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1) Change Password

1asi

Admin Account

Dashboard

e / Dashboard

TOTAL ORDERS

TOTAL SALES

@ World Map

) Recent Activity -

Customer A logged in.
@ 04m27000 10:57:94

e  On left menu, click “Change Password”

Qs

Admin Account

o Change Password

* Enter existing password
* Enter new password

Retype the password

TOTAL CUSTOMERS

Ll Sales Analytics

ll‘ F. 3 Logout @

PEOPLE ONLINE

orders
W Customers
20
15
10
52 03 04 05 06 07 08 05 10 11 12 13 14 15 16 17 18 19 5 29 30
Status Date Added Total Action

n‘, ] Logeut (@

Enter old password, followed by new password and click “save” icon to change password

IQSB

Infinite Quest Sdn Bhd



1QSB B2B/B2C Order Portal User Guide

2) Catalog

2.1 Categories

i= Qs

Admin Account Categories Home.  Caregore ﬂ e ﬂ
. = Category List

Category Name v Sort Order Action

All
Beauty & Health

Phones & Accessories

Showing 1to3 of 3 (1 Pages)

Rights Reserved

Categories o cresor

= Category List

Category Name v Sort Order

Al

Beauty & Health

Phones & Accessories

Showing 1to3 of 3 (1 Pages)

hd © 20p#2020 All Rights Reserved.
Versién 23.0.2

e Toadd new category, click the “+” icon to top right
e To edit category, click on the “pencil” icon
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# Add Category
[ English
* Category Name
Description s~ B U &  opensan AT EE = B o Xam X< ?
* Meta Tag Title t
e General Tab
o Category Name - Name of the category
o Description (optional) - Content for your own reference
o Meta Tag Title - Follow category name
= qosh Oy, & ot
LT Categories . . B -
# Add Category
Catalog
Parent
Status Enabled
e DataTab
o Parent
o Status

Enabled — Publish

Disabled — Un-publish

- If the category is parent, leave it empty. If the category is
sub-category, choose the parent category
IQSD
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2.2 Products

n‘ & Logout (@

Products me oo B-8

Product List

Product Name Price

Status
Model Quantity Image
~
Image  Product Name v Model Price Quantity Status Action

3layer mask 50pes Face Mouth Masks Non Woven Disposable Anti-Dust Meftblown cloth Masks Earloops Masks MASK-3LYR 87.8000 B n
55,0
e - ANKER-TYPC-C .
Anker 2-Port USB C Type C Wall Charger with 18W Pawer Delivery CHARGER 68.2200 n

Nen Contact Baby Thermometer Infrared LCD Body Temperature Fever Digital o m
e  On left menu, click “Catalog -> Products”

Measurement Tool Gun for

LCD-Thermometer

LQsy

n‘ @& Logout (@

d - |

oL Products i s

Dashboard

Product List

Product Name

Price Status
Model Quantity
~
Image  Product Name v Model Price Quantity Status Action

3-layer mask 50pcs Face Mouth Masks Non Woven Disposable Anti-Dust Meltblown ¢

Masks Earloops Masks MASK-3LYR 87.8000 [ =2 .m n
ANKER-IOW-WIRELESS o oee0 a u
ANKER-TYPC-C . .
CHARGER 68.2200 a m

o @)K

. Anker 10W Wireless Charger

Anker 2-Port USB C Type C Wall Charger with 18W Power 2€livery

ad Non Contact Baby Thermometer Ipf
Al

e Toadd new product, click the “+” icon to top right
e To edit product, click on the “pencil” icon

Gred LCD Body Temperature Fever Digital IR Measurement Tool Gun f
are dy Temperature Fever Digital leasurement Tool Gun for LCO-Thermometer

Remark: If the number of products exceeds the number of SKUs subscribed, system will not allow adding
any new product, you can edit product or delete unwanted product to release the quota.
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= (osp T & Logoum
admin Account el geTo[Blau RN B:-B
= ProductList
Product Name Price Status
» Products v
Model Quantity Image
i v
Marketing Update Quantity
Image  Product Name v Madel w *|
3-layer mask 50pcs Face Mouth Masks Non Woven Disposable Anti-Dust Meltblown cloth Masks Eariaol MASK-3LYR 87.8000 n
SRR
@  Aoker 10W Wireless Charge ANKER-10W-WIRELESS - ."°"
Anker 2-Port USE C Type € Wall Charger with 18W Power Delivery
ey
Bobo s
°
°

update

# Add Product

[E English

Discount Price

Image

* Product Name

Description

-]

Open sans «

A"

