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MERCHANT DOCUMENTATION

If you’re a merchant user, this will guide you to manage your store and everything that
belongs to your store. From managing the team, inventories, handling orders, shipping

zones, taxes, coupons, disputes and refunds etc.

Getting Started
To sell your products on Stabroek, you have to register as a merchant. Stabroek has
multiple subscription packages to choose from. Visit the MERCHANT page to register as

a merchant.
More Details:

° Benefits

° How It Works

° Pricing
° FAQs

Configurations
To login into your admin dashboard visit your_maketplace_domain/login page. For

example: http://Stabroek.incevio.com/login

Before you can start selling on the Stabroek marketplace you have to configure your shop.
Like you need to configure at least one payment method to accept payments and create a
shipping zone to allow customers to order from your shop etc. | assume you have registered

with Stabroek as a merchant. Let’s start!


http://stabroek.incevio.com/login

Info! Some options may not be accessible to you because of the marketplace rules. If you

don’t see any option you need, contact support or open a ticket.
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e General Configs
e Shop Settings

e Payment Methods
e Tax Settings

e GoLive

e Get verified



e General Configs

The first should be to update your brand information like business name, logo, cover image,

physical location etc.

SETTINGS>> GENERAL CONFIG

Demo

GENERAL SETTINGS

"SHOP MAME

SHOF URL

"LEGAL NAME

*EMAIL ADDRESS

EXTERNAL URL

*TIMEZONE

DESCRIPTION:

BRAND LOGO

COVER IMAGE

* Required fields

e Shop settings

Dema Shop 7]
htp://laravel localhost/shop/demo-shop
Dema Shep Ltd.
shop@demo.com 7]
[+
(UTC+06:00) Dhaka . @
B I U # = = =B~ =m-

The shop is for dema application

UPLOAD

Logo image size should be minimum 300x300px

.

Image size should be 1280x300px

UPDATE

Copyright © 2018 zCart. All rights reserved

2 4 9w . Merehant.

MAINTENANCE MODE @

@ -

SHOP ADDRESS @
Demo Platform Address
Bolognesi 63585

Peru

9 UPDATE ADDRESS
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na Khan

Here you can manage everything about your inventories, orders, support and notifications.

SETTINGS>>CONFIGURATIONS



Inventory

You can set the ALERT quantity level of your inventory. The system will send you a

notification email if any of your items goes below this level so that you can take action fast.

You can turn off the notification on notification settings.

SETTINGS>> CONFIGURATIONS>> INVENTORY

Order

This section is for configuring order rules. You can set the handling cost that’1l be added
with the calculated shipping cost on the checkout page. You can set the order number prefix

and suffix, defaults for payments, order tax etc. here.

SETTINGS>> CONFIGURATIONS>> ORDER



Support Information

Set customer support information like email, phone numbers, address. You can also set

default sender email address and name here.

SETTINGS>> CONFIGURATIONS>> SUPPORT

Notification Settings

You can turn on/off your notifications here.

SETTINGS>> CONFIGURATIONS>> NOTIFICATIONS

e Payment Methods
Payment method is one of the most important configurations before going live. You must
activate at least one payment method to accept payment from customers. You will find

instructions on how to activate the payment method on the configuration page.

Warning! If you don’t have any active payment method, your listing will not be visible to

customers.



SETTINGS>> PAYMENT METHOD

2 o ® @ wecha
PAYMENT METHODS

P PayPal

Chuck ot win Pary Pl
Offer customers the most convenient payment option. Accept PayPal as
an additional payment method using a “Checkout with PayPal” button.

Add PayPal as a payment method to allow customers to checkout with PayPal, Express Checkout
offers the ease of conv

nience and security of PayPal, can turn more shoppers into buyers. You
must have a PayPal business account to activate this payment method.
business account

You must have a PayPal
To activate PayPal Express:

You must have a PayPal business account to accept payments,
- Create an app to receive APl credentials for testing and live
Go to this link to create your app: hitps:

nsactions

developer,paypal com/webapps/developer/applications/myapps

ot credit cards

t -
Accept credit card payments on checkout. This can be offered with other s rl pe
payment solutions such as PayPal Express Checkout

Stripe is one of the best and safe option to charge credit and debit cards around the world. Stripe
has a simple fee structure and no hidden costs. No other gateway or merchant account is required
By using Stripe:

You have to connect our
-You agree to Stripe's

torm to your Stripe account

Manual p

ment

Offer customers offline payment options with instructions to pay outside
of your online store

TRANSFER

Pay by bank wire transfer, transfer the invoice amount via wire tranfer to the merchant account and
confirm manually. After payment confirmation the goods will be shipped.

