Surplus-GY Vendors
SURPLUS-GY.X

Quick Reference Guide

DISCLAIMER

This document is submitted with the clear understanding that its contents are
confidential and will not be shared with any third party without prior written
permission from “SURPLUS-GY.”

Purpose

The following Quick Reference Guide (QRG) has been created for the SURPLUS-GY
vendors to provide step-by-step guidance on uploading and managing products
within the Customer Portal. This document provides a straightforward summary of
the key elements and procedures for a successful listing experience, regardless of
your level of experience.

SURPLUS-GY.
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How To:

1. Register for the First Time Vendors

1. Vendors who want to sell their products using the website can register on the platform and list their
products.

2. Navigate to the SURPLUS-GY website and click on the Become a Seller button on the top.

me to SurplusGy, your one-stop shop for buying your favorite items M usD ~|| Becomeaseler || R, Helpine: 122123123

SURPLUS-GY.A"  Products » | searc Q & ioginRegister W wishist W cart (0)

Shopping-Caribbean \/  Intishopping  Vendors By County/Region \/  Malls \/  ChinaGT \/  Human Resources v/

HOME  ShopFor v/

Trendy Collection’s

New Arrivals

Itis along established fact that a reader will be distracted by
the readable content of a page when looking at its layout. The
point of using Lorem Ipsum is that it has @ more-or-less normal
distribution.

3. You will be redirected to vendor landing page and then click on the Login/Register button on top.

SURPLUS-GY.£" HOME  ABOUTUS  CONTACTUS

@ Moving Businesses Forward v

Grow Your Business w7 -
with SurplusGy

Boost your Business Sales with Surplus-GY \'§ f/

/\/ \/ . . S
/-\J \ \
.
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4. You will redirect to the Create Seller Account page. Enter all the required details of the business to
create an account. After filling out all the details the Admin will confirm your account.

HOME  ShopFor \v  Shopping-Caribbean \/  IntiShopping  Vendors By County/Region \v  Malls v  ChinaGT v/  Human Resources v/

Create Seller account

1 ’ @ Select Malls -

Al #

5. Verify your email by following the instructions sent to your inbox.

Hello

Please click the below button to verify email

Verify Link

If you need help with anything please don't hesitate to drop us an email: support@testing.com

6. Click on the Sign In button to log into the Vendor Portal.
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W AR G- i e g Y Becomaasaier] | X, Hopine: 2

SURPLUS-GY.~ Products v ! Q& iogin [Register @ wishist ¥ cart (0)

HOME  ShopFor v  Shopping-Caribbeon \/  IntiShopping  Vendors By County/Region v Malls v ChinaGT \/  Human Resources v

Seller Login to your Account

C * # N

Don't have an account ? Raglster Nou

2. Access the Vendor Dashboard:

1. After logging in, navigate to the Vendor Dashboard.

#Dashboard  MyAccount  ManageProducts  ManageOrders  Manage Reviews  Logout

Home > Dashboard

@ DASHBOARD n/1/2024 - 1/1/2024 m Reset
o/
«

Success! Login successfully.

Ronny knock

(+) ) (¥)

( '\)\L ) ( X\L |
MY ACCOUNT \\_,/ \\;_/ R /

MANAGE PRODUCTS TOTAL ORDERS (18) TOTAL ACTIVE ORDERS (11) TOTAL CANCELLED
ORDERS (3)
IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS l‘/_\;\‘ ( @1 L//(.\’\!

2. Here, vendors will view all the statistics such as Total no. of listed products, active order,
canceled orders, Total no. of delivered orders, Total earnings, etc.
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Ronny knock // \;\.‘ /’:\ /:\
2 2 et

TOTAL ORDERS (18) TOTAL ACTIVE ORDERS (11) TOTAL CANCELLED
ORDERS (3)

MY ACCOUNT
MANAGE PRODUCTS

IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD ‘/ {g\l "/é\, |/f;\\\
@ =/ A 4
I Tt AUDRIVERED ORDERS TOTAL PRODUCTS (18) TOTAL SALES (9.9)
MANAGE RATING & REVIEWS »
MANAGE ORDERS

SRIABE FEREHTS A 4

HELP AND SUPPORT TOTAL REVIEWS (4)

CHANGE PASSWORD

3. Navigate to the My Account Section. Here you can edit your profile and add your
business details.

##Doshboard My Account  Manage Products  Manage Orders  Manage Reviews  Logout

m MY ACCOUNT
o
“ A First Name * Last Name *
Ronny knock
Ronny knock
Email * Mobile Number*
knock@yopmail.com == +01 ~ 343333333

DASHBOARD

Business Name * Business Registration Number(Vat No) *
MY ACCOUNT
K Knock vat number

MANAGE PRODUCTS

Business Description *

IMPORT PRODUCTS
Lorem Ipsum, you need to be sure there isn't anything embarrassing hidden in the middile of text. All the Lorem

PRODUCT IMAGES UPLOAD

Business Address * Business Address *
FEATURED PRODUCTS Knock business Knock business Knock business K Jtm Mall, 1-A, near Railway Station, Model T L]
Guyana - Demerara-Mahaica -
Georgetown
MANAGE ORDERS
Business Logo Profile Image
EARNINGS Choose File | No file chosen Choose File | No file chosen

MANAGE REPORTS

3. How to Add a Product

1. Move to the next section, Manage Products section, here, you will add, edit, or
manage product listings.
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#Dashboard My Account  Manage Products ~ Manage Orders  Ma Reviews  Logout

s, MANAGE PRODUCTS
Ronny knock
DASHBOARD S.NO Name $ Category Price Status Created Atl} Action