* Meta Tag Title

Genera Tab
o Product Name
o Description (optional)
(@]

- Name of the product
Meta Tag Title

- Content for your own reference
- Follow product name

Forehead Non Contact Baby Thermometer Infrared LCD Body Temperature Fever Digital IR Measurement Tool Gun for

To quick enabled/disable the product status, click on the “On/Off” button

To quick edit product’s quantity, click on the quantity number and a box pop-up for you to

=- @

ANKER-TYPC-C

68.2200

o) .|

o @) B

@ @ - X o ?
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Admin Account Products e E i

# Add Product

UPC @
e
e
Y

MPN @

Admin Account Products - °

# Add Product

*swe
Mode!
uPc e
[
e
158N ©

PN ©

e DataTab
o SKU - Product SKU
o Model — MPN (optional) - Optional field
o Price - Retail selling price
o TaxClass - If your product subject to SST, select the tax
otherwise leave it empty
Quantity - Stock level

o Minimum Customer Order Qty - Number of quantity customer requires to order.
(Example: If the value is 10, customer’s minimum order from 10 onwards)
o Subtract Stock

=  Yes - System will deduct quantity of product
= No - System will not deduct quantity of product (For
items which do not require inventory control)
o Out of Stock Status - Message display in front-end if quantity =0
o Low Stock Threshold - Low stock alert quantity. If quantity reaches to the

level, system will send out email notification for alert

o Requires Shipping

= Yes - System will include shipment calculation
= No - System will exclude shipment calculation
IQSD 8
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o Date Available

- Pre-set the date for product to publish
o Dimension & Weight - If your delivery is by volume or weight, you need to
fill in the number otherwise system will not calculate
shipping fee
o Status
=  Enabled —Publish
= Disabled — Un-publish
= (osh a4 #®
f?mun Account Products
= § # Add Product
e Links Tab
o Brand (optional) - Assign product to the brand
o Categories - Assign product to category
Il‘ # L
Admin Account Products °
# Add Product
» Products .
Customer Group Quantity Priority D‘““';: Price  Date Start Date End
Default v Qu p - o n

All Rights Reserved

Bulk Discount Price Tab (Bulk purchase discount Price)
o

To add new discount promotion, click the “+” icon

o To delete the discount promotion, click the “-“icon
o Customer Group
=  Default - All customers by default under this group
=  Credit Term Group - Customers who have credit term under this group
o Quantity - Number of quantities to enjoy bulk purchase
discount price
o Discount % - Discount by percentage
Price - Fixed discounted price
Start — End Date

- To leave this empty for any on-going promotion
IQSD
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“
AT A Products
# Add Product
Genera Data Links Bulk Discount Price Image
Customer Group Priority
Default v t

Discount %

Price Date Start

Date End

. - o
e Discount Price Tab
o To add new discount promotion, click the “+” icon
o To delete the discount promotion, click the “-“icon
o Customer Group
= Default - All customers by default under this group
=  Credit Term Group - Customers who have credit term under this group
o Quantity - Number of quantities to enjoy bulk purchase
discount price
o Discount % - Discount by percentage
o  Price - Fixed discounted price
o Start—End Date - To leave this empty for any on-going promotion
= rasp n‘ « Logout
Admin Account Products .o moses = [
& Add Product
Genera Data Links Bulk Discount Price Discount Price
Image
LN ]
. a
e Image Tab
o Image - Primary product’s image
o Additional Images - Add-on image
Remark: The system limit photo in jpeg or png format with maximum 2mb per image
IQSD
Infinite Quest Sdn Bhd
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2.3 Brand

IQsiy

n‘ @ Logout @

Admin Account Brands .o  so nn

Brand List

p Catalog

Brand Name v Sort Order

Apple 0

Canon

Hewlett-Packard

HTC 0
Palm 0
Sony

7
-!!-“g
H

Shewing 1 to 6 of 6 (1 Pages)

nfinite Quest Sdn Bhd © 2009-2020 All Rights Reserved
Version 23.0.2

e  On left menu, click “Catalog -> Brands”

IQsiy

n‘ @ Logout @

Adrmin Account Brands o son @

Brand List

Brand Name v Sort Order

Canon

Hewlett-Packard

Palm

Sony

7
-!!-‘\g
H

nfinite Quest Sdn Bhd © 2009-2020 All Rights Reserved
Version 23.0.2

e Toadd new brand, click the “+” icon to top right
e To edit brand, click on the “pencil” icon

