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ﬁ Shopee

What is sub-account platform?




Shopee

Sub-account platform is a...

Multi-shop and multi role management .~
system

= Allows sellers to set up multiple accounts with different

permissions for different shops to process daily operations H H A
b

= Sellers can have a team of members to manage different shop

functions, varied shop decorations, shipping instructions, and
more tailored for each shop. / \
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Process Flow
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The current process flow of accessing all shops at once

This is the current process for seller who owns multiple shops. Seller is required to login all accounts with
different and/or multiple web browsers and/or computers at the same time.

Shop B
Google Chrome Window Explorer Safari
Admin 1 Admin 3 Admin 5 *All users have the same
access to all the features in
Packer 2 Picker 4 Packer 6 the Seller Centre.
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Process Flow for ‘Sub-Account Platform’

Shopee introduced a new feature named as ‘Sub-Account Platform’ that helps seller to combine all shops
and allow seller to segregate the duties of their staff and/or workers with one web browser at one glance.

Main Account Main Account created by Seller

1.  Main account has all

_LShO _A _p_S.ho C —LSho A rights to grant the

Admin Finance Chat permission for each
staff members.

Shop B Shop D Shop B

Chat Finance Chat 2. The main account
allows access to all
shops with one web
SLC?];,[LC browser.
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What is main account and member account?
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What is main and member account?

Main Account

Main administrator control of all member
accounts. It has the ability to create,
preview and edit member accounts of
any users.

Private & Confidential
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Member Account

Account that created by main account.
Sub-account can only use the features
shared and set by main account only.
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Functions of main and member accounts.
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What are the functions of main account and member account

03

Member Account

Limited access granted by
& the main account only.

Account creation for members
in Sub-account Platform

Full access of Seller Centre

Role segregation for members

Chat distribution for members

CS performance of members

Edit and delete access of members
account in Sub-account Platform

Main Account

6666@6' J
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Registration of main account
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Registration of main account

a Shopee Seller Centre | Gotonew Seller Centre >

Step 1

l (8) sub-account Platform I
= Login to your Shopee Seller Centre. B Shop Profile

[ Logout

Step 2 Welcome to Shopee Seller Centre

Manage your shop with ease. Designed for you to seamlessly organize products,

= Move yOU r mouse p0| nter tO yOU r ShOp Userna me Wthh track orders, manage customers & measure shop performance - all in one go.
located at the right corner.

Preparing for 9.9 Unsure about operating hours for Pos Laju, DHL eCommerce and J&T Express over

the campaign period? Click to find out! LR D
@D &
Step 3 e @ “ @ @
" C I i Ck 0 n th e d I'O p d OWﬂ na m ed aS ‘ S U b'aCCO U I’lt P I ath rm ’ . My Products My Shop Categories My Sales Marketing Centre My Income My Wallet My Data Shop Settings
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Registration of main account
Step 4 Sub-account Platform
= Selection of account types (To bind shop/ To apply iy Toolfwaragg vt hpand ey
Main-Account)
*If you have a main account
- Choose ‘To Bind Shop’ and CliCk into It Your shop has not been bound to Main ac::::t, you can select one way to manage your
YOLII already have a Main-account, can bind the shop under your
*If you don’t have a main account
You don't have Main account, need apply a Main account first To e oot
= Choose ‘To apply Main-account’ and click into it. RN e
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If you don’t have a main account..

Step 5

Clicked into ‘Create a main account’, and you’ll be diverted
into another page which require you to fill up all the details

respectively.
(may refer to the image below)

= Fill up all the details
= Make sure the contact details are correctly filled

Q Shopee | Main-account Apply

° Set Basic Info

Account Name

Input your enterprise name or shop name here.

Region

Select your account region here

Phone Number

After you set a phone number, you will use it on varification for your main account

[

Email

Shopee

When you're on the page as below, you have successfully
created a main-account!

Apply Successfully!

You can Login Sub-account Platform with your Main-account ID Yvonnetesting1:main, then can bind your shops
under main account and manage your team member by access control

Login Sub-account platform
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1.  Click into ‘To bind shop’, and you'll be diverted into 2. When you're on the page as below, you're successfully
another page which require you to login to our login as a main-account and you’re free to bind any
Sub-account Platform (may refer to the image below) shops.
ﬁShopee | Sub-account Platform YvonneT1 v

Efficient Tools for iy Team
Mar!agmg Your ﬁ Shopee  Sub-account Platform Moo
Business Roles
Efficient Tools for Managing Your Business & My shops

Chat Distribution

Chat Distribution

Performance data

“ e Bind shops to your Main Account before setting-up your team
— You can only start adding members after you have successfully bound your shops.
orget password? §j My Account
@ View My Shops >
Seller Center >
Remember to put colon + main ( :main) when you
key-in your main account login username.
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Functions in sub-accounts platform
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What is sidebar at sub-account platform?