1 Woolen Vest Clothing & Fashion $3,000.00 Active 08-Nov-2024 n =
MANAGE PRODUCTS
IMPO cTS 2 stanley Hardware $1256.00 06-Nov-2024 n =
PRODUCT IMAGES UPLOAD
3 shoes Clothing & Fashion $ 206.00 05-Nov-2024 a =
FEATURED PRODUCTS
B a Blue Kurti set Clothing & Fashion $3,000.00 Active 29-Oct-2024 n @
MANAGE RATING & REVIEWS
5 Levis Women Shir. Fashion $1500.00 Active 28-0ct-2024 u =
MANAGE ORDERS
EARNINGS =
6 Cucumbers Vegetables $500.00 Active 28-Oct-2024
MANAGE REPORTS
s 5,45 At AU c4
i RS B 7 New Yellow Salwa.. Parts $545000  Active 25-Aug-2024 n
CHANGE PASSWORD
8 New Salwar Desig. Parts $2,950.00 Active 25-Aug-2024 n =

2. To add a new product listing, click on the ADD NEW button.

#Doshboard My Account  ManageProducts  Manage Orders  Manage Reviews  Logout

‘, MANAGE PRODUCTS
Ronny knock
DASHBOARD SNO Name Category Price Status  Created Atl}  Action
MY ACCOUNT
1 Woolen Vest Clothing & Fashion $ 3,000.00 Active 08-Nov-2024 u 4
IMPORT PRODUCTS 2 stanley Hardware $1256.00 06-Nov-2024 u =

3 shoes Clothing & Fashion $206.00 05-Nov-2024 n ]
MANAGE COUPONS a Blue Kurti set Clothing & Fashion $3,000.00 Active 29-0ct-2024 u =
MANAGE RATING & REVIEWS

5 Levis Women Shir... Fashion $150000  Active  28-Oct-2024 u =

3 Cucumbers Vegetables $50000 Active  28-Oct-2024 u =

3. After clicking add new button, Fill in Product Information as follows:
Product Type: Simple or Variant
Simple — Use this for single products without variations.

Variant — for products with different options like sizes or colours.
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3.1 Add Simple Product Type

1. Select the Simple Product type from the drop-down.

#Dashboard My Account  Manage Products  Manage Orders ~ Manage Reviews  Logout

Home > Dashboard

D

Add Product
A

-

Product Type: * Product Condition: *

Ronny knock New v
Sl Tl T Select Brand *
DASHBOARD
Select Brand -
MY ACCOUNT
Product Name * SKU *
MANAGE PRODUCTS = + Name
IMPORT PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Country of Manufactured - Ope!
Regular price * Discounted Price

FEATURED PRODUCTS

2. Choose Product Condition if it's new, used, or refurbished.

Home > Dashboard
4|:\:: Add Product
> A
Product Type: * Product Condition: *
Ronny knock Simple Product - New -

Select Category: *

DASHBOARD used
Select Categon -
9o Refurbished

MY ACCOUNT

Product Name * SKU *
MANAGE PRODUCTS
IMPORT PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Commvryof Morsdatyed hd

Regular price * Discounted Price

FEATURED PRODUCTS

3. Choose the right Category of your product from the drop-down.
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Dashboard ~ MyAccount — Manage Products ~ Manage Orders ~ Manage Reviews  Logout

A 4

Product Type: * Product Condition: *
Ronny knock Simple Product - New -
Select Category: * Select Brand *
DASHBOARD
Select Brand -
MY ACCOUNT
SKU *

MANAGE PRODUCTS

IMPORT PRODUCTS

Opening Stock *

Farmfresh
PRODUCT IMAGES UPLOAD
Automotive
-Parts i nted Pri

FEATURED PRODUCTS Pa Discounted Price

MANAGE COUPONS

ring

MANAGE RATING & REVIEWS

MANAGE ORDERS

EARNINGS

Gbrcas
MANAGE REPORTS Lubricants

Product Video Thumbnail

4. Select the relevant Brand of the product.

# Dashboard My Account Manage Products ~ Manage Orders ~ Manage Reviews  Logo:

-

Product Type: * Product Condition: *
Ronny knock simple Product - New -
Select Category: * Select Brand *
DASHBOARD
Select Category -
MY ACCOUN
A COUNT Select Brand

Product Name *

MANAGE PRODUCTS R

Country of Manufactured * Historica
Story
PRODUCT IMAGES UPLOAD Country of Manufactured -
Motivational
Regular price * ot

FEATURED PRODUCTS

MANAGE COUPONS

MANAGE RATING & REV Upload Product Images *

[ Choose Files | No file chosen
MANAGE ORDERS

Product Video
EARNINGS
Choose File | No file chosen

MANAGE REPORTS

Product Videa Thumhnail

5. Type the Product Name as you’d like it to appear on the website.
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Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

4

Product Type: * Product Condition: *
Ronny knock Simple Product - New -
Select Category: * Select Brand *
DASHBOARD
Select Category - Select Brand -
MY ACCOUNT
Product Name * SKU *
MANAGE PRODUCTS ‘ Product Name "
MPORT PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Country of Manufactured - enir
FEATURED PRODUCTS Regular price Discounted Price
MANAGE COUPONS
MANAGE RATING & REVIEWS Upload Product Images *

Choose Files | No file chosen
MANAGE ORDERS

6. Input the SKU, which is the product's unique identifier.

shboard ~ MyAccount ~ ManageProducts  ManageOrders  Manage Reviews  Logout

)

