Delete to save the changes.Click Close to close the pop-up window and
hsave all the updates.

b

7/
Platform2u.com M=



2) Option Values are the sub attributes eg. S,M,L,XL,XXL
Step 1: Click Option Values , a pop up screen will appear,

Step 2: Fill in the Option Values and click Insert,

Step 3: Click Close to close the pop-up window and save all the updates.

a) Edit - Click Edit to change the Option Values’s Name, Click Update to
save the changes. Click Close to close the pop-up window and save all the
updates.

b) Remove - Click Remove to change the Option Value’s Name, Click Delete
to save the changes. Click Close to close the pop-up window and save all
the updates.

Option Values [l Close
*fou are now editing the English version of the product.
D Option Hame Option Value Action
T Black [E2E]
2 [cower = insert |
image 5.1.14

3) After setting all the product values and option values, you can now choose
the options for your products.

| 1.Information | 2.Images 3, Attributes || 4. Features | 5.Discounts |

Product Gptions | Dption Vakies

Product Attributes

1 [egenone =] [aor =] [we = F
Storage
image 5.1.15
[\.lmonnaunn‘ 2.images | 3.Atributes | 4.Features | 5.Discounts |
Product Opfions | Option Values

Product Attributes

1 [2gbnone =] [Goor =1 [wee =l -
T6gb
320b
g
Blue
Asa
vmss
image 5.1.16
-
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{ 1. Information [ 2.Images 3. Attributes ] 4. Features [ 5. Discounts ]
Product Options | Option Vakies
Product Attributes
1 [3gphone =] [coer =l [ I HE F
image 5.1.17

a) Select the Product Option for your product.

b) Select the Option Value for your product.

c) If your product has the same attributes but with different pricing, you can
key in the difference of the price here. Repeat steps a,b,c if you want to
add more.

d) Click Insert to save the update.

Example :
The retail price RM30 you set in the earlier step is for 2GB Thumb drive.
Attribute setting for

Step b Step ¢

2GB 0

4GB 15 (if the price for 4GB is RM45 (RM45-RM30)

8GB 50 (if the price for 8GB is RM80 (RM80-RM30)

1GB 5 (If the price for 1 GB is RM25 (RM25-RM30) then change

the positive sign(+) to negative (-) .

(iv) Features
You can add features of the products here.

Yau are naw edtng the English version. of the product

[~ wdermtion | 2 magen | - Routen | 4romnres | & tmconets |

A0 features to this proguct

[ies [Fitcbiette gatery, pusisn £on vouTube, or syne #back s your Hac or FE using Tanes

[2-ttegasecet Camera [ney new feature that lets you tap the display to focus en anything (or anyone) you went.

1
2
3 o coer f e o o
e [PV s o 0t corwses. Prave 56 5 can porTwe Wiy

§.

. [Cut. Copy & Paste [cut, cosy. and paste words and shetos, even between applcations.

&
a
8

.

[
[ [
I [
[

o

Update Features

image 5.1.18

Click Update Features to save the features you have entered.

view your web page anytime.

b
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The following below is the features result that you have edited.
o an
‘The Fastest Phone Ever
The first thing youl notice about Phone:  fraction of the tme, and you can
, 100, In fact, everything
B e e e S,
_ T —— g, T e
footage by ¥ titto vt ¥ publish it on YouTube, or syncit
LT
The new too, thanks to buit: fo d new feature that lets you tap the display to
focus on anything (or anyone) youwant.
i, ooy T—
e e s S b b S s Tt
il AR i
v e
Stz Tha e e
Camers new t2p the deplay anyone) you want.
o e e names your ai voa.
Corpess |t vl s, Pore 335 cnpat e
S ;
‘Available Options:
Color N |
image 5.1.19
(v) Discounts
You can set discount margin for your products.
[ 1. Information | 2. Images | 3 | 4 ‘] 5. Di ]
Add digcount to ths product
Reduction Amount: oR [ %
Avaiabity. ° From |
[ [EE
Week Mon Tue Wed Thu Fri Sat Sun
23 1 2 a 4 8 -] T
24 8 8 10 11 12 13 14
eﬁ Mark this product on-sale 25 15 18 17 1818 20 21
26 22 23 24 2526 27T 28
Final Retail Price °|ssn.nn 27 29 0
Fri 12, Jun 2009
Update -
image 5.1.20
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a) Key in the amount you want to discount or

b) Key in the percentage you want to discount.