ON DELIVERY
(=Y

>

Cash on delivery (COD), sometimes called collect on deli
wihere payment is made on delivery rather than in advance.

m e

is the sale of goods by mail order

Copyright ® 2018 zCart. Al rights reserved
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Info! You may not see all the options available here due to marketplace configuration.

e Tax Settings

This section is for listing your tax profiles. Create tax profiles and later when you will

create shipping zones you’ll need these profiles to link with the shipping zones.

SETTINGS>>TAXES



e GolLive

It’s time to go live. Let’s turn OFF the MAINTENANCE MODE and confirm.

SETTINGS>>GENERAL CONFIG

A R . Merchant. &

Demo

GEMERAL SETTINGS

"SHOP MAME: el s (] MAINTENANCE MODE @
Dema Shop

DDN

sHop upL:  hitp:fflaravel. localhost/shop/demo-shop

"LEGAL NAME: Dema Shop Ltd. SHOP ADDRESS @
Demao Flatform Address
*EMAIL ADDRESS: shap@dema.com @ Bolognesi 63585
Peru
EXTERNAL URL: ! o ¥ UPDATE ADDRESS
"TIMEZONE: (UTC+06:00) Dhaka - @
DESCRIPTION: B I U & E E Rv B3~

The shop is for demo application,

BERAND LOGO UPLOAD

Logo image size should be minimum 300x300px

COVER IMAGE v UPLOAD ]

Image size should be 1280x300px

* Required fields.
Copyright © 2018 zCart. All rights reserved. Developed by Munna Khan

Your shop is LIVE now!!!

e Get Verified

Verified sellers get more sales! Because the customer is more comfortable buying from
verified sellers. So get verified and win a shiny verified badge

ACCOUNT>> PROFILE



AVATAR

fl DELETE AVATAR

Copyright © 2019 zCart. All rights reserved

Choose file No file chosen

E38ILLING

FULL NAME®

Merchant User

NICE NAME

Merchant

ROLE

Merchant

EMAIL ADDRESS®

merchant@demo.com

DATE OF BIRTH

GENDER

Female

BIOGRAPHY

Itaque natus rerum aut eius. Vel nam repellendus quia fugiat eveniet accusantium
ad. Quibusdam quibusdam aliquid quia sapiente aut. Nesciunt nihil repellendus
blanditiis facilis. Aut aut magni amet excepturi. Est fugit sint optio vel tenetur alias

vel. Amet ¢ c
rem voluptates cum consequatur,

UPDATE

& f ®  _ Merchant

& SUPPORT TICKETS

ADDRESS

@ ADD ADDRESS

@ CHANGE PASSWORD

MERCHANT
Demo Shop 3

BRAND LOGO

ea deserunt et necessitatibus. Vitae

PARTIALLY VERIFIED

On your profile page, you’ll see your verification status. Click over the GET VERIFIED
button to submit your documents.

ACCOUNT>>PROFILE>> GET VERIFIED




=] a « % Merchant

Demo

VERIFICATION UPLOAD DOCUMENTS

UPLOADED DOCUMENTS
How Identity Verification Helps PN

Once you are verified, we will show the verified badge on your business and on your store profile page. This lets your
business build trust on the marketplace.

Your business name will be shown like this:

Demo Shop 3 :

How the process works P

* You take a picture or scan your ID [passport, driving license or government issued 10 using a HD camera and SUBMIT
upload

* Upload proof of your address (driving license, property tax receipt, utility bill or lease agreement)

« You take or upload a picture of your face.
* We will check that they are pictures of the same person.