A 4

Product Type: * Product Condition: *
Ronny knock Simple Product - New -
Select Category: * Select Brand *
DASHBOARD
select Category - Select Brand -
MY ACCOUNT
Product Name * SKU *
MANAGE PRODUCTS E : SKU
IMPORT PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Country of Manufactured - Openir
R lar price * i n Pri
FEATURED PRODUCTS eguiarpree Discounted Rrice
MANAGE COUPONS
MANAGE RATING & REVIEWS Upload Product Images *

7. Specify the Country of Manufacture where product is made.
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DASHBOARD

MY ACCOUNT

IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD
FEATURED PRODUCTS

MANAGE COUPONS

MANAGE RATING & REVIEWS
MANAGE ORDERS

EARNINGS
MANAGE REPORTS

HELP AND SUPPORT

Manage Products

Surplus-GY Vendors
Quick Reference Guide

Manage Orders  Manage Reviews  Logol

Select Category: *

Select Category -

Product Name *

Country of Manufactured *

Country of Manufactured

Country of Manufactured

Afghanistan
Albania
Algeria

American Samoa

Andorra

Anguilla

Antarctica
Antigua And Barbuda

Argentina

Armenia

Select Brand *

Select Brand

SKU *

Opening Stock *

Discounted Price

SURPL

8. Enter the Opening Stock (Available Quantity) of the product.

Dashboard My Account Manage Products Manage Orders Manage Reviews Logout
Select Category: *
DASHBOARD
Select Category -
MY ACCOUNT
Product Name *
MANAGE PRODUCTS "
IMPORT PRODUCTS Country of Manufactured *
Country of Manufactured v

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

MANAGE COUPONS

MANAGE RATING & RE\

MANAGE ORDERS

EARNINGS

Reguilar price *

ular P

Upload Product Images *

Choose Files | No file chosen

Product Video

Choose File | No file chosen

Select Brand *

Select Brand

SKU *

Opening Stock *

Opening Stock

Discounted Price

9. Set the Regular Price (Base Price) of the product.

11|Page
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shboard My Account Manage Products Manage Orders Manage Reviews Logout

Select Category: * Select Brand *

DASHBOARD
Select Category - Select Brand -

MY ACCOUNT

Product Name * SKU *
MANAGE PRODUCTS 0 " =
MPORT PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Country of Manufactured -

Regular price * Discounted Price

FEATURED PRODUCTS

Regular Price D

MANAGE COUPONS

MANAGE RATING & REVI Upload Product Images *

‘ Choose Files | No file chosen
MANAGE ORDERS

Product Video
EARNINGS

[ Choose File | No file chosen

10. Set the Discounted Price, if there’s a promotion.

#Dashboard ~ MyAccount  Manage Products ~ Manage Orders  Manage Reviews  Logout

Select Category: * Select Brand *

DASHBOARD
Select Category - Select Brand -

MY ACCOUNT

Product Name * SKU*
MANAGE PRODUCTS
IMPORT PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Country of Manufactured v enir

Regular price * Discounted Price

FEATURED PRODUCTS

agular Price Discounted Price

MANAGE COUPONS

MANAGE RATING & REVIEWS Upload Product Images *

Choose Files | No file chosen
MANAGE ORDERS I

11. Click on choose files and upload high-quality Product Images that best represent the
product.
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Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

PRODUCT IMAGES UPLOAD Country of Manufactured

I rice * i Pri
FEATURED PRODUCTS Regular price Discounted Price

‘ [Discounted Price ]
MANAGE COUPONS

MANAGE RATING & REVIEWS Upload Product Images *

Choose Files | No file chosen
MANAGE ORDERS \

Product Video
EARNINGS

Choose File | No file chosen
MANAGE REPORTS
Product Video Thumbnail
P AND SUPPORT e ]
HELEIAND SUEPOR Choose File | No file chosen

= NG WORD
CHANGE PASSWORE Product Description*

LOGOUT ® @ G- | ® ™ EmE Q3R Soure

B I S|L| s 4 | 99 | Styles - | Format -9

@

12. You can add Product Video and Video Thumbnail, if any.

#Dashboard  MyAccount  ManageProducts  Manoge Orders  Manage Reviews  Logout

UCT IMAGES UPLOAD Country of Manufactured -
Regul ” ted P
FEATURED PRODUCTS egular price Discounted Price
[ Discounted Price l
MANAGE COUPONS
MANAGE RATING & REVIEWS Upload Product Images *

Choose Files | No file chosen
MANAGE ORDERS

Product Video
EARNINGS

[Choose File | No file chosen
MANAGE REPORTS
Product Video Thumbnail

HELE AND/BUFEORT Choose File | No file chosen

CHANGEPASSWORD Product Description*

LoGouT & @ G- |- NEEE QX B S

]
B I S|L|&: 4 |99 | Syles - | Fomat - | P

65
@

13. Write a concise Product Description highlighting key features and benefits of the
product.
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#Dashboard  MyAccount  ManageProducts  ManageOrders  Manage Reviews  Logout
Product video Thumbnar

> A UPPOI
HELEENDSUEEORT Choose File | No file chosen

CHANGE PASSWORD
CHANGE PASSWOR Product Description*

LOGOUT B @ @ .| @ N~ = = O | ¥ | B Source

B I S|L| & 4z | 99 | Styles - | Format -2

14. Click Next to submit. The product is currently pending and requires Admin Approval
to be published.

g MANAGE PRODUCTS

Ronny knock

S.NO Name $ Category Price Status Created Atl} Actien
DASHBOARD 1 stanley Hardware $1256.00 E 06-Nov-2024 n = a
MY ACCOUNT
MANAGE PRODUCTS
IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