¢) You can set the period of the promotion.
Click Calendar beside ‘From’ to set the start date for the promotion.
Click Calendar beside ‘to’ to set the end date for the promotion.

d) Tick [_] if you want to mark the product as on-sale.

e) Final Retail Price will be auto calculated when you click Update.

view your web page anytime.

Example:

SMiDS.

Wekime Guest My dccaut Ve Cart Creciad Sgnin

Baby £ Kid & Mum
Beauty & Personal Care
Book & Comic
i B
Food & baverages
e
Health & Wedical
Mobile phane
PetAccessories.
Services

Toy. Hobbs & Games.
Viatches , Clock & Jewerly

Bty U352 ocn ot g s s Cntacts and s s

3t comamss. STore X5 con R e o
Fetpud - apeste o . v bk o sopiestons
.t Lt oy s st s gt even .
Avatasie Gptons:

cotr N e |

Stcrim s s g T sl
. st 2 e,

image 5.1.21

b
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5.2 The marketplace

One of the very unique features for SMILDS is CROSS SELLING. The Cross - Selling
feature enables you to put your products in our SMILDS Marketplace, where all other
SMILDS merchant can access to. They can choose to add your Product onto their web
store and sell them. By doing so, this feature allows them to earn the commission that
you have set for that particular product.

This well-thought concept aims to help promote your products to other Merchants as well
as buyers and ultimately helps to generate more sales and profit for you and your cross-
seller partner.

Two ways to perform Cross-Selling:
(1)To cross-sell the affiliates’ products
(2)To put your product onto marketplace

5.2.1 To Cross - Sell Affiliates’s Products

Backoffice A

CATALOGUE

Browse Product Categories

-
. i
| ST P cmosasone [ | e
] WA o dnesee L e—
T — | RS- o]
9 smsve T & mmwing
¥4 : @ i
[ P TORT T gren— 2 e
er
image 5.2.1

(1) Category - Shows all the categories included in the marketplace

(2) Keywords - Type the product name or the keyword of the product that you wish to
search.

(3) Subcat - The sub categories in the marketplace

(4) Sort by - You can search product via Popularity, $ Earned/Sale, % Earned/Sale,
or Total $/Sale

b
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(5) Reset - Reset all information that you have selected in 3,4,5,6,
(6) Click Go to search the products,
(7) Or click any categories here to direct find product of your preference.

Popularity - The system will refine the most popular products
$ Earned/Sale — The system will refine the products by highest earning amount.
% Earned/Sale — The system will refine the products by highest earning percentage.

_:- ~ Affiliates Product

P Pt

Prostusts {27 toumen

v AL CARDSIADEE " ' Wy Waskatplecn Products

o et Pt aet
Frimen 450 9 pre
PRl B B mpecras) W 18
B g

E LI CARE BLABEE

image 5.2.2

(A) Price - Retail price of the product
Earn % - The Percentage you can earn if the product successfully sold out through
your web store.
Earn - The amount that you can earn if the products successfully sold through
your web store.

(8) Click ¥ adatomy site if you want to cross-sell the products.

7 (9) Check the [ ] beside the category you
. Affiliates Product
=0
resse choose s Category want the product belongs to.
Befreyu can s e sl prodct o chasse s categry wmsaa | (10) Check the [ ] if you agreed with the Vendor
Caogery: =1 - . .
- BZ:::”{C and Products Requirements Policy.
™ gook & Comic. . . .
© o W:;,mm (11) Click Comfirm and Add to Product List.
I rhod & beverages
I gt Premum
T Heatth & Medical
I Wobie phane.
I fet Accessories
T fervices
T %y, Hoobies & Games.
L _Jatcnes, ciock & seweryy
D5 sree won vt st mosses nee

image 5.2.3

b
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(i) Affiliates Product List

Affiliates Product list will list down all the products that is added to your site.