* ‘You can not use same documentation(driving license) for 1D and Address verification

What formal identity documents do | need?
You can use:

* your passport
+ your driving license
+ agovernment issued ID.

property tax receipt
o utility bill
* lease agreement

Driving licenses and government issued 1Ds must be made out of plastic. All IDs must be valid

Copyright © 2019 zCart. All rights reserved

Follow the instructions on this page and submit your documents. The platform staff will

review your submission and take necessary actions to complete the process.

Shipping
This section is to set up all your shipping related modules like shipping zone, cost, carrier,

packaging etc.

° Shipping Zones
° Shipping Rates
° Shipping Carriers

° Packaging



e Shipping Zones

Shipping zones are the area you are doing business. Customers only from these zones can

buy from your store. You can have as many shipping zones you want and also you can

create a worldwide (rest of the world) shipping zone to cover the areas that are not in any of

your other shipping zones.

Warning! If you don’t have any active shipping zones, your listing will not be visible to

customers.

SHIPPING>>SHIPPING ZONES

Demo =
& SHIPPING ZONES

@ Domesti

recusandae 4.58%

COUNTRIES

@ Worldwide | restof theworid

dolor 5.02%

COUNTRIES

This zone includes any countries and regions not already defined
in your other shipping zones.

Copyright © 2018 zCart. All rights reserved

e Shipping Rates

T ADD MATE =

SHIFFING RATES
aut " 35 day o
g - F 000 gen @. % Gl
doloribus P . e

tandup D

B United States o
59 of 58 states # e

£ EDAT B DELETE

[= VAR ] . Merchant. o

SHIPPING RATES

est y And takes 2-17 day o
0gm-2,000gm ) [ Edit

SHIPPING RATES

aut By And takes 10-25 days o
ogm-2000gm @D [ Edit
doloribus By And takes 5-21 days o
standup (@D [ Edit

Developed by Munna Khan



You can create multiple shipping rates in a single shipping zone. A shipping rate can be
based on the total PRICE or WEIGHT. You can link the shipping carrier you will use to
ship the order so that buyers will get confidence about the shipping.

SHIPPING>> SHIPPING ZONES>>ADD RATE

Info! To calculate weight based shipping rates, you must input the shipping weight of an
item on the listing page.

Based on price:

Set the lower limit and upper limit price for the rate. This option will be shown if the total
order price lies between the price range you set.

Based on weight

Set the lower limit and upper limit weight for the rate. This option will be shown if the total
order price lies between the price range you set.

Warning! If you check the FREE SHIPPING option, then the shipping cost will be zero no
matter if you set the rate or not.

e Shipping Carriers

You can add shipping carriers and link them to your shipping rates. Customers will see the
linked carrier when they select the shipping option.

SHIPPING>>CARRIERS

e Packaging
Packaging is an optional feature but it is always recommended to offer some packaging
option to buyers. Sometimes customers buy something for a special gift to someone, so

they will be happy if you have some kind of gift wrap to offer.

SHIPPING>>PACKAGING



User Management

You can add more users as staff to manage your business. All users get access to different
modules based on the permission given by the role they belong to. Only the owner or the

merchant has full control over the system store.

Info! You can not access or modify users who have more privilege than you. You can only
create users with less privilege than yourself.

e User Roles

e Create Users

e User Roles

A user must have a role to get access to this system. You can create user roles or roles may
be created by the platform. If you’re allowed to create user roles, then you can also set
permissions for those roles.

SETTINGS>>USER ROLES



https://support.incevio.com/docs/merchant-documentation/user-management/user-roles/
https://support.incevio.com/docs/merchant-documentation/user-management/user-roles/

e Create Users

You can add the number of users depending on your subscription package. Creating a user
is very easy, just give some basic info and the user can login and update the profile as soon
as they are added.

ADMIN>>USERS

Manage Catalog

The catalog is a combination of category, product attribute, product and manufacturer
modules. With the help of these modules, you will be able to manage your marketplace
product catalog effortlessly. All the functionalities you need are there.