IQSD 11
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Admin Account
Admin

Brands -

B

1QSB B2B/B2C Order Portal User Guide
# Add Brand

*Brand Name

“a

A

Logout (%

Fill in the brand name and click “save” icon to add

1RSI
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2.4 Information

Information

Delivery Information  Privacy Policy  Terms & Conditions

Update Payment Slip

Admin Account

Information o

iE Information List

Information Title v

Sert Order Action
Delivery Information

»  Bran Privacy Policy

»  Information

Terms & Conditions

S8R

Shewing 1o 3 of 3(1 Pages)

Rights Reserved

e  On left menu, click “Catalog -> Information”

1Qsi;

By & opous
Admin Account

Information
i= Information List

Information Title v

Sort Order Action
Delivery Information

Privacy Palicy

Terms & Conditions

EE0

showing 1 to

To add new page, click the “+” icon to top right

e To edit existing page, click on the “pencil” icon

IQSD 13
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# Add Information

o

» Information

[ English

* Information Title

1QSB B2B/B2C Order Portal User Guide

* Description

Open San

NE

* Meta Tag Title

General Tab

o Information Title
o Description
o

LQSIE

Meta Tag Title

- Page title

Admin Account
Admin

- Page content
- Follow page title
Information

nformatic
# Add Information

e

Bottom @

Status

i

BB

@ [l

X <> ?

Enabled

Sort Order

Data tab
o Bottom - Select this option to display the link in footer
o Status
=  Enabled —Publish
= Disabled — Un-publish
o Sort Order

- Page position in footer. Smaller number on
top, larger number at the bottom

14
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3) Sales
3.1 Orders

Qs

Admin Account

Orders

Logout @

L
Order List
Order 1D Order Status Date Added
» Orders v Jat =]
Order ID: Total Date Modified

Jate =
No. ~ Order ID:  Customer Status Total Date Added Date Modified Action
5 INV-; Customer A Processed RM336.06 03/04/2020 03/04) n

14 INV-24 Customer C Pending RM731.89 02/04/2020 n

3 INV- Customer A Pending RMS82.61  02/04/2020 02/04/2020 n

H " ”n
e  On left menu, click “Sales -> Orders
= dos Ty & Locoum
Admin Account Orders om  orses
Order List
Order 1D Order Status Date Added
» Orders v at E
Order 1D: Total Date Modified
ate =
No. ~ Order ID:  Customer Status Total Date Added Dat¢ Modified Action
v INV-2020-0010  Customer A Processed

Customer A

1RSI
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To print shipping label for deIiVé&/Warehouse,

RM336.06 03/04/2020

Pending RM731.89

02/04/2020
Pending

02/04/2020

select the order and click “lorry” icon
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P & ogout @

Orders e oue B

Order List
Order ID Order Status Date Added
~ j @
Order ID: Total Date Modified
Date Modified iz

Customer il

No. ~ Order ID:  Customer Status Total Date Added Date Modified Action

15 INV-20! Customer A Processed 03/04/2020

B

02/04/2020

14 INV-2020-009 ~ Customer C Pending RM731.89  02/04/2(

02/04/2020

13 INV-2020-008 ~ Customer A RMB2.61  02/04/2020

n‘ # ogout
Orders e o u -

™ Order Details & Customer Details
B online Order Form B customer

E1 03042020 3 oefour

Orders E senk Transfer Bl «stomera@emailcom
) #atshipping Rate

5678

Marketing

@ Order (#15)

Payment Address Shipping Address

Customer A Customer A

Demo Demo

Demo 5 Demo 5000

Selangor Selangor

Malaysia Malaysia

Product Model Quantity  Unit Price Total

Anker 2-Port USB C Type C Wall € ANKER TYPC-C CHARGER 2 RMES.22  RM136.44

3layer mask 50pcs Face Mouth Masks Non Woven Disposable Anti-Du Masks Earlacps Masks MASK-3LYR 2 RMB7.80  RM175.60

Sub-Total  RM312.04

Flat Shipping Rate RMS.00

IQSD 16
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Date Added Comment Status Customer Notified
Bank Transfer Instructions
03/04/2020 Bank Transfer Instructions Pending Yes

hip until we rec

Add Order History

Showing 1 to 3 of 3 (1 Pages)

Order Status Processed

Override @

Notify Customer

Comment

© Add History

e The order page list down detail information such as customer’s profile and shipping address,
item ordered etc. To update your customer about order status:
1. Add Order History

=  QOrder Status - Select the order status and click “Add History” to
update

= Comment - Additional remark for admin or customer

=  Notify Customer - To select this option, customer will receive update

for order status changed and comment. To leave this
option empty if the comment is for internal use.