+-‘é Affiliates Product
S

Fodowrg m aftiatey products sris on paer puine BATE 5 07T B

Ay proscts St dded b oy
i ki Vi ity B 8 il
el 45 o deieleel] B B0 B

Showng russts 5132l 13
e 4y Bepme
O e Pramnt vamr Prite  famh fam Caegery 1 L —
2 &Y CARG REASER P T Ll o L) >
— AT} wall T Remtwariing : Wy el o ettt Bl ded ol
marueipase Prisate aed vel vt
Lttt .kt i)
image 5.2.4

Earn % - percentage earned by reseller (commission)

Earn

- Amount earned by seller (commission)

Category — Category that the product belongs to

In Stock - Product Inventory

Click # if you want to remove the product from your site

Besides the Affiliates Product List, you can also view the product that you obtain
for cross-sell from other Merchant in My Products.

DASHBOARD

My Products  The Marketplace

-, )
il_?é My Products

Product List
Showing results: 1-10 of 14
2] Hexds Lastes
o Image Product Hame
1
E
2
= 411 CARD READER
e

MY ACCOUNT

Code

P33

CAQ0E

MANAGE WEBSITE CATALOGUE

Price Affilales Modify Deiete Active
sasoon | ) (£ ® Q?
s | @ % Q

image 5.2.5

et Represents the product is an affiliates product

£ Represents the product is your own product.

Yol . ;
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5.2.2 To put your product onto marketplace
SMILDS Marketplace is a place where merchants can put their products and let
others to cross-sell their products.

DasHBOAED Y ACCOUNT MANAGE WEBSITE CaraLOGUT oRDERs ConTacT

Ay PenouCTs | The thansesce:

b o] Affiliates Product

Furst n Prechast At Prous
En a2 Bt st s Sam srmeew Lt amaTR e maeEane S bIe Sretc by casgerms Don) Sendes t S-est wn e st et et by
P T e . Sore 12 900 R Py S S 81 PoPrHS td CACR S 4 A 18 by e Mo e B Pt e perw o may et 8 grwns
e erntct aation your manede st e ot b2 e B
-

P— T =
Rarweess: [ PO —— =

) ]

Browss Product Categories:

&
F&*} The Marketplace > Sell A Product

—~ image 5.2.6
Step 1: Find a Product To Sell On

Choose a own product from the kst to market it on Marketplace.

Hame Ho. of Products
Baby & Kid & Mum [0 ]
Beauty & Personal Care
Book & Comic

Computer & Hetworking
Food & beverages

Gift & Premivm

Health & Medical

Mobile phomne

Pet Accessories

Services

Toy, Hobbies & Games
Watches , Clock & Jewerly

|DDﬂD|-IDDDDﬂOD

image 5.2.7
(1) Click Sell a Product,

(2) Select a product by category,
(3) Click @ to turn the bulb to green. Green light bulb means the product is
currently available in marketplace.

The following characters will appear in on-sale column when:
Character Description

** Earning for Reseller is same or less than $0.00.
Product does not include Shipping Fee
Product Inventory less than 10 items

*hk

*hkk

You will be unable to put your products onto marketplace unless you change the
product details.

b
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CATALOGUR

_1.% The Marketplace > Sell A Produst

Wiep 3 Bkt 4 AL

wuse ¥ fo.cocren

[ e )

E e et e e

iy thark st Friabans

My ot et T vl
e sgeate

o The Marketplace > Sell A Product image 5.2.8

Step 3: Please choose a Category

Betore you can put the product on-sale, do choose a category and subcalegary for the product,

S [ rr—

Confirmation

ique, Art & Calectbie
Baby, ks & Mum
Beauty & Personal Care
Baok 8 Comic fn X 0 rren
Business & Office

Camara & Camecraer

Ciothrg, Shoes & Accessores
Computer & Networking B "
Electronics § Applances.
Fooo & Beverages

Gita & Preamum

o Vaut Cick - Thumbdrive

Heatn & Uedical
Home & Gardening
custral & Farts .
Jawelry, Visiches & Clocks -
lcbie Prone & Communication
Movies & Video (DVD,VCD..)
ERmel lusic & Audio (CD, DVD...)
S usical nstruments