Info! Based on the marketplace rules you may not have access to some of the modules in
the catalog section.

e Product Attributes

e Products

e Manufacturers

o Categories

e Categories

The category module is divided into three sub-modules: group, sub-group, and category.
Category group is the grandparent and the first step to organizing the product listings, under
a category group there can be many sub-groups and finally, a sub-group can hold many
categories.

CATALOG>>CATEGORIES

You can create and manage groups, sub-groups, and categories from this section of your
admin dashboard.

An example of a category listing is like this:


https://support.incevio.com/docs/merchant-documentation/manage-catalog/categories/
https://support.incevio.com/docs/merchant-documentation/manage-catalog/categories/
https://support.incevio.com/docs/merchant-documentation/manage-catalog/product-attributes/
https://support.incevio.com/docs/merchant-documentation/manage-catalog/product-attributes/
https://support.incevio.com/docs/merchant-documentation/manage-catalog/products/
https://support.incevio.com/docs/merchant-documentation/manage-catalog/products/
https://support.incevio.com/docs/merchant-documentation/manage-catalog/manufacturers/
https://support.incevio.com/docs/merchant-documentation/manage-catalog/categories/
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Men's Fashion
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New (4
Used (

Refurbished

RATING
&Up
&Up
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]

BRAND
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Hahn PLC

Subscription

Please enter your email

Stay Connected
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Autem numquam aliquam
est consequuntur.

$34477

D
(o)

= gy T

Reprehenderit ullam
voluptatum asperiores
culpa tempora qui nemo.

$39383

B

Ab dolores omnis voluptas
fugit est quae.

$44306

Sell On zCart

Free Shipping (6)

FREE SHIPPING

o

Quia est nisi quam enim
corrupti

$21638

VERIFIED SELLER

Ea
i

Fuga reprehenderit quia et
quo nihil perferendis.

$37622

Voluptatibus sunt ea
praesentium dolorem
quod.

$38133

Let Us Help You

A typical category page on storefront

Has offers (7)

Your Account

Wishlist

New Arrivals (4)

Vel sit nihil non
temporibus tempore eum
eius aspernatur.

400" $33147

Maiores est at sequi
doloribus et inventore.

5361 $327

D
XD

Non ducimus sit itaque
autem non dicta magni

Amet in velit blanditiis sed
laborum ipsa.

2197 $21067 $27485

Fuga reprehenderit quia et
quo nihil perferendis.

$37622

Make Money Customer Service



Info! If you can not see the category on your navigation menu, It’s because the marketplace
admin doesn’t allow vendors to access this module. So you can request to get access or just
request to add your desired category into the catalog so that you can use it to create your

listings.

Category Groups

A background image can be set for the category group; the background image will be
placed on the extended category list box on the marketplace front-end when visitors
navigate to the Shop by Category dropdown. You can set a beautiful icon to display on the
left of the category group dropdown list. Hundreds of searchable icons are included to

choose and select from.

CATALOG>>CATEGORIES>>GROUPS

Please see the image below to get an idea how the assets will be used on your marketplace

storefront:

Photo & Video

Now Enjoy 10% OFF on ":’ A ‘
HOME & GARDEN &.e ?

This is how the background image and the icon will be used.



Category Sub-groups

You can think sub-group as the parent category of the end label categories. A sub-group

can hold many end label categories to organize the catalog.

Managing the sub-group is easy from this section.

CATALOG>>CATEGORIES>>SUB-GROUPS

CATEGORY SUB-GROUPS

COPY €SV EXCEL PODF

O =  Cowverimage

@ TRASH

Admin Dashboard.

Category

PRINT
Y sub-group

Mobile & Accessories
Computer & Accessories
Home Entertainment
Photo & Video
Indoor
Qutdoor
Men's Fashion
Women's Fashion
Kitchen

Garden

Copyright © 2020 zCart. All rights reserved

Parent

Home & Garden

Home & Garden

Home & Garden

Home & Garden

Electronics

Electronics

Kids and Toy

Kids and Tey

Clothing and Shop

Number of child categories

Categories

B2 L w . Superadmin

ADD CATEGORY SUB-GROUF

Q

Order
100 & w
100 =Fa
100 &
100 Zm
100 e ]
100 #w
100 Fa
100 Fw
100 #m
100 Eii]

2 3 [«

rtVersion: 2.0.2

The category is the final label. All products will be directly under the category. A feature

image can be added for every category that will be placed as a banner on top of the



category listing page. This image can describe the category better. The image size should

be 1280px X 300px to view properly.