15. After the admin approval, the product status will change to Active and product will go
live on the website.
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4 Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

Home > Manage Products
@ MANAGE PRODUCTS
Ve
Ronny knock S.NO Name $ Category Price Status Created At}  Action
DASHERARD 1 Woolen Vest Clothing & Fashion  § 3,000.00 12-Nov-2024 n |

MY ACCOUNT

3.2 .Add Variant Product Type

1. Select the Variant Product type from the drop-down.

#Dashboard My Account  Manage Products Manage Orders Manage Reviews Logout

Home > Dashboard

‘II ::, Add Product

S A

Product Type: * Product Condition: *

Ronny knock New -

Select Brand *

DASHBOARD Variant Product

select Brand -

MY ACCOUNT

Product Name * sKu *
MANAGE PRODUCTS
VRORY PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Country of Manufactured -
FEATURED PRODUCTS Regular price * Discounted Price
MANAGE COUPONS
MANAGE RATING & REVIEWS Upload Product Images *

Choose Files | No file chosen
MANAGE ORDERS —

2. Follow the same steps of Simple product type from 2.1 to 13.1 to add Variant
Products type.
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ashboard My Accou Manage Products ~ Manage Orders  Manage Reviews

Product Type: Product Condition:

Ronny knock ‘ Variant Product - ] New -
Select Category: * Select Brand *
DASHBOARD
Select Category - Select Brand -
Product Name * SKU
IMPORT PRODUCTS Country of Manufactured * Opening Stock *
PRODUCT IMAGES UPLOAD Country of Manufactured -
Regular price * Discounted Price

FEATURED PRODUCTS

COUPONS
Upload Product Images *

[ cnoose Files | No file chosen

Product Video

[ choose File | No file chosen

Product Video Thumbnail

HELE AND SUBPOR [cnooseile | No file chosen

CHANGE

Product Description*

3. Afterfilling all the information, click on Submit button.

Product Video (Max Size: SMB)

[ choose Fite | No file chosen

LoGouT

Product Video Thumbnail(Max Size: 2MB)

[ cnoose file | No file chosen

Product Description®

body p strong

o] st

4. After submit, add Attributes of the products such as colors, sizes, weight, etc. If you need to add a
new attribute that isn’t listed, you can contact the admin for assistance.
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t Attributes

m ASSIGN PRODUCT ATTRIBUTES
‘/ Success! Product updated successfully

Ronny knock

Attributes

DASHBOARD I

Storage

M size

M Color

Latest attributes

look

5. Add attributes as per your product requirement then click on Merge Attributes button.

ASSIGN PRODUCT ATTRIBUTES
Success! Product updated successfully

Attributes

Color -

| Red | white
M Size -

(-

Merge Attribute m

O@Back to Edit

6. Click on Submit button.
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ASSIGN PRODUCT ATTRIBUTES
Success! Product updated successfully

Attributes

Color -

~ Red  White.
M Size -

7. Add Images, videos, price details and any discounted price specific to each attribute chosen. Then
click on Submit button.

m ASSIGN PRODUCT ATTRIBUTE OPTIONS
ho,
A "4 Success! Attribute assigned, Please fill options value
Ronny knock
# Name Upload Product Image (Max Size: 2MB)  Upload Video Thumbnail (Max Size
DASHBOARD
1
Color:Red M Size:M Choose File | No file chosen Choose File | No file chosen
OUNT
2 ColorRedM sizel Choose File | No file chosen Choose File | No file chosen
PRODUCT IMAGES UPLOAD 3 o ~ )
Color:WhiteM Size:M Choose File | No file chosen Choose File | No file chosen
FEATURED PRODUCTS
COUPONS . Color:WhiteM Size:L Choose File | No file chosen Choose File | No file chosen
MANAGE RATING & REVIEWS

MANAGE ORDERS

8. Your product will show in the Manage Product section. All new product listings require Admin
Approval before going live on the site.
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Q Success! Product updated successfully

é, MANAGE PRODUCTS
e IO e T oo
Ronny knock
DASHI S.NO Name $ Category Price Status Created Atl}  Action
ACCOUNT

1 Blue Danim Jeans Clothing & Fashion $15.00 12-Nov-2024 n = n
MANAGE PRODUCTS
IMPORT PRODUCTS 2 Woolen Vest Clothing & Fashion $ 3,000.00 Active 12-Nov-2024 n = n

3.3 Upload Product in Bulk

1. To add products in bulk, click on Import Products' section.

#Dashboard  MyAccount  Manage Products  Manage Orders  Manage Reviews  Logout

@ IMPORT PRODUCTS
\~) File *
-
4 Choose File | No file chosen
Ronny knock s.m (J:RS8 Download Sample
DASHBOARD

MY ACCOUNT

MANAGE PRODUCTS

| IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

2. Download the Sample CSV file to check all the necessary columns you need for bulk uploading.

#Dashboard  MyAccount  Manage Products  Manage Orders  Manage Reviews  Logout

@ IMPORT PRODUCTS
\~7 File *
L
- Choose File | No file chosen
Ronny/knock (RS Download Sample
DASHBOARD
MY ACCOUNT

MANAGE PRODUCTS

IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

3. In the
sample file, you'll see columns like:
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< SKU: unique identifier ID of a product

% Product Type: Choose between 'Simple' or 'Variant' for Product Type from the dropdown menu
+» Product Condition: choose from dropdown whether it is new, used and refurbished

+ Main Category, Subcategory: Choose the best match for your product.