QSHOPee | Sub-account Platform YvonneTestingl ~

My Team

Members BL YvonneTesting1
Roles
a My Shops All Status v All Roles

£ Chat Distribution
Active and suspended members 2

Chat Distribution

Performance data DahVictor chatcs i i
Yvonnetesting1:DahVictor 8 8 4ttive Details

Activity Log

® 8fo:§:{:£$1 1:Dahserene SEEE o Active Details
& My Account gl

Seller Center >

Sidebar is mainly to help user to have an easier navigation on sub-account platform. The sidebar vary for users as:

- Main account remains full access as shown above.
- Member account will be seen only the access assigned by the main account.
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Functions of the sidebar
My Team
Overview of the member accounts that is added by the main
1. Members
a Members account.
e Roles Default or new roles created by main account.
e % My Shops 3. My Shops Authorize shops added into sub-account platform by main account.
5  Chat Distribution 4. Chat Distribution Main portal to distribute chats to shops and members.
9 Chat Distribution S =lEliel ket e el Main dashboard for members chat performance.
e Performance data
6. Activity Log Detailed breakdown of the activity logs of the users.
6 I Activity Log
7. My Account Main page to view the profile, accounts and security settings.
G :0 My Account
8. Seller Centre Opens up Seller Centre
eSeHer Center >
Private & Confidential 19



E Sub-account

My Team

Members

Chat Distribution

Chat Distribution

Bind shops to your main account

Activity Log

My Account

Seller Center
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To bind a shop, you need to..
1. Click into ‘View my shop’(may refer to the image below) 2. Click into ‘Bind a shop’(may refer to the image below)
QSHOPee | sub-account Platform YvonneT1 v ﬁShO;Jee | Sub-account Platform YvonneT1 v
My Team My Team ;
My Shops 0 &= Bind ashop
Members Members
Roles Roles
& Myshops & My shops @
Chat Distribution 51 chatDistribution
Chat Distribution Chat Distribution
Performance data Performance data :
e Bind shops to your Main Account before setting-up your team Activity Log
:U A have bound your shops. :o My Account
View My ShOpS > Please bind shops first
Seller Center > SellenGetitero There are not shops bound under your main account
please bind shops first
LLLY
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To bind a shop, you need to..

3. Key in the shop username that you would like to bind the 4. Select the shop that you would like to bind with

shop under your main-account and click ‘Find’(may refer and click ‘Bind’(may refer to the image below)
to the image below)

Bind your Shop

Find the Shop

You will bind the shop under the Main-account Lelong Everythings
o % le**@gmail.com | 000***+**28
‘

When keying in your username/ shop name, note that it is case

sensitive to include and symbols as well, Make sure the correct Shop Name is displayed.
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To bind a shop, you need to..

5. Choose a preferred method to verify yourself to 6. Enter the verification code sent to the registered
continue the process. method (phone or email).

*Only applicable to the selection of send a code to phone

Back

Verify yourself to continue Enter verification code

Please enter the 6-digit verification code sent to your registered
phone +60****9007

o Send a code to phone
+60**H*EAQ7

Verify your seller center password

r ( Need help? +
p

Need help? v
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To bind a shop, you need to..
7. Once you’ve successfully bond a shop with your main 8. If you click into ‘Details’, it will shows you all the details
account, you’ll see image as below. (Click on details if you about the shop (As per below).
want to know more about the shop details.)
ﬁShopee | Sub-account Platform YvonneT1 v ﬁShopee | Sub-account Platform YvonneTT =
My Team Shops Shop Details
My Team
Members A ::em:ers t::z;tggEveLm:iD:xg:usocrzme Open i Seler Center
Roles
Authorize Shops 1 = My Shops
& My Shops Members 0
= Chat Distribution
b Shop Name Added on Members Actions
Chatoiibution Chat Distribution
Chat istribution By olong Everythings 2019-09.05 £\ Nomembers yet Details Relionercecits
Performance data = - Activity Log
Activity Log @ S My Account
&, My Account
Seller Center >
Seller Center > Members Create a Member
Private & Confidential 24



B Shopee | Sub-account

My Team

- ﬁ Shopee

My Shops
Chat Distribution

Performance data Create a member aCCOU nt

Activity Log

My Account

Seller Center >
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I's important to have members in your main account as they could assist you in multiple roles that you assign for. Hence, steps
below will guide you how to create a member if you don’t have a member.
1. Click on ‘create a member’ at the bottom of the page OR You may click on ‘Members’, under ‘My Team’ then
of ‘Shop Details’. click into ‘Create a member’.
ﬁShopee | Sub-account Platform YvonneT1 ~ Qshopee [Eibasemn Hatonn YvonneT1 v
My Team Shops Shop Details My Team
Members o
Members 2 Lelong Everythings P — I Members I B! YvonneTesting1
Roles lelongki999  Linked Date: 05-09-2019 s
Irﬁ‘ My Shops I & Myshops
Members 0
Chat Distribution Chat Distribution
Chat Distribution Chat Distribution
Performance data Performance data
Activity Log Activity Log
2. My Account 2. My Account Setup your team now!
To start boosting collabouration efficiency, add team members now!
Seller Center > Seller Center > .
{ -+ Create a member
Members . Create a Member
— N,
Jm I
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2. Fill up all the details accordingly and click “Next: 3. Select the role for your member by clicking the
Permission” . dropdown at the right.
i e ﬁ Shopee | Sub-account Platform
o BE Members Create a Member
Member's Name Serene
0 Basic Information o Permissions

Phone Number BE +60 -

Please enter a valid phone number.