CATALOG>>CATEGORIES>>CATEGORIES

Warning! If you trash or remove any parent Group or Sub-group, all associated child

entities also will be removed.

e Product Attributes

‘ | Saiuon |
CLLELELLLIE T

W

|

Product attributes preview

There are three types of product attributes here:

e Color/Pattern: This attribute type differs from the other two. You can set a
color/pattern image as an attribute value and the color/pattern image will be shown
as options on the product page instead of the attribute name. The pattern image

should be a tiny sample of the item patterns.



e Radio: The radio attribute type is simple and a dropdown box will be shown as
options on the product page.
e Select: The select attribute’s type is the same as the radio type and a dropdown box

will be shown as options on the product page.
CATALOG>>ATTRIBUTES

e Products
The product module is the main module in the catalog section with a whole lot of options to
play with. The product is mainly a generic item description and some set of rules to help
merchants to add listings of the products. A product can have an unlimited listing by
different merchants. If you deactivate the product here, all listings of the product will be

offline from the storefront.
You can also allow merchants to add a product to the catalog if you want.

Info! Products added by a merchant can be deleted by the merchant only if no listing exists
on the product.

CATALOG>>PRODUCTS

Catalog Rules

L7]

F
« REQUIRES SHIPPING a

MINIMUM FRICE @ MAXIMUM FPRICE @

5 0.000000



You can set if the product can be added with multiple variants, need to ship the physical
item or not. You also set price boundaries for an item so that merchant must have to set a
price between these limits to list the item to their inventory. This’ll help to keep your

marketplace from unrealistic listings or frauds.

Product Images

You can upload multiple images and a featured image when creating a product. The images
will only be visible to the storefront if the vendor listing has no image to display. Otherwise
no need to upload images with a product. Just a featured image will be ok, this will help

vendors to find the item easily when they create a listing for their store.

e Manufacturers
You can manage manufacturers or brands from this section. Marketplace visitors will be
able to visit the BRAND page to see all listings from the same brands but different vendors.

This feature will add extra values to your marketplace.

CATALOG>>MANUFACTURERS
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Stock Management

This is your stock management back office from where you can manage your inventories,
suppliers, and warehouses. On the inventory section the system divides your inventories

into three different lists:

° Active listing



° Inactive listing

° Out of stock

= CSV IMPORT = ADD INVENTORY

O ACTIVE LISTINS L) INACTIVE LISTINS ! OUT OF STOCK

e Suppliers

e Warehouses
e Add Stock

e Bulk Upload

e Suppliers
You can add all of your supplier profiles into the system. When you add new inventory

you’ll be able to select a supplier.

STOCK>>SUPPLIERS

e Warehouses
You can add all of your warehouses in the system. When you add new inventory you’ll be

able to select the warehouse the item will ship from.

STOCK>>WAREHOUSES


https://support.incevio.com/docs/merchant-documentation/stock-management/suppliers/
https://support.incevio.com/docs/merchant-documentation/stock-management/suppliers/
https://support.incevio.com/docs/merchant-documentation/stock-management/warehouses/
https://support.incevio.com/docs/merchant-documentation/stock-management/warehouses/
https://support.incevio.com/docs/merchant-documentation/stock-management/add-stock/
https://support.incevio.com/docs/merchant-documentation/stock-management/add-stock/
https://support.incevio.com/docs/merchant-documentation/stock-management/bulk-upload/

e Add Stock
Click the ADD INVENTORY button and search for the product you want to add to your
stock. If the product is allowed to create a variant then the ADD TO INVENTORY WITH
VARIANT option will show up, otherwise only the ADD TO INVENTORY button will be
there. Choose the appropriate option for you. Think from a buyer perspective and be

honest.

STOCK>>INVENTORIES>>ADD INVENTORY

= B 4 9w . Merchant, €%

aboriosam sint facilis molestias occaecati nihil.