+ Brand Name: Add brand of the product

Country of Manufacture: Add manufacturing country

Stock: Mention available product quantity

Price: Set base price of the product

Discounted Price: If there’s a promotional offer, set the discounted price

Description: Use the text editor to provide a detailed description of the product.

Images: Enter the exact name of each image file, matching the names of images saved on your
desktop.

X3

S

X3

*

X3

*

X3

8

X3

*

R/
0.0

8 D £ : s " L
1 [sku Title Product Type _ Product Condition MainCateg: SubCategoiBrand Name _Country Of Stock  Price _ Discounted Description images
2 B Test  Variant New Barika Mart Clothing & Sony Thdia T 3600 7500 Readymade KURAS.JpE,KURAS_3.ipg

‘| —

4. For products with Variants, switch to the 'Attributes’ tab in the same CSV sheet.

A B C D E F G H 1 J
1 |Sku _Attribute Price Discounted price image_path
48481 Color:Red 2800 1800 KUR43_2.jpg

Eiogucs >

5. Add details like SKU, Attribute, Price, Discounted Price, and Image Path. If the product is simple,
leave these fields empty, but do not delete the Attributes tab.
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SURPLUS-GY.

INSERT ~ PAGELAYOUT ~ FORMULAS DATA REVIEW VIEW

HOME

= ) o rtosum -
General - E 3 B < X EAutnSu m

: - g | s T Fill ~

S Merge & Center ~ &7+ 9 5 %3 93 Conditional Formatas Cell

Formatting~ Table~ Styles -

Style: ell Editing

by #
Sort & Find &
Filter ~ Select ~

| A A = - E¢ Wrap Text

A~ & 5

Clipboard & ont o Alignment & Numbe ]

Calibri M LU

81 u- - & Insert Delete Format
- - - # Clear~

' Format Painter
A1 v fe || sku

B C D
Price
2800

image_path l
1800 KURA9_2.jpg

A
1f[sku |attribute
48481 Color:Red

Discounted price

Products | Attribute D <

You can as many as products you want in the CSV file. Once all your details are filled in, save the
file as a CSV.

© s o~
< <« New Volume (D:) Product sheet v O = Pro t sheet ye
rize - New folder S 9
Documents ~ Name Date modified Type
Downloads
No ite rs g
Music
Pictures
Videos
Local Disk (C:)
New Volume (D:
Network
v < >
File name: | Product File for SURPLUS-GY ~
Save as type: | CSV (Comma delimited) M
Authors: admin Tags: Add atag
e Folders Tools | | Save I Cancel

7. Before uploading the CSV sheet, first move on to Uploading Product Images.
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SRS oYX

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

@ IMPORT PRODUCTS IMAGES
\~ ) File *
e
w [ Choose File | No file chosen
DASHBOARD
MY ACCOUNT
MANAG E PRODUCTS

IMPORT PRODUCTS

| PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

MANAGE COUPONS

8. Need to prepare a ZIP file with all product images. Ensure each image name in the ZIP matches
exactly what was listed in the CSV sheet.

Product images

9. Upload the image ZIP file in the 'Product Image Upload' section.
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SURPLUS-GY.X

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

@ IMPORT PRODUCTS IMAGES

File *

A 4 Soostia ]
[ €hoose File | No file chosen

DASHBOARD

MY ACCOUNT
MANAGE PRODUCTS
IMPORT PRODUCTS
FEATURED PRODUCTS

MANAGE COUPONS

Click on Submit button.

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

@ IMPORT PRODUCTS IMAGES

File *

7
w ‘ Choose File ‘ No file chosen

DASHBOARD

MY ACCOUNT
MANAGE PRODUCTS
MPORT PRODUCTS
FEATURED PRODUCTS

MANAGE COUPONS

After successfully uploading the images, again move to Import Product section and upload your
saved CSV file.
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SRS oYX

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

Home > Manage Products

IMPORT PRODUCTS

File *

Choose File | No file chosen

Ronny knock (< N:LC'8 Download Sample

DASHBOARD

MY ACCOUNT

MANAGE PRODUCTS

IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

Click on Submit button.

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

Home > Manage Products

@ IMPORT PRODUCTS

\ "~ File *

-
| Choose File ‘ No file chosen

PRI vcuricad sample

DASHBOARD

MY ACCOUNT

MANAGE PRODUCTS

IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

After submit, you'll receive the successful product uploading message.
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SRS oYX

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

Home > Ma roducts

@ Success! Product import completed successfully!
t - ¥
A
"“', IMPORT PRODUCTS
File *

Ronny knock —
| choose File | No file chosen

MY ACCOUNT

MANAGE PRODUCTS

IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

To go live on the website, Admin will approve all the listings.

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

Home > Manage Products

@ MANAGE PRODUCTS

Ranny:knack S.NO Name $ Category Price Status Created Atl} Action
DASHBOARD 1 Woolen Vest Clothing & Fashion $300000  Active 12-Nov-2024 n =
MY ACCOUNT

2 stanley Hardware $1,256.00 06-Nov-2024 n =
MANAGE PRODUCTS

MPORT PRODUCTS (T3
3 shoes Clothing & Fashion $ 206.00 05-Nov-2024

PRODUCT IMAGES UPLOAD

. . . IO . |
FEATURED PRODUCTS 4 Blue Kurti set Clothing & Fashion $ 3,000.00 Active 29-Oct-2024 |

4. Featured Products

1. Use the Featured Product option to highlight specific items on the website (SURPLUS-GY)
home page.
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# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