Login ID Yvonnetesting1: Serene1 Role

Fulfillment v

Basowordy ||ssssesssse - ¢ smblina va @

Applicable Shops

Confirm password ~ sssesesee

Permission Details

¢ S Previous Save Member
ancel Next : Permissions
- Irf—

Private & Confidential 27
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4. If the default roles aren’t suitable, you may create your 5.  Fill up all the details accordingly.
own roles. (By clicking the option of ‘+ New Role’)
Add New Role
0 Basic Information e Permissions
Description
Role
Select Role . Permission Details
Administrator = Edit Distribution Group
Edit Auto Reply
Merchandiser Edit Auto Translation
Fulfillment Access to Shopee WebChat
Edit Order Permission
Finance Access to Seller Center
Chat CS Access to "My Products”
. Edit products
-+ New Role o 1
Private & Confidential 28
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6. Account is successfully created once you are in this 7.  If you would like to check on the details for the
page. You may copy the ID and password and send to member itself, you may click on ‘View Member
your team member by clicking the button below. Details’.
o Basic Information e Permissions e Complete o Basic Informaton 0 Permissions — e Complete
Serene has been created successfully. Serene has been created successfully.
Login ID: Yvonnetesting1:Serene Login ID: Yvonnetesting1:Serene
Password: shopee123 Password: shopee123
View Member Details View Member Details
A A
Private & Confidential 29



B Shopee | Sub-account

My Team

Members

Roles 6 Shopee

My Shops
Chat Distribution

Performance data Delete a member aCCOU nt

Activity Log

My Account

Seller Center >
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Delete a member account

1. Click into ‘Details’ for the members that you would like 2. Click into ‘Delete member’ at the top right.
to delete.

Members Member Details

BL YvonneTesting1

DahSerene -
Members 2/100 ° o Active i Delete Member
;. Create a member Joined on 20-09-2019 . N

All Status v All Roles v Q Member's nar ar Basic Information
Name DahSerene
Active and suspended members 2
Email Set Now
DahSerene Chat CS o Keilve Details Phone +60129127907
Yvonnetesting1:Dahserene n
{D
DahVictor s o Active Detals Account and Security
Yvonnetesting1:DahVictor
Usemame YYvonnetesting1:Dahserene
Password Reset Password
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Delete a member account

3. Click confirmed. 4. You'll no longer see the member account that you've
deleted. It means the member account is successfully

deleted.

B YvonneTesting1

Permanently delete DahSerene's sub-account?

All Status v All Roles
Once deleted, DahSerene's sub-account and any
information linked to it cannot be recovered. Active sndsuspended members:)
\[()vao:\r(gt::s)(rxng1,nahvxc(or chatcs &-Active Details
Cancel
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My Team

Members

Roles 6 Shopee

My Shops
Chat Distribution

Adding members to shops

Activity Log

My Account

Seller Center >
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Add members into shop allows member accounts to manage different shops as assigned by the main account.
1. Click into ‘Members’ at the left sidebar of ‘My Team’. 2.  Select the member that you would like to add into
your sub- account and click ‘details’.

Qshopee Sub-account Platform YvonneT1 v

My Team th::l:s:‘:g] &+ . Active and suspended members 1

Roles
& MyShops @ All Roles A sve;ﬁ:;estmm Serene Fifliment o Active Details

ChiatDIStbition Active and suspended members 1 n@

Chat Distribution

Performance data 55;:::‘55(:@ - Fulfillment o Active Details

Activity Log
;gu My Account
Seller Center >
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3. On ‘Member Details’ page, scroll down to 4. Select the role that you would like to assign to your
‘Permissions’, and click on ‘Edit Permission’ at the dedicated member by clicking at the dropdown icon.
top right.
Members Permissions
.. Role
Permissions Edit Permission >
Fulfillment
Role Fulfiliment ~—
Applicable Shops 0 Shops @
Applicable Shops
Permission Detalls Access to Sub-account Platform Permission Details
Access to 'Chat Distribution'
Private & Confidential 35
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Add member into your shop
5.  Select the shop that you would like to assign for the 6. Look for the shop that you would like to add, select by
member by clicking * + Add Shops ’ click into the empty box at the left.
Members Permissions Add Shops
Rol:jllflllmenl SeIeCt A”
% .
Applicable Shops 4 -Add Shops @g Lelong Evel'y'[hlngs 0
Caice! @ 0 Shops Selected Cancel
Private & Confidential 36



Shopee
7. Click ‘Confirm’. 8. The pop-out message will appear at the top of the
page once you've successfully updated member’s
permissions.
Add Shops
SalcatAl B s @) g ccessfully updated member's permissions. ol
My Team Members ~ Member Details
2 Lelong Everythings 0 o O s S ——
1 Shop Selected Cancel
Private & Confidential 37



Shopee | Sub-account

My Team

Members

ﬁ Shopee

Adding roles for members

Activity Log

My Account

Seller Center >
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Add a role in the main account

Roles are created for the main account to have the full control on assigning different type access for the members.

1. Click ‘Roles’ at the left side bar.

ﬁ Shopee | Sub-account Platform

My Team
Roles 0/2

Members

Roles

Role
= W S$

Administrator

Chat Distribution

Chat Distribution Merctiondioer

Performance data

2.

ﬁShopee | Sub-account Platform

My Team

Members

Roles

B

My Shops

* Chat Distribution

Chat Distribution

Performance data

Activity Log

, My Account

Re

Seller Center >

Roles o

Role

Administrator

Merchandiser

Fulfiliment

Finance

chatCcs

Click ‘Add new role’ when you see this page.

Shopee

YvonneTestingl v

o+ Add new role

Description

Administrator has full permissions to all platforms and functions, except
adding or editing administrators.

has full to My Products, Centre and My
Shop Categories parts.

Fulfillment only has full permission to My Sales part.

Finance only has full access permission to all parts of Seller Centre, except My
Data and Shop Settings parts.

Chat CS has full permission to Webchat, and only has access permission to
My Products and My Sales parts.