If the product you’re looking for is not there, then probably it is not available yet on the

marketplace. In that case, you can create the product from the CATALOG PRODUCTS

section and then add it to your inventory.



Basic Info

Add your listing title very carefully, it should give a clear idea about your item in the first

place and the description should be as detailed as the need to describe everything buyer

cares about.

Images

¥ &k

The image is the single most important part of your listing. Buyers always prefer to buy

items that have good quality images. Upload multiple images from a different angle and

make sure every detail is visible on the image.



Key Features

gooocoooCcoom Key Fatures
m

The key features are some bullet point feature lists that will be placed on the top of the

product detail page. It's highly recommended to add a key feature list and list only the key

information about the item.

Listing Rules

Here you can set your listing rules like you can set how many of them you have in stock,
what is the minimum number of units a customer can buy and what will be the price for the

single unit. You can also offer a promotional price for a limited time period.



Shipping Info

SHIPPING

X FREE SHIPPING (7]

WAREHOUSE ©

Select v

WEIGHT ©

PACKAGINGS ©

Select

How you are going to ship the item to the buyers, what will be the packaging and what will
be the shipping weight of the item, is the shipping is free of cost! All the information will

go in this section.

Warning! If you have weight based shipping rates, you must give weight to calculate

shipping cost.

Attributes

@ ATTRIBUTES
COLOR

Select b
FATTERN

Select -

SIZE

Select b



Here you can set SIZE, COLOR, STYLE etc. If the attribute you need is not showing up,

you can add new attributes from the CATALOG ATTRIBUTES section on your

dashboard.

Linked Items

You can link related items that customers may feel interested to buy together. Linked items
will be shown on the product page as Frequently bought together: Link only if you think

the item is related and not just came from the blue.

SEO

sLuGt @
TAGS
Id ta

META TITLE @

META DESCRIPTION @



The slug is a required field and will be filled automatically by the system. Slug is a search
engine friendly URL that visitors will see on the browser when they visit the product page.
Also, this information will help to get buyers from a search engine like Google. It’s always

recommended to set this value rather than just leave it blank.

e Bulk Upload Inventory

/N

You can bulk upload your inventory information by CSV. You’ll find the instructions and

templates on the csv upload page.

STOCK>>INVENTORIES>>CSV IMPORT

Order Handling
This is your order handling back office. You can also create new orders from this section.

You’ll see orders in three different lists:

e All Orders
e Unpaid Orders

e Unfulfilled Orders



ORDERS>>0RDERS

CREATE ORDER

™ALL ORDERS (@ UNPAID fw UNFULFILLED

o - e . rea

L I Ovier e LA o Nt o P oymone oo

e Order Fulfilment

o Create an Order

e Order Fulfilment

To fulfill an order go to ORDERS ORDERS and click over the UNFULFILLED tab and

find the order you want to fulfill. Now click over the Order Number on the #Order column
of the order lists table. On the next screen, you’ll be able to mark the order as Paid or

Unpaid.

TIPS! To find an order, you can use the search box on the top right corner over the order

list table.


https://support.incevio.com/docs/merchant-documentation/order-handling/order-fulfilment/
https://support.incevio.com/docs/merchant-documentation/order-handling/order-fulfilment/
https://support.incevio.com/docs/merchant-documentation/order-handling/create-an-order/
https://support.incevio.com/docs/merchant-documentation/order-handling/create-an-order/
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ORDER: #964627 CONFIRMED CUSTOMER -
Reynolds
Payment: Bank Wire Transfer m Email: gy ord@hatmail.com
St PINC oD
Order details 1291 Godfrey Roads Apt. 333

Deontae Dale
West Jordimouth

Demo product detail 5604 5303 X 3 5909
06I93-3056
P+ 1496000
Total §292.2
Admin note: View larger map
Discount -$0 dilal
Quia accusamus necessitatibus
perferendis culpa ea. Shipping 58
P P
Packagin; | |
ging 50 A !
quis | Google
| Map data ®2018  Terms of Use
Taxes
0% W BILLING ADDRESS
Grand total 53002 ¥ SAME AS SHIPPING ADDRESS
SHIPPING
Tracking ID: RR123456T89CN
Carrier
D HISTORY + Total weight: 400 gm
Tracking url: #
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If you have already shipped the order to delivery, click the FULFILL ORDER button to
update the status. On the next screen, you can select the shipping carrier and update the
order tracking number so that the customer can track the order shipment. You can also send

a notification to the customer about the update.

e Create an Order
Sometimes you may need to create an order from the admin panel. Yes, you can do it! The

system has an easy to use interface with all needed features to create an order.