Home > Manage Featured Products
@ MANAGE FEATURED PRODUCTS
Nk |
A Y Filter Reset
Ronny knock S.NO Name#? Amount Start At$ Expired At$
1 Cucumbers $ 51.00 28-Oct-2024 28-0ct-2025
DASHBOARD
2 Levis Shirt $ 5100 28-Oct-2024 28-0ct-2025
MY ACCOUNT
3 Woolen Vest $ 51.00 12-Nov-2024 12-Nov-2025

MANAGE PRODUCTS
MPORT PRODUCTS
PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

MANAGE COUPONS

MANAGE RATING & REVIEWS

2. Contact ADMIN to add specific products on home page by mentioning time range.

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

Home > Manage Featured Products

MANAGE FEATURED PRODUCTS

D

\ / ~ 5 t Y Filter Reset

< ~

Ronny knock S.NO Name$? Amount StartAt$ Expired At$
1 Cucumbers $ 51.00 28-Oct-2024 28-Oct-2025
DASHBOARD
2 Levis Shirt $ 5100 28-Oct-2024 28-Oct-2025
MY ACCOUNT
3 Woolen Vest $ 51.00 12-Nov-2024 12-Nov-2025
MANAGE PRODUCTS

MPORT PRODUCTS

PRODUCT IMAGES UPLOAD

FEATURED PRODUCTS

MANAGE COUPONS

MANAGE RATING & REVIEWS

5. Manage Coupons:
1. Navigate to Manage Coupons section to give discounts for specific products or categories.
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SRS oYX

4# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

@ MANAGE COUPONS

@ .
v S.NO Code$ Type$ Value$ Status StartDate - End Date Action

1 NEWI0 Percentage  10% =D 13-Nov-2024 - 14-Nov-2024
Ronny knock

DASHBOARD 2 NewCode Fixed 3000 =  12-Nov-2024 - 13-Nov-2024 n
MY ACCOUNT

3 Time Fixed 100 =  12-Nov-2024 - 13-Nov-2024 a n
MANAGE PRODUCTS

4. 8Nov Percentage 10% [ Active ] 08-Nov-2024 - 30-Nov-2024
IMPORT PRODUCTS 9 n
PRODUCT IMAGES UPLOAD .

5. 7Nov Fixed 100 )  07-Nov-2024 - 30-Nov-2024 nn
FEATURED PRODUCTS

6 280CT Fixed 200 )  28-Oct-2024 - 29-Oct-2024 n
MANAGE COUPONS
MANAGE RATING & REVIEWS 7 U08ZINTasdad ~ Percentage 2% 20  30-Mar-2024 - 31-Mar-2024 n
MANAGE ORDERS

8. New Percentage 1% [ Active ]

29-Mar-2024 - 30-Mar-2024 n

EARNINGS

2. Click on “Add New” button to create new coupons and discount code.

4 Dashboard My Account

Manage Products Manage Orders Manage Reviews Logout

MANAGE COUPONS

e
v S.NO Code? Type$ Value$ Status StartDate - End Date Action
1 NEWI0 Percentage  10% [ Active ] 13-Nov-2024 - 14-Nov-2024 [r'3
Ronny knock
DASHBOARD 9 NewCode Fixed 3000 =™  12-Nov-2024 - 13-Nov-2024 B u
MY ACCOUNT
3 Time Fixed 100 =  12-Nov-2024 - 13-Nov-2024 n
MANAGE PRODUCTS
4. 8Nov Percentage 10% [ Active ] 08-Nov-2024 - 30-Nov-2024
MPORT PRODUCTS 9 au
PRODUCT IMAGES UPLOAD ;
° 5 7Nov Fixed 100 =  07-Nov-2024 - 30-Nov-2024 n
FEATURED PRODUCTS
=D

28-Oct-2024 - 29-Oct-2024 n

6 280CT Fixed 200
MANAGE COUPONS

3. Fill all the necessary details as follows:

Coupon Code: Enter a unique code for the coupon (e.g., “NEW10”).

o Category: Choose a category from the dropdown for applicable products.
Description: Brief description of the coupon (e.g., “Get 10% off on electronics items above
$10007).

e Coupon Type:
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SURPLUS-GY.%

% Percentage: Discount calculated as a percentage (e.g., 10%).

@

% Fixed: A fixed discount amount (e.g., $10).

+ Promo Code Value: Enter the discount amount or percentage.
Minimum Purchase Requirement: Set a minimum order value for the coupon to apply.
Usage Limits: Specify how many times this coupon can be used by one customers.
Validity Dates: Set the start and end dates for coupon validity.
Status: Select the coupon’s status as either Active or Inactive.

4 Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

—
Code
te e Generate
Ronny knock
Select Category: Description:
BICRON Select Category -
MY ACCOUNT Type Promo Code Value
MANAGE PRODUCTS Percentage e

IMPORT PRODUCTS Minimum Purchase Requirments
No Minimum Purchase ®) Minimum Purchase Amount

PRODUCT IM Y
RODUCTMACES UFLOAD Enter minimum purchase amount

FEATURED PRODUCTS er mir e

MANAGE COUPONS Usage Limit
No Usage Limit @) Enter Usage Limit

MANAGE RATING & REVIEWS
= = Enter Usage Limit (Per Customer)

MANAGE ORDERS er the ma u e

EARNINGS Date Limits

Start Date Select End Date Select
MANAGE REPORTS

elect start date elect er te

HELP AND SUPPORT

Status

4. After filling all the details, click Submit to add the coupon.

#Dashboard My Account  Manage Products  Manage Orders  Manage Reviews

MANAGE PRODUCTS rercentage h

R — Minimum Purchase Requirments
No Minimum Purchase @) Minimum Purchase Amount

PRODUCT IMAGES UPLOAD 2
Enter minimum purchase amount

FEATURED PRODUCTS

MANAGE COUPONS Usage Limit
( No Usage Limit @) Enter Usage Limit

MANAGE RATING & REVIEWS "
Enter Usage Limit (Per Customer)