Acnon@

View Details

View Details

View Details

View Details

View Details

Private & Confidential
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3.  Fill up the columns accordingly. 4. Click ‘Save Role’ once you have selected.
ACCESS 10 "IVIy Lategories
ﬁshopee | Sub-account Platform y g
Roles Add New Role Ad d Category
Edit category
Role
Access to "Shop Settings"
Description
’ Edit shop profile
Permission Details Edlt Settlng
Edit Distribution Group Edlt aCCOUHt
Edit Auto Reply
Edit Auto Translation
Access to Shopee WebChat
Edit Order Permission
Access to Seller Center

Access to "My Sales"
Ship orders Cancel Save Role
Return/Refund
Batch action n’h\

*May refer to the next sub-topic for the glossary of the details for role w
permission.
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Add a role in the main account

5.  You'll see the newly added role displayed at the page of ‘Roles’.

ﬁ Shopee | Sub-account Platform YvonneTesting1 ~
My Team
Roles 1/20 o Add new role
Members
Roles
Role Description Actions
&2 My Shops
s Administrator has full permissions to all platforms and functions, except " .
A 1
] RO e ministretor adding or editing administrators. yewetals
* Chat Distribution
Chat Distribution : Merchandiser has full permission to My Products, Marketing Centre and My > .
Merchandiser Shop Categories pars. View Details
Performance data
Activity Log Fulfillment Fulfillment only has full permission to My Sales part. View Details
. M
&« My Account
. Finance only has full access permission to all parts of Seller Centre, except My . .
ik Data and Shop Settings parts. View Details
Seller Center >
Chat CS has full permission to Webchat, and only has access permission to ; 4
Soaes My Products and My Sales parts. View Details
Tested Role 1 Testing purposes for tested role View Details Delete
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EJ Shopee | Sub-account

My Team

Members

ﬁ Shopee

My Shops
Chat Distribution

Chat Distribution

Performance data Deleti ng rOIeS

Activity Log

My Account

Seller Center
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Delete role (*applicable to the roles that’s added by main account only)

1.  Select the roles that you would like to delete, and click 2. Click ‘Delete’ and you're successfully deleted the role
into ‘Delete’. that’s created by the main account.

Roles 1/2 &+ Add new role

Role Description Actions

Permanently delete role "Tested Role 1"?

Administrator has full permissions to all platforms and functions, except

LA LA adding or editing administrators. View Details
A Merchandiser has full permission to My Products, Marketing Centre and My Vi ; 0 n C e d e I eted, ro I e W| I I n Ot be recove red .
x iew Details
Shop Categories parts.
Fulfiliment Fulfillment only has full permission to My Sales part. View Details
Cancel
. Finance only has full access permission to all parts of Seller Centre, except My " i
Finence Data and Shop Settings parts. View Details
Chat CS has full permission to Webchat, and only has access permission to 2 i
checs My Products and My Sales parts. View Details
Tested Role 1 Testing purposes for tested role View Details Deleten
i Default roles are not able to be deleted.
S
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Shopee | Sub-account

My Team

Members

ﬁ Shopee

My Shops
Chat Distribution

Chat Distribution

Glossary for roles permission
Activity Log

My Account

Seller Center
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Glossary of the permission details
Access to Sub-account Platform
Access to 'Chat Distribution’ 1. Edit Distribution Group Allow members access to add or remove chat distribution group.
0 Edit Distribution Group 2. Edit Auto Reply Permission for members to edit the content of the auto reply for
. shops.
e Edit Auto Reply
*EA ; It's an auto translator for Indonesian to English language.
e Edit Auto Translation 3. "Edit Auto Translation *(Not available in Malaysia at this moment) - guag
Access to Shopee WebChat 4 Edit Order Permission Member has the permission to edit and respond to offers raised
. by buyers.
o Edit Order Permission
Private & Confidential 45
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Glossary of the permission details
Access to Seller Center 1. Ship orders Permission for members to ship orders on behalf of the shop.
Access to "My Sales”
> R Permission for members to accept or reject the return refund
' . Return/Refund .
Ship orders requests raised by buyers.
e Return/Refund 3 Batch Action Memt’)er able to process the orders in batch action mode in ‘My
Sales’.
e Batch action
4. Edit oroducts Member has the permission to edit all product details for the
Access to "My Products” - EAitp dedicated shop.
e Edit products : Member can access all features for ‘My Products’ in batch action
5. Batch action
mode.
e Batch action
G Add a product 6. Add a product Member has the access to add a product in ‘My Products’.
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Glossary of the permission details

1. Access to My Ads Access to browse through the general Ads feature

2. Edit My Ads Member has the access to edit the features in ‘My Ads’.

Access to Marketing

Access to browse and view the general ‘My Discount Promotion’
feature.

Member has the delete and edit access for all the discount
promotion in ‘My Discount Promotions’.

Access to My Ads 3. Access to My Discount Promotion

Edit My Ads

4. Edit My Discount Promotions
Access to My Discount Promotions

5. Access to My Campaigns Access to browse through the general ‘My Campaigns’ feature

Edit My Discount Promotions

Member has the edit access to drop off or submit for campaigns

Access to My Campaigns . ;
) e under ‘My Campaigns’.