Remark: The order status update here allow customer to get notice from your account -> order history

IQSD 17
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3.2 Customers

rasn

Admin Account

Customers customers

iS Customer List

Customer Name

“a

Logout (=

Customer Group Approved Date Added
. . S -
% Customers v
Marke
Customer Name v E-Mail Customer Group Status P Date Added Action
Customer A customer-a@email.com Default Enabled 01/04/2020 n rd
Customer B customer-b@emall.com Default Enabled 014 u
Customer C customer-c@email.com Default Enabled 02/04/2020 u
Showing 1 ta 4 of 4 (1 Pages)
H ", ”
e  On left menu, click “Sales -> Customers -> Customers
- [1)
= qasy | &  Logout(®
Admin Account Customers Customers ﬂﬂ
iE Customer List
Customer Name Customer Group Approved Date Added
. S -

Customer Name v E-Mail Customer Group Status P Date Added Action
Customer A customer-s@emailcom Defaul Enabled o s |
Customer B customer-b@emall.com Default Enabled 01/04/2020 u
Customer C customer-c@email.com Default Enabled 02/04/2020 u

e  Following is the button function from left to right

1.
2.

Approve account

Showing 1ta 4 of 4 (1 Pages)

Log in to front-end behalf of the customer. This is useful if customer requires your

assistance to place order

Unlock account. If customer wrongly entered password more than 3 times, account is

automatically locked
Edit customer profile

1RSI

Infinite Quest Sdn Bhd

18



1QSB B2B/B2C Order Portal User Guide

lasny

Admin Account

Customers -

O o
Dashboard

Customer List

Customer Name

Customer Group
rer N

Approved

E-Mail
» Customers

[e=]
Status

Marketing

Customer Name ¥ E-Mail

Customer A

status Date Added Action
customer-a@emall.com Default 01/04/2020 u
Customer A customer-a@emall.com efault Enabled 02/04/2020 u
Customer B customer-b@email.com Defal Enabled 01/04/2020 u
Customer C customer-c@email.com Enabled 21 02/04/2020 n
[ )

Showing 1 to 4 of 4 (1 Pages)

Custamer Group

* Company Code

* Company Name

* First Name

*Last Name

*Telephone

Status

Approved

e  Customer Group - Assign the customer into group
e Company Code - Company ID or Registration number
e Company Name - Name of the company
e  First & Last Name - Name of contact person
e Email - Company email
o Telephone - Contact number
e Fax (optional)
e  Password & Confirm - Login password. Admin set a default password and
customers are allowed to change from their profile
e  Status
=  Enabled — Publish

Disabled — Un-publish

1RSI
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4) Email Blasting

Tasi ™Y

Admin Account
Admin

From Default

To All Customers

» Bulk Mai

* Subject

* Message 7o B U ® | opensans~ ARl R e [ m X <> ?

iii

1]

"
’

e The system provides simple email blasting function. To access, go to “Marketing -> Bulk Mail”

Qs EI‘

From Default
& Marketing
To All Customers
»  Bulk Mail
* Subject
* Message o | B/U @ |opensas- A v = E = B o @ m X <> ?

o  All Customers - Send to all customers registered in the system
o  Customer Group - Send email to selected customer group
o Customers - Send email to selected customer

e Subject - Email title

e Message - Content of the email

Once complete, click the top right “mail” icon to send out

IQSD 20
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5) Landing Page Banner

Qs

Admin Account

Banners

n‘ & Logout (@

Banner List

Banner Name v Status
Hame Slider

Action

showing 1o 1 of 1 (1 Pages)

Enabled

» Banners

finite Quest Sdn Bhd

2

009-2020 All Rights Reserved.
Version 2.3.0.2

e Go to “Design -> Banners”

Qs

Admin Account

By & logus
Banners i smes

Banner List

Banner Name v

Status
Home Slider

Action

Enabled

% 10f 1 (1 Pages)
» Banners

finite Quest Sdn Bhd @

2009-2020 All Rights Reserved.
Version 23.0.2

e  Click the “pencil”

icon

1RSI
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Qs

Admin Account
Admin

Banners

Banners

# Edit Banner

* Banner Name

1QSB B2B/B2C Order Portal User Guide

Home Slider

s
Status Enabled v
[ English
Title Link Image Sort Order
nfinite Quest Sdn Bhd © 20 All Rights Reserved.
e Click the “+” icon to add new banner, “-“ icon to remove
e  Fields:
o Title - Banner title for your reference
o Link
o Image
o Sort Order

- Copy and paste the URL for user to click and go to
required

-1920px (W) x 700px (H)

other page. To leave this empty if URL link is not
- Position of the image

1RSI
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