MANAGE ORDERS

EARNINGS Date Limits

Start Date Select End Date Select
MANAGE REPORTS

HELP AND SUPPORT
Status

CHANGE PASSWORD Select Status

LOGOUT

Bsubmit | L R:LTTS

5. Once the coupon is added, the vendor can edit, delete, or change the status (Active or Deactivate)
of the coupons from the Manage Coupons section.
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SRS oYX

# Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

MANAGE COUPONS

S.NO Code? Type$ Value$ Status StartDate - End Date
1 NEWI0 Percentage 10% 13-Nov-2024 - 14-Nov-2024
Ronny knock
DASHEOARD 2, NewCode Fixed 3000 =D  12-Nov-2024 - 13-Nov-2024 n
MY ACCOUNT
3 Time Fixed 100 =™  12-Nov-2024 - 13-Nov-2024 n
MANAGE PRODUCTS
4 8Nov Percentage 10% [ Active | 08-Nov-2024 - 30-Nov-2024
IMPORT PRODUCTS 9 n
PRODUCT IMAGES UPLOAD
5. 7Nov Fixed 100 )  07-Nov-2024 - 30-Nov-2024
FEATURED PRODUCTS
6. 280CT Fixed 200 0  28-Oct-2024 - 29-Oct-2024
MANAGE COUPONS
MANAGE RATING & REVIEWS 7 IU08ZINTasdad ~ Percentage 2% =  30-Mar-2024 - 31-Mar-2024

MANAGE ORDERS

6. Manage Ratings & Reviews:

1. Navigate to the Manage Ratings & Review section to monitor customer feedback, ratings, and
reviews.

Dashboard My Account Manage Products Manage Orders Manage Reviews Logout

MANAGE RATING & REVIEWS

S.NO User$ Product$ Rating $ Posted On |} Status $ Action
1 customer Customer  Levis Women Shirt W% 29 October2024 Unapproved @ n
Ronny knock
2 customer Customer  Cucumbers % 29 October2024 Pending Lo Ag
DASHBOARD
3 customer Customer  Verify www&k 12June2024 Pending Lol Ad
MY ACCOUNT
4 Jugal Kishoreee Verify % 31May2024 Pending oM Ad

MANAGE PRODUCTS
IMPORT PRODUCTS
PRODUCT IMAGES UPLOAD
FEATURED PRODUCTS

AANAGE COUPQNS

MANAGE RATING & REVIEWS

A onoEnc

2. Here you can approve or disapprove the reviews from customers.
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shboard My Account ~ Manage Products  Manage Orders  Manage Reviews  Logou

MANAGE RATING & REVIEWS

User$ Product$ Rating ¢ Posted On |} Status ¢ Action

customer Customer  Levis Women Shirt %% 29 October2024 Unapproved @
Ronny knock

customer Customer Cucumbers * 29 October 2024 Pending @

DASHBOARD

MY ACCOUNT

Jugal Kishoreee Verify w % 31May 2024 Pending @

Approve
customer Customer  Verify %A% 12June 2024 Pending ®

MANAGE PRODUCTS

MPORT PRODUCTS
PRODUCT IMAGES UPLOAD
FEATURED PRODUCTS

MANAGE COUPONS

MANAGE RATING & REVIEWS

7. Manage Orders:

1. Navigate to the Manage Orders section to track all your orders data in the.

Dashboard My Account  Manage Products  Manage Orders  Manage Reviews  Logout
Q MANAGE ORDERS

Please select - L r E

DASHBOARD S.NO  OrderDatel} Order id Total Price $ Order Status Action

Ronny knock

MY ACCOUNT 1 12-1-2024 10491-1731404967-76g198 $2700.00 In Progress @

MANAGE PRO

2 12-11-2024 10490-1731403565-3LXSA4 $2520.00 In Progress @
DRT PRODUCTS
3 12-11-2024 10489-1731397372-ECVbDz $2900.00 In Progress Lol
PRODUCT IMAGES UPLOAD
G URE Thelia a 12-1-2024 10488-1731397220-2Gs6nC $2900.00 In Progress ©
MAN. NS 5 12-11-2024 10487-1731395445-N804Ud $1980.00 In Progress @
RATING & REVIEWS
6 12-1-2024 10486-1731395240-3MLXPa $2520.00 Delivered Lod
MANAGE ORDERS
z 12-11-2024 10485-1731395128-VSzDjb $2700.00 In Progress @
REPORTS 8 08-11-2024 10477-1731076793-2SFjxt $2700.00 In Progress (ol

2. Here you can see order date, order Id, order price, and order status (In Progress, Delivered).
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MANAGE ORDERS

C Please select - Sioh OrcerE
Ronny knock
DASHBOARD S.NO OrderDatel} Order Id Total Price & Order Status Action
UNT 1 12-11-2024 10491-1731404967-76g19B $2700.00 In Progress ®
MANAGE PRODUCTS
2 12-1-2024 10480-1731403565-3LXSA4 $2520.00 In Progress @®
DRT PRODUCTS
3 12-11-2024 10488-1731397372-ECVbDz $2900.00 In Progress @
T IMAGES UP!
L) 12-11-2024 10488-1731397220-2Gs6nC $2900.00 In Progress @
5 12-11-2024 10487-1731395445-N804Ud $1980.00 In Progress @
MAN, RATING & REVIEWS
6 12-11-2024 10486-1731395240-3MLXPa $2520.00 Delivered ®
MANAGE ORDERS
7 12-1-2024 10485-1731395128-VSzDjb $2700.00 In Progress @®