Services

[Toys. Hosbies & Games

0 The Marketplace > Sell A Product

Step 3 Please choose a Category

Before you can putthe product on-sale, do choose a category and subcategory for the product.

image 5.2.9

Category | Computer & Networking v|

Confirmation Product : SONY Micro VauR Cick - Thumbdrive:
Covered Area : Lecal Only
Dimension (W x D x H) : 0 mm X 0 mm X0 mm
Rem Location : Ciy, .,

e
O Emmmrrmn]

I'm agree wih Yendgr an: i

image 5.2.10

(4) Select a category to place your products in marketplace.
(5) Click the [ ] if you agreed with the Vendor and Products Requirements Policy.
(6) Click Comfirm and Add on sale List.

~ o .
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(i) My On-Sell Product List
My On-Sell Product List will show all the products that you have put onto marketplace.

; 3 The Marketplace > My Products
I.‘lnil“!wlﬂ'\ll.

Paigwing s =
Emary Sl Eah ek

e e LY IR STOOL, wymiers wil mthar Sommatcally mwmewm & arg

ey repety 11 1 6

o . Fneduct Sobrg Rwweber Ewwog L Getes e —
. e = U Coepery  Woin avamaets oo

ik g

image 5.2.11

« Selling Price - retail price.

* Reseller Price — cost price.

« Earning % - the percentage earned by reseller

» Earning - the amount earned by reseller.

» On-Sale Category - the category that divides products in marketplace.

« In stock — the product inventory.

* No. of Merchants — number of merchants who add your product to their site.
« Click # if you want to remove the product from marketplace.

7/
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D. Manage your Orders and Transaction reports

6.0 Order

Backoffice

Vieicoms, hikdem-

[Logout]
DASHBOARD

MY ACCOUNT MANAGE WEBSITE CATALOGUE ‘ORDERS CONTACTS
Orders  Inquiries

, . Orders

L

Latest Orders.

Crders
Showing resuts: 1-4 014

Date

LatestOrders
o W] F ]
:a

183+
20090804 281008 200181 **

453 0qfpending tor payment

4300 Bandinn t

ustomer
on tceivon
20090604 281006200180 ™ tan (tca@ango| O ReCHRt

20080502 281006-20017§

image 6.1

tan (tce@vahoo|

Quastty | Compas)  Tenan)
[ wssa  asno0

image 6.2
(A) This page will list the order summary,
1) Click on the order number to view the order receipt,

2) This shows the customer who made the particular order,
3) The total amount of the order,

4) Status of the order

(i) Pending for payment — Pending for Buyer to make payment
(i) Failed — Buyer failed to make payment

(iii) Completed — The buyer has made payment for the order

(B) You can refine the orders by searching under Order Number (last 5 digit no. only) or
Member’s Name. Click Go to search.

Orders

{ z\

Search Orders.

Order Number (ast Scighno on) |

lempers Name

lnfs]

image 6.3




7.0 Contact
7.1 Member Contacts

You can manage all your customer contact in Member Contacts.

Backoffice

natuanase MY ACCOUNT

Mencer { nEacis  Swsiemies Al lanager

j Gontacts
S g o
1 P o i§

image 7.1.1

(1) Click E to modify your customer contact. Edit the customer contacts and click
Modify to save the customer information.

OasBOARD v accouT MANAGE WERSITE ‘cATALOGUE omDERs | comTACTS

M Contacts  Mevwsedior ST hanager

() Contacts

ot cormsct

image 7.1.2

(2) Click & to Send SMS to your customer.

Key in the message and click Send SMS to send the SMS.

DASHBOARD. MY ACCOUNT WANAGE WERSTE CATALOGE

onoers councrs
[ -

1 Contacts.

e — Comtac
Serer [ ——
acercer hama - g
Aearees ot et
— r— 1

e —
| .
[Cp— e -
e
image 7.1.3
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(3) Click 5 to send email to customer.

Key in the email content and click Send Mail to send out the email.

(4) Click :' to view customer order history.

= o S0 S
u i

image 7.1.4

(5) Click on Latest Contacts to show all the latest customer contact that entered into
system recently.