Go to ORDERS ORDERS and then click CREATE ORDER. Next screen finds the

customer you want to create the order for. Type the name/email/nice name, the result will



show up soon. Select the customer and click the PROCEED button to populate the order

form.

ORDERS>>0ORDERS>>CREATE ORDER
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B CART CUSTOMER
Kunde
Choose an item from here - ADD TO CART Email: velma34@erdman.net
ADDRESSES
Omnis eum sed nihil tenetur. - odic - dignissimos - repellat - New 506.2 x 1 §506.20 @
SHIPPING ADD
Voluptatem odit aut placeat et. - atque - animi - nisi - Refurbished 274.31 x 1 $27431 @ 565 Johathan Island Suite 735 G Eelit

Kohler Avenue
East Regan,

56934-T767
$780.51 Guatemala
ADMIN HOTE @ P, (216) 769-5101
-s0
T he
§15.00 BILLING ADDR 5 5
SAME AS SHIPPING ADDRESS
50
Free Bo
Vorldwide 5.02% Fa903 PAYMENT
e oo*
Grand tota 5 835.44 fumeTRer

Cash On Delivery

PAYMENT STATUS®

Unpaid

[ SAVE AND BACK PLACE THE ORDER

INVOICE
MESSAGE TO CUSTOMER @

startf

SEND THE INVOICE @
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The order creation screen is self-descriptive. You can save the order to proceed later by
choosing SAVE AND BACK or you can choose PLACE THE ORDER to process the order

the right way.

Use Saved Cart To Create Order

To create an order from a previously saved cart, go to ORDERS » CARTS and find the

cart to proceed from the cart list. Then click the USE button to process the order.



Discount Coupons

Offering a discount is the best way to get attraction from buyers. You can create an
unlimited number of coupons for your store and you have full control over the promotions.
You can set the validity time period, total quantity, how many times a single buyer can get
the discount and more control. The coupon value can be a fixed amount or a percentage of

the total order amount.

PROMOTIONS>>COUPONS>>CREATE COUPON

I o T -

MER* @

SEARCH CUSTD
* Kunde | Mrs. Megane Schultz 11l | velma3a@erdman.net

Coupon for specific customer/s:

You can create coupons that can be used by a single customer or specific group of
customers. To limit the coupon to customers, check the LIMITED TO CUSTOMERS

option and select customer/s.

Coupon for specific shipping zone/s:



You can create coupons that can be used by the customers from a specific shipping zone or
zones. To limit the coupon to the shipping zone, check the LIMITED TO SHIPPING

ZONE option and select shipping zone/s.

Customer Support
The system has built in modules to handle customer support. A complete inbox module
where you can receive, send and draft messages. Disputes and Refunds module to handle

the disputed orders.

Messages

Disputes

Refunds

Messages
The message module is designed to communicate with customers. You can only send

messages to customers and customers can also send YOu messages.

SUPPORT>>DESK>>MESSAGES

INBOX

SEND A TEMPLATE ol~[= 160f6 < >
Theresia  Aliquam deleniti doloribus sint ipsum distinctio suscipit dolores placeat. - Autem rerum dicta sed eos order
i

FOLDERS Kunde it
Q inbox -] i
saait



https://support.incevio.com/docs/merchant-documentation/customer-support/messages/
https://support.incevio.com/docs/merchant-documentation/customer-support/messages/
https://support.incevio.com/docs/merchant-documentation/customer-support/disputes/
https://support.incevio.com/docs/merchant-documentation/customer-support/disputes/
https://support.incevio.com/docs/merchant-documentation/customer-support/refunds/
https://support.incevio.com/docs/merchant-documentation/customer-support/refunds/

Send an Email Template

To send a saved email template to choose to SEND A TEMPLATE when you compose a

Nnew message.