6. Edit My Campaigns

Edit My Campaigns

7. Access to My Vouchers Access to the browse through general ‘My Vouchers’ feature

Access to My Vounchers

8. Edit My Vouchers Member has the edit access in ‘My Vouchers’ feature

Edit My Vounchers

Access to the browse through the general “Top Picks From Shop’
features

Member has full right of edit selection of products in “Top Picks from
Shop’

Access to Top Picks From Shop 9. Access to Top Picks From Shop

Edit Top Picks From Shop 10. Edit Top Picks From Shop

Access to Shipping Fee Promotion 11. Access to Shipping Fee

Promotion Access to browse through the general ‘Shipping Fee Promotion

Edit Shipping Fee Promotion

Full right to edit all shipping fees and other access in ‘Shipping Fee
Promotion’

Access to browse through the ‘Shocking Sale’ features (Sellers’
shocking sales and Shopee’s shocking sales)

Full right to edit and submit campaigns for shocking sales (Sellers’
shocking sales and Shopee’s shocking sales).

Private & Confidential 47
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Glossary of the permission details
Member has full access in ‘My Wallet'.
a Access to "My Wallet"
Member can setup bank account for shop.
e Setting bank account : : :
Member can withdraw fund from My Wallet into dedicated
3. Withdraw
e Withdraw bank account.
. Member has the right to create or edit wallet PIN.
Create wallet pin
. , Member has full access to the general “My Income”
e Access to "My Income” 5. Access to “My Income feature.
Member can download and export all the invoices, or
Transaction detail Member has right to view through all the transaction
breakdown and details for shop.
e Access to "My Data” Member has access to view the dashboard for ‘My Data’.
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Glossary of the permission details
General access to view ‘My Categories’.
a Access to "My Categories” . . _
_ Member has the right to add category in ‘My Categories’
2. Add category
e Add Category for the ShOp.
. Member has the right to edit category in ‘My Categories’
© citcaicon
e Access to "Shop Settings” General access key to view the shop’s settings.
e Edit shop profile Member has the right to edit the info in ‘Shop Profile’.
6 Edit setting Member has the right to edit all setting in ‘Shop Setting’.
e Edit account 7 Edit account Men_1ber, has the right to edit the account setting in ‘Shop
Settings’.
Private & Confidential 49



B Shopee | Sub-account

My Team

Members

Rols ﬁ Shopee

M y Shops
Chat Distribution

Chat Distribution U N bi N d S ho pS frOm yo ur ma i N
Performance data aCCOU nt

Activity Log

My Account

Seller Center
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Unbind a shop from your main account..

1. Click at the three dots - located at the right. 2. Select ‘Cancel Binding’.

My ShOpS 3 & Bind a shop My Shops 3

Authorize Shops 3 Authorize Shops 3
Shop Name Added on Members Actions Shop Name Added on Members Actions
LUMEI Official Shop ; ' & LUMEI Offcial Sho 4 i
é lumeioffcial.my 2019-10-14 /£, No members yet Details $ imcioricilmy P 2019-10-14 A No members yet Details

Open in Seller Center

é Kathy Islands 2019-09-20 1 DahVictor Details é Kathy Islands 2019-09-20 1 Dahvictor Lancel Bmdlng

kathywong09 kathywong09

Lelong Everythings i i
lelongkg‘JQ rything 2019-09-05 1 Dahvictor Details 2, :gilrgr:gg%verythmgs 2010-09-05 B akivicisr Seiie

B
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Unbind a shop from your main account..

3. Click ‘Confirm’. 4.

If you cancel binding the shop, you will not be able to
manage the shop; Are you sure to cancel binding?

You'll see a pop-up message shows that you've
successfully cancel the binding of shop.

- YvonneTestingl ~
@ cancel binding successfully

Authorize Shops 2
Shop Name Added on Members Actions
Cancel
Kathy Islands 2019-0920 1 Dahvictor Details
kathywong09
Lelong Everythings 3
24 |ciongkioos 2019-09-05 1 Dahvictor Details
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B Shopee | Sub-account

My Team

Members

Roles ﬁ Shopee

My Shops
Chat Distribution

Performance data C h at D i Stri b Uti O n

Activity Log

My Account

Seller Center
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Distribute chats respectively Auto-reply setting
= Distribute the chats to the respective = Enable to set auto-reply to buyers.
member accounts in group(s).
Distribution Group Settings
Distribution Group Settings
Chat Distribution » Auto-reply
All customer messages will be directed to main account only. By enabling auto-reply, you can send self-defined reply message to buyers when they chat with you.
Do Not Send Auto-reply in Chat
© Ssend Auto-reply in Chat
Hi,Welcome. Please chat with me before confirm order. Because all
product is pre-order from Korea.Thank you. © @ @ Edit
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1. Click into ‘Chat Distribution’. 2.  Select the shop that you would like to distribute the
customer messages to, and click ‘View Details’.

My Team

Members

Roles Chat Distribution

Distribute customer messages to different CS members
“—'} My Shops
All Status
Chat Distribution
Shop Name Region Status Actions
Chat Distribution . @ Kathyslands Neskay e i - View Details
Performance dat& n-‘u
Lelong Everythings Malaysia Disabled wetails

Activity Log
S MyA
&0 y Account

1 member can be assigned up to 1000
shops.
Seller Center >
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Distribute chat to members account

3. Once you're at this page, toggle on the button for 4. Click on ‘+ New Group’.
‘Chat Distribution’.

Chat Distribution Lelong Everythings

5. Lelong Everythings

Mall lelongkio99

Chat Distribution Lelong Everythings
Distribution Group Settings
Lelong Everythings
-
lelongkio9s Chat Distribution [ @)

Please ensure that your Distribution Groups has at least 1 member assigned to it or Chat Distribution will be disabled

Distribution Group Settings

Chat Distribution (

All customer messages will be directed to main account only. i

New Group

(h

&

2 Include main account in Chat Distribution No ~

Main account will not receive direct messages from customers, but can receive messages forwarded from other team members.
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Distribute chat to members account