(6) Click Add New Contact to add a new customer contact details. Click Submit to
save and add new contact.

(7) Click Find a Contact to search for customer in your customer database,Click Submit
to find a contact.

& Contacts
Find a Contact

Enter Name/¥eyword to search Submit I
image 7.1.5

(8)Newsletter — list of all the customers that have sign up for subscription for
newsletter from your web store.

(9)Customer — lists of customers who have purchased products from your web site.
Their contact will be automatically added in your system when they fill up their
personal details during check out.

(10) Self Import — Allows merchant to add contacts by their own.

74 ™
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7.2 Newsletter
Click Newsletter - to send newsletter related to your latest company update, upcoming
event, new product and so on.

oA wrAscaan gt vamsTE
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==

image 7.2.1

(1) Click Send Message to compose a message,
Click Send Message to send the newsletter
Click Preview Message to preview the newsletter
(2) Click List Management — to view all contacts which sort by alphabet.

[ —

image 7.2.2

(i) Click Remove Member(s) to delete the contact.

(ii) to find member by entering the name.
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(3) Mailing List (Group)
To view the contacts list by group

MANAGE WERSITE

cATALOGUR conTAcTs

image 7.1.4

(a) Click on the number to view the contacts under the group.

uaiting vist: [Customer =]

AuerBers ) Confirmed embers (0)

Unconfemed members inred (days
unconfenss il gt
I josephine

<jusephine@lustsimple.commy>
(14407

T KL Wan
<khwan@hotmail com=
(14407}

™ DanielHK
<nkhosm@gmail com>
(14407)

7 tan tce @ranon.com>
(14407}

I selectan

Remove Members(s)

‘Seorch member.

e

Passibie Matches.

image 7.1.5

If you want to delete a contact from the list, check the | | beside the contact
you wish to delete or you may also delete all contacts by checking the box

Select All, click Remove Member(s) to delete.

(b) Click Edit to edit the Name and description of the List. Click Edit List Now to

save the changes

(c) Click Delete to delete the category.

**Newsletter and Customer Group cannot be deleted.
Click OK if you really want to delete the category.

@ Newsletter

Maitog List (Group]

i B Dese

Newaletier
ur newaietier debrered rght 1o your e-mal bex.

2 Customer
1 rogater mabericustons tat

seif mport
uy Frst moen w1

image 7.1.6
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(4) You can find the messages you had sent before in Archives

* Click Show All if you want to show all the messages you had sent before.
» Click Hide All if you want to hide all the messages.

+ Click Send if you want to send a message

(5) To prevent a specific user from signing up, enter their email address. You can

also prevent an entire domain from signing up by entering their domain name

(e.g. @aol.com, @yahoo.com), or even an entire TLD Enter the rule and click
Add Rule

What is TLD? TLD (Top Level Domain) , sometimes also referred to as a top-level

domain name (TLDN), is the group of letters that follow the final dot of a domain
name, such as .com, .net, .org

Blackiist

Blaciist rules are used (o prevent specific stdresses, or groups of sddresses, from signing up for your ist,
News DISCHES! Fues may 11EE! ESINg MEMBEFS SRS 30 BOIENLANY FEMOVE NEM r8m your ISt
Current blacklist rules:

You currently have no blackist rules.
Add 2 blacklist rule:

o prevent a specific user from signing up, enter their email address.

You can also prevent an entre domain from signing up by entering their domain name (e.g. @aol com, @yahoo.com
entie TLD (e.g. .com, .net, .org).

), or even an

[ hddrue

image 7.1.7
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7.3 SMS Manager
Click Newsletter - to send newsletter related to your latest company update, upcoming
event, new product and so on.

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE ORDERS CONTACTS

Member Contacts  Newsletters  SMS Manager

M SMS Account Summary

SMS AccountInfo

Available Credts E

image 7.3.1

(a) Click Account Summary to view your SMS available credits.
(b) Click SMS Transaction to view the SMS history.

DASHBOARD MY ACCOUNT MANAGE WEBSITE CATALOGUE ORDERS CONTACTS
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image 7.3.2
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