EARNINGS

3. You can view the invoice for any specific order by clicking on yellow View button.

# Dashboard My Accous

Manage Products Manage Orders M

Logout

m MANAGE ORDERS

Please select -
m Rocos
Ronny knock

DASHBOARD S.NO Order Date |} Order id Total Price $ Order Status Action

1 12-11-2024 10491-1731404967-76g198 $2700.00 In Progress ®
MANAGE PRODUCTS

2 12-1-2024 10490-1731403565-3LXSA4 $2520.00 In Progress @
IMPORT PRODUC

3 12-1-2024 10489-1731397372-ECVbDz $2900.00 In Progress @
PRODUCT IMAGES UPLOAD
T 4 12-1-2024 10488-1731397220-2Gs6nC $2900.00 In Progress (o]
MANA 5 12-11-2024 10487-1731395445-N804Ud $1980.00 In Progress [o)
MANAGE RATING & REVIEWS

6 12-1-2024 10486-1731395240-3MLXPa $2520.00 Delivered ®
MANAGE ORDERS

7___12-1-2024 10485-1731395128-VSzDib £2700.00 In Proaress. ®

4. You can change the status of orders and add the comment.
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SURPLUS-GY.X

#Dashboard My Account  ManageProducts  Manage Orders  Manage Reviews  Logout

FEATURED Pl

city Jaipur city Jaipur
State/Postal Code/Country  Rajasthan 302017, State/Postal Code/Country  Rajasthan 302017,
MANAGE RATING & RE' S
Phone T: 9079912345 Phone 9079912345
MANAGE ORDERS
_ Item Ordered
EARNINGS
Product Price Quantity Total
MANAGE REPORTS
Woolen Vest (Colorcrey) $2,800.00 1 $2,800.00

HELP AND SUPPORT

Order Total

CHANGI . . . + .
Note for this Order Shipping & Handling Information
Order Status Subtotal(inc. Tax) $ 2800
Total $ 2800
Comment
Applied Coupon ITime
Discount Amount $100.00
Desverec Grand Total $ 2700.00
Cancelled
, Total Commission so
failed
n Transit
' Download Invoice
Payment Pending

retorHistory

5. You can download the invoice from here.

8. Earning:

1. Navigate to the Earning Section, gives you a breakdown of your income, showing how much
you’ve earned per order.

SURPLUS-GY.&"

ashboard My Account  Manage Products ~ Manage Orders  Manage Reviews  Logout

w Ds: Orderid$ Order Amount $ Earning $ Date 13
1 10486-1731395240-3MLXPG $2,520.00 $2,520.00 2024-11-12 03:31:51
Ronny knock
2 10454-1730817556-dbx0eE $1,020.00 $900.00 2024-1-07 0717:52
i 3 10447-1730124074-8NQzjh $1,746.00 $1,636.00 2024-10-28 05:50:51

IMPORT PRODUCTS

PRODUCT IMAGES UPLOAD

MANAGE RATING & REV

MANAGE ORDFRS

EARNINGS
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SURPLUS-GY.X

9. Manage Reports:

1. Navigate to Manage Reports section to track your store’s performance through graphs and stats.

# Dashboard My Account Manage Products Manage Orders

Filter

Ronny knock 10/18/2024 - 1/18/2024

DASHBOARD

2 Total Earning

MY ACCOUNT
MANAGE PRODUCTS
IMPORT PRODUCTS
4
PRODUCT IMAGES UPLOAD & Total Completed Order
FEATURED PRODUCTS
MANAGE COUPONS
MANAGE RATING & REVIEWS
MANAGE ORDERS
EARNINGS

MANAGE REPORTS

HELP AND SUPPORT

Manage Reviews

Logout

Reset

17 &

iz Total Processing Order

3 E 3

& Total Cancelled Order

2. Track total processed, delivered, and returned orders to better understand your sales trends.

# Dashboard My Account  Manage Products

Filter

Manage Orders

Ronny knock 10/18/2024 - n/18/2024

Manage Reviews

Logout

Reset

DASHBOARD
0

&2 Total Earning

MY ACCOUNT
MANAGE PRODUCTS

IMPORT PRODUCTS 4

PRODUCT IMAGES UPLOAD & Total Completed Order

FEATURED PRODUCTS

17 &

#: Total Processing Order

3 &

& Total Cancelled Order

MANAGE COUPONS

MANAGE RATING & REVIEWS

MANAGE ORDERS

EARNINGS

MANAGE REPORTS

HELP AND SUPPORT
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SURPLUS-GY.%

10. Help and Support:

1. Visit Help & Support section to submit a query. Our support team is here to help with any
issues you encounter.

# Dashboard My Account  Manage Products  Manage Orders Manage Reviews  Logout

\ B
“ L First Name * Last Name *
Ronny knock
Ronny knock
Email * Mobile Number *
knock@yopmail.com 343333333
Message *

MPORT PRODUCTS

PRODUCT IMAGES UPLOAD

MANAGE ORDERS

1. Change Password:

1. For security, you can update your credentials anytime in the Change Password section.

#Dashboard My Account  ManageProducts  Manage Orders  Manage Reviews

HELP AND SUPPORT
CHANGE PASSWORD
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12. Log Out:

1. When you’re done, simply click Logout to exit your dashboard securely.
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