5. Select the group that you would like to assign your
member to, and click on the button icon.

o Group Name

Group Name

Q Pre-sale Customer Service

ale Customer Service

+ Create New Group

Cancel Next

Private & Confidential

6. Click on ‘Next’.

o Group Name

Group Name

© Pre-sale Customer Service
After-sale Customer Service

+ Create New Group

Cancel

Shopee

Next
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Distribute chat to members account

7.  Select the member that you would like to be distributed 8. Click on ‘Next’.
into the respective group.

Chat Distribution Lelong Everythings New Group

o Group Name e Add Members
a Group Name Q Add Members
2. Add Member
2, Add Member
= Member Name Distribution Group
Member Name Distribution Group
i o YvonneTestin... ~ Main Account
0 YvonneTestin...  Main Account
0 DahSerene 0 DahSerene
n
L]
oM ers Seleted Previous
1 Members Seleted Previous
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Distribute chat to members account

9. Select the tasks that you would like the group to handle, and click on ‘Save’.

Chat Distribution Lelong Everythings New Group

o Group Name e Add Members o Chat Source

Product Details Pages

Order Pages

— m
-
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B Shopee | Sub-account

My Team

Members

ﬁ Shopee

My Shops

Chat Distribution

Control member’s chat source in
chat distribution

Activity Log

My Account

Seller Center
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Chat source is referring to the main source for members to receive the incoming chats/ enquirie.
1. Once you're in the page of chat distribution, you’ll see 2. Toggle on the button of ‘chat distribution’ at the
a list of shops to select from. Click on ‘View Details’ right.
for the preferred shop that you would like to further
edit.
Chat Distribution
Distribute customer messages to different CS members
Chat Distribution LUMEI Official Shop
All Status LUMEI Official Shop
A’ lumeiofficial. my
Shop Name Region Status Actions
_\5 LUMEI Official Shop Malaysia Disabled View Details DiStbution Croup Settings
n
i Chat Distribution )
6 Kathy Islands Malaysia Disabled View Detal All customer messages will be directed to main account only. @
Lelong Everythings Malaysia » Enabled View Details
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. . ‘ ; . .
3. Click into ‘+ New Group’. 4. Click on the preferred group or you may click on
create new group.
Chat Distribution LUME! Official Shop

é LUME! Official Shop

W lumelofficial.my Chat Distribution LUMEI Official Shop New Group
0 Group Name

Distribution Group Settings

Chat Distribution [ @) Group Name
Please ensure that your Distribution Groups has at least 1 member assigned to it or Chat Distribution will be disabled
© Pre-sale Customer Service
0.
After-sale Customer Sew@
+ Create New Group
RGO Cancel Next
n
N
2. Include main account in Chat Distribution No 1. If you click on ‘Create New Group', you’re required to
Main account will not receive direct messages from customers, but can receive messages forwarded from other team members. input group name.
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Edit chat source in chat distribution group
5. Tick on the members that you would like to add 6. Click on ‘Next’ after the selection of members.
into the chat distribution group.
o Group Name o Add Members Chat Source 0 Group Name e Add Members
2. Add Member Q Me N 2. Add Member
Member Name Distribution Group Member Name Distribution Group
0 YvonneTestin...  Mein Account 0 YvonneTestin...  Mein Account
1 Members Seleted Previous Next 1 Members Seleted Previous
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Edit chat source in chat distribution group
7. Tick on the chat source that you would like to set for 8. Click save after all the settings are made.
your chat distribution group.
o Group Name — e Add Members 0 Chat Source 0 Group Name — e Add Members o Chat Source

@ Soarch wil ¥ @73 m @ sonrch il B ® 78

Order Details Order Details

%roduct Details Pages Product Details Pages

Order Pages Order Pages
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Sub-account

ﬁ Shopee

Delete chat distribution group
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Shopee
1.  Click on ‘View Details’ of the shop that you would like 2. Click into the three dots at the chat distribution
to edit. group.
Chat Distribution Kathy Islands
Kathy Islands
kathywong09
Chat Distribution
Distribute customer messages to different CS members
St Distribution Group Settings
Shop Name Region Status Actions Chat Distribution
a Kathy Islands Malaysia = Enabled View Details , Enabled with 1 valid distribution group
Lelong Everythings Malaysia » Enabled View Details
Testing Group 1
Chat Source: Product Details Pages / Order Pages
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Delete the chat distribution group

3. Select ‘Delete’.

Chat Distribution Kathy Islands

Kathy Islands
kathywong09

Distribution Group Settings

Chat Distribution

Enabled with 1 valid distribution group

Testing Group 1
Chat Source: Product Details Pages / Order Pages

2

Rename
Edit
Chat Source

Disable

U

Private & Confidential

4.

Click ‘Confirm’ and you're successfully deleted.

