
1.0 USER GUIDE

1.1 Setting up an account

→ Step 1
Enter Company Registration Number on the sign-up page. Click Proceed button to next stage.



→ Step 2
Fill the mandatory fields (Login ID, Password, Retype Password, Full Name, Email and preferred Language). The rest fields in 
Basic Information, Address and Contact Person section are populated from SR based on Company Registration Number.



→ Step 3
Click ‘here’ word to proceed.



1.2 Activation of an account

→ Step 1
Login the system with registered username and password



→ Step 2
Click ‘Proceed’ button to start the activation wizard. This activation wizard includes user profile updating, marketplace 
selection, supplier category type definition and hosting subscription.

If supplier wants to terminate the wizard, the system will save the last session and it’s continued to next session after supplier 
re-login.



→ Step 3
Activation Wizard – Define Supplier Type
Select the supplier type for each registered category code and tick ‘Create Catalogue?’ if u wants the items under that category 
code as catalogues. Supplier types are divided into 3 types, Manufacturer, Distributor and Retailer



→ Step 4
Activation Wizard - Select Catalogue Hosting
Select the catalogue Hosting Pricing by package or by items. 



→ Step 7
Activation Wizard End- Catalogue Subscription Confirmation
Click Print to print out the subscription information and click the ‘Proceed’ button to end the activation wizard.



1.3 User Profile Management

→ Step 1
Click ‘Add’ button to add new user.
Click ‘Delete’ button to delete user from user list.



→ Step 2
Fill the required information in the new User Form. Choose the role of user either administrator or normal user

→ Step 3
Click ‘Proceed’ button to save the user information.



1.4 Catalogue Management

→ Step 1
Click 

o ‘Search Catalogue for Creation’ to search the existing catalogue. 
o ‘Publish’ to publish item to marketplace
o ‘Delete’ to delete catalog from list.
o ‘Suspend’ to suspend catalog from marketplace.
o ‘Activate’ to activate catalog to marketplace.



→ Step 2
Catalogue –Search Catalogue
Select the category Code and enter the Keyword/Name/Description on the required fields



→ Step 3
Catalogue –Search Catalogue Result
Click ‘create Primary item’ button to create catalogue. Only manufacturer allow creating primary item. The distributor and retailer, 
they only can use the master details to create new items by click the ‘Add’ in actions column.



→ Step 4
Catalogue – Create Catalogue
Enter the item’s information (primary and additional Info). Click proceed to display the details of item information



→ Step 5 Catalogue Details – Catalogue Details
Step 5.1 - Display Catalogue Details
To update the catalogue details. Click the ‘Update’ button.



Step 5.2-Catalogue Details - Update Catalogue Details
Additional Description is mandatory Field.



→ Step 6 Catalogue Details – Catalogue Price
Step 6.1 - Display Catalogue Price
After Catalogue Details completed, supplier can update the item’s price by clicking the edit button.



Step 6.2 Catalogue Details – Add / Update Normal Price



Step 6.3 Catalogue Details – Add / Update Promotional Price 





Step 6.4 Catalogue Details – Add/ Update Tier Price



Step 6.5 Catalogue Details – Add/ Update Zonal Price



→ Step 7 Catalogue Details – Catalogue Image
Step 7.1 – Display Catalogue Image

Click image tab to display catalogue image. To add or update catalogue image, click on update button.



Step 7.2 - Catalogue Details – Add/ Update Catalogue Image
Browse image that would like to upload into catalogue item. 



→ Step 8 Catalogue Details –Catalogue Keyword
Step 8.1 – Display Catalogue Keyword

Click keyword tab to display catalogue keyword. To add or update catalogue keyword, click on update button.



Step 8.2 Catalogue Details –Add/ Update Catalogue Keyword
Enter keyword and click Add to proceed.