If the marketplace allows you to create email templates, then the option will be here:
SETTINGS EMAIL TEMPLATES. Email templates can be in plain text or HTML markup

text.

e Disputes
A customer can open a dispute to an order if they’re not satisfied with your item. Initially, a
dispute will come to you, handle each dispute carefully because it’1l affect your reputation
on the marketplace. If you can’t provide a solution or if the customer is not satisfied with
your solution, he/she can appeal the dispute. At this point, the marketplace support team

will get in to solve the issue.

TIPS! It’s recommended to solve the issue with the customer politely and honestly.

SUPPORT>>DESK>>DISPUTES
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MERCHANT DISPUTE RESPONSE CUSTOMER -

Demo Shop o5 | O'Reilly
Did not receive goods

Total Disputes: 1

Last 30 days:
Qui nam Ipsam velit quis, Et qui odis valuptatam slus. Odie quis non dolorum architects. v

CREATED AT
Total Disputes: & 2 months ago
Last 30 days:n D HISTORY o LAST UPDATE
4manths ago
oMNER @ System created This disput 3 days ago
Merchant.
Copyright € 2018 zCart. All rights reserved Developed by Munna Khan

Info! Only the marketplace support team can change the status of appealed disputes.

e Refunds

When a customer opens a dispute he/she can also request for a partial or full refund of the

order total. You can also initiate a refund for an order from your admin panel.



If you’ve proper permission, you can either approve or decline the refund request in this

section.

SUPPORT>>DESK>>REFUNDS

Info! Initiating a refund will now proceed to the actual refund to the customer. You still

have to send the money by yourself.

Reports
From this place, you can have a bird’s eye look over the shop performance. You can see a

whole lot of reports like:

Sales by Months

e Conversion Rate

e Top Selling Items

e Top Gross Sale Items
e Top Customers

e Returning Customers
e Abandoned Carts

e Average Order Value
e Top Selling Categories

e Top Suppliers and more

With detailed insights. KPI to give you a quick view of how you are doing.



REPORTS>>PERFORMANCE

e KPI

The key performance indicator will show you the sales report for the past 12 months and
the financial overview of the year. You can see the conversion rate, total revenue earned in

the past 12 months, the total number of abandoned carts and average order value etc.

Top Selling Items

In this section, you’ll see the top 10 items in your inventories with detailed variations. This
table will show you how many units sold and how much revenue you got from the items.

This will help you to set your marketing strategy and add inventory.



Top Customers

52,552

G364

The list of customers who spend a lot of money on your store. This list can help you with

the marketing and you can offer discounts for these customers to convert the customer to a

returning buyer.

Returning Customers

CustamarFour

§378

471

The list of customers who buy from your store frequently. Returning customers are more

important than anything because you don’t need to do any marketing to get customers. You

can offer discounts for these customers to make them happy.



Top Categories

Halwn, Weirnanm and Kris 7 Active

Hyait PLT 5 Active
Heaney LLC 5 Active
Parker-Feil Active
Satterfiald Ine 4 Active

The list of your best performance categories and the number of listings you have on your

store. This will help a lot to get the idea of the trend and get more items in these types.

Top Suppliers
4 f
I st
Hoppe-Koavacek B [ ad
Faucek, O'Reilly and Barge B [ lad e
Miller:Mante B ert
Hintz:-Ralfan 5 Aect
Carrall-Rempel 5 Active

The list of your inventory suppliers and the number of items you have in your store from

that supplier.

More reports are coming soon.



Get Help

%) Q L @ Merchant.

Demo Shop

Member since 3 days ago

& ACCOUNT = LOG OUT

If you’re having any issue or need any kind of help with your shop. You can contact the

marketplace by opening a support ticket from your account page.

To open a support ticket, go to the SUPPOFETICKELS tab on your account section. Now click

the SUBMIT@NeW ticket button and fill out the form.

ACCOUNT>>SUPPORT>>TICKETS>>SUBMIT>>A NEW TICKET