Chat Distribution Kathy Islands

Kathy Islands
kathywong09

Distribution Group Settings

Chat Distribution

Enabled with 1 valid distribution group

Delete Group

Confirm to delete the Testing Group 1

Shopee
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B Shopee | Sub-account

My Team

Members

ﬁ Shopee

My Shops
Chat Distribution

Rename chat distribution group

Activity Log

My Account

Seller Center
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Shopee
1.  Click on ‘View Details’ of the shop that you would like 2. Click into the three dots at the chat distribution
to edit. group.
Chat Distribution Kathy Islands
Kathy Islands
kathywong09
Chat Distribution
Distribute customer messages to different CS members
St Distribution Group Settings
Shop Name Region Status Actions Chat Distribution
a Kathy Islands Malaysia = Enabled View Details , Enabled with 1 valid distribution group
Lelong Everythings Malaysia » Enabled View Details
Testing Group 1
Chat Source: Product Details Pages / Order Pages
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3. Select ‘Rename’. 4. Input the new group name. By clicking confirm, the
group will be renamed in accordance.
Chat Distribution Kathy Islands Chat Distribution - Kathy Islands
Kathy Islands é Kathy Islands
kathywong09 kathywong09
Distribution Group Settings IR A SR
L Chat Distribution
Chat Distribution
Enabled with 1 valid distribution group
Enabled with 1 valid distribution group
Reset Group Name
Testing Group 1 _
Chat Source: Product Details Pages / Order Pages Presale CustomerSenice
Rename After-sale Customer Service
Edit © | Testing Group A
2 Chat Source '
Disable o m
Delete él ]
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B Shopee | Sub-account

My Team

Members

ﬁ Shopee

My Shops
Chat Distribution

Edit members in distribution group

Activity Log

My Account

Seller Center
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Edit the members in the chat distribution group

1. Click on ‘View Details’ of the shop that you would like

to edit.

Chat Distribution

Distribute customer messages to different CS members

All Status
Shop Name Region
a Kathy Islands Malaysia
2. Lelong Everythings Malaysia
Mal

Status

= Enabled

« Enabled

Actions

View Details

View Details

Private & Confidential

Click into the three dots at the chat distribution
group.

Chat Distribution Kathy Islands
Kathy Islands
kathywong09

Distribution Group Settings

Chat Distribution

Enabled with 1 valid distribution group

Testing Group 1
Chat Source: Product Details Pages / Order Pages

2 0
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Edit the members in the chat distribution group
3 Select ‘Edit'. 4. Remove option Select the mer‘nber(s) Ehat you_would
like to remove at the left. Once ‘remove’ button is
clicked, the member is removed from the shop.
Chat Distribution - Kathy Islands Add members option by clicking ‘ + Add members’ at
the right. Select the preferred members, and click
Kathy Islands ‘Confirm’ in order to complete the add members
é kathywong09 proceSS.

Chat Distribution > Kathy Islands > Testing Group ABC

Remove Option

Testing Group ABC

Distribution GrOUp Settings All Members:2  Online:0  Hang up: 0
ab
1
Chat Distribution B S st s
‘Yvonnetesting1:DahVictor Offline Remove

Enabled with 1 valid distribution group

Yvonnetesting1:main Offline Remove

1 Members Seleted

Testing Group 1
Chat Source: Product Details Pages / Order Pages
Rename
Edi
2 CR3t Spurce Add Members x
Disable e 2, Add Member
Member Name Distribution Group
Delete
© oanvictor
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B Shopee | Sub-account

My Team

Members

Roles 6 Shopee

My Shops
Chat Distribution

Disable chat distribution group

Activity Log

My Account

Seller Center >
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Shopee
1.  Click on ‘View Details’ of the shop that you would like 2. Click into the three dots at the chat distribution
to edit. group.
Chat Distribution Kathy Islands
Kathy Islands
kathywong09
Chat Distribution
Distribute customer messages to different CS members
St Distribution Group Settings
Shop Name Region Status Actions Chat Distribution
a Kathy Islands Malaysia = Enabled View Details , Enabled with 1 valid distribution group
Lelong Everythings Malaysia » Enabled View Details
Testing Group 1
Chat Source: Product Details Pages / Order Pages
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Disable the chat distribution group

3 Select ‘Disable’. 4. :J(I?C:Jugave successfully disabled the chat distribution

Chat Distribution Kathy Islands
Kathy Islands
kathywong09

Distribution Group Settings

There are no valid distribution groups

Please ensure that your Distribution Groups has at least 1
Chat Distribution member assigned to it or Chat Distribution will be disabled

Enabled with 1 valid distribution group

Testing Group 1
Chat Source: Product Details Pages / Order Pages

Rename

Edit

2 Chat Source

Disable |
Dele
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BS%wpee Sub-account

My Team

Members

o ﬁ Shopee

My Shops
Chat Distribution

Chat Distribution

Functions of Performance Data

Activity Log

My Account

Seller Center
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Shopee
The functions of Performance Data helps main account to understand the satisfaction level of the customers are with your member’s customer services
(specifically for chat only). There are multiple key metrics for main account to see the number of chats received, nor the members performance, etc.
ﬁShOPee | Sub-account Platform SBS_MY_A v
My Team
Statistical Data philipsaventos -~ 10-01-2019
Members e
Roles
Key Metrics
”-" My Shops
- Total Buyers Pre-sales Buyers After-sales Buyers CSAT Offer CSAT Receive i
= Chat Distribution d ; ¥ Key Metrlcs
15 3 5 i 6
Chat Distribution
Performance data
Members Performance
Activity Log
gm iy Acieouit Member Name Total buyers Online Time First Reply Tim  Average Score Rate Details
o Amira Details
) 1 5m 436086h7m 0
sbs_webchat_my:amira
Seller Center > Members
e syahirah 4 7m 436086h 7m 3 Details Performance
sbs_webchat_my:syahirah
Bukhari Details
o sbs_webchat_my:bukhari 2 5m 436083h 20m 2
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How to select the preferred account username and/or the date range?

Account username

Click the drop down of the pin, and select the account that
you would like to view for.

Statistical Data )
avent.os !
Key Metrics savent.os H
Total Buyers Pre-sales Buyers After-sales Buyers, philip . aceive
bs
15 3 5
cr7
johnsonan LE
Members Performance
7 nestlen [———————
aeont

Date range

Click on the calendar icon to select the date that you

preferred.

Statistical Data

Key Metrics
Total Buyers Pre-sales Buyers
15 3

Members Performance

Member Name Total buyers

After-sales Buyers

5

Online Time

philipsaventos ~ 10-01-2019
Octobe!

CSAT Offer

USA
11 o

First Reply Tim  Average Score

Private & Confidential
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Shopee
Overview of the key metrics in Performance Data
Statistical Data oavem_os ,e 10-01-2019
Key Metrics
e Total Buyers o Pre-sales Buyers e After-sales Buyers 6 CSAT Offer e CSAT Receive
15 3 S 11 6
Dropdown selection of the shops that is added by the main
account.
2. Selected Date The chosen date to view the dashboard data.
3. Total Buyers The number of inquiries received from buyers on the day.
4. Pre sales Buyers The number of pre-sales buyers inquiries received on the day.
5. After sales Buyers The number of after-sale buyers inquiries received on the day.
6. CSAT Offer Number of customer satisfaction surveys sent by all members.
7 CSAT Receive The number of customer satisfaction surveys responded by
buyers.
Private & Confidential 80



Shopee
How to view members performances on Performance Data?
Main account can easily view the member’s performances by scrolling the indicators bar located at the bottom of the dashboard. Below are the info that
can be seen in the dashboard.
Members Performance
Member Name |/ers Online Time First Reply Time Resl Average Score Rate Details
ggglnbcna‘ my:amira 5m 436086h 7m 1The O Details
9 zg:,hvi?b:hax,mysyamvan 7m 436086h 7m 48n 3 Details
th:;‘iaae:chat,mybukharl sm 436083h 20m e 2 Details
:Esr?xebchat,mysarah 6m 436086h 7m 33n 0 Details
Shahida om asosensam em 0 Detais *There are 8 columns that can be scroll

freely. The table below are followed
according to the column scrolled.

Zainab am 436083h 20m 37n 3 Detaly

Total Buyers Total buyers attended by the member.

Online Time Total time spent on webchat by the member.

First Reply Time First reply from member to the enquiry raised by buyer.

Resolution Time Total time taken to resolve the case by the member.

CSAT Offer Number of CSAT offered from member to the buyer.

Number of CSAT offered to buyer from member that’s not

CSAT Timeout
responded.

CSAT Receive Number of CSAT received by member from buyers.

Total groups that’s distributed from the main account to
the member.

Distribution Group
*All records are based on daily basis.
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Other indicators in members performance dashboard

1. Member Name

3. Rate Details

Members Performance

Member Name

Amira
sbs_webchat_my:amira

syahirah
sbs_webchat_my:syahirah

Bukhari
sbs_webchat_my:bukhari

sarah
sbs_webchat_my:sarah

Shahida
sbs_webchat_my:shahida

zainab
sbs_webchat_my:zainab

jers

Online Time

5m

7m

5m

6m

6m

4m

FirstReplyTi”e‘l Average Score ‘ Rate Details e

1he 0

436086h 7m

436086h 7m

436083h 20m

436086h 7m

436088h 54m

436083h 20m

48n

33n

6m

37n

Details

Details

Details

Details

Details

Details

Name of the members which is added by main account for
chat support.

2. Average Score Average score receives from buyers for member.

Total rate details receive from buyers to the member.

*All records are based on daily basis.
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Amira's CSAT Details

Bad Rating Reason

Seller took too long to respond
Seller was rude

Seller couldn't solve my problem

® o o) 2

OK

Sample of the CSAT sent to buyer,
which can be view from Column 3

(Rate Details).
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BS]’WOPEB Sub-account

My Team

Members

o ﬁ Shopee

My Shops
Chat Distribution

Chat Distribution

Performance data FU nCtionS Of ACtiVity LOg

Activity Log

My Account

Seller Center
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Functions of Activity Log

Activity Log

Sub-account Platform Shopee Seller Center

= Helps sellers to have an overview of the activity logs of the
members for the paSt 7,14 and 30 dayS records on Date 09-26-2019 - 10-03-2019 Past 7 Days Past 14 Days Past 30 Days

sub-account platform and Seller Centre.
Operated by

Activity Type
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Glossary of activity log for Sub-account Platform
Seller can choose the preferred date, and the range of the days (past 7 days, 14 days to 30 days), and key in the member’s username that
you would like to look for.
1. Create Account Members who has created account using their member account.
Activity Log 2. Create Role Members who has created role using their member account.
Sub-account Platform Shopee Seller Center X
3. Delete Account Member who has deleted an account from their member account.
e [SetE - TRREE SR T ibme PetNber 4. Delete Role Member who uses their account to delete a role.
Operated by
5. Disable Account Member who disable an account using their account.
Activity Type
Croe Aot I 6. Enable Account Member who enable an account using their account.
Create Role 4
Delete Account Overview of the counts of successful login for the user.
Delete Role
E: :: : 8. Update Account Permissions Member who has updated their account permissions.
9. Update Account Basic Info Member who has updated the basic information for their account.
User can select the activity type and leave ‘Operated 10. Update Role Details Member who has updated a role details.
I O.f fthe el Member who has reset their login password for the chosen
log from all members for the chosen activity. 11. Reset Password platform.
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Glossary of activity log for Shopee Seller Center

Seller can choose the preferred date, and the range of the days (past 7 days, 14 days to 30 days), and key in the member’s username that
you would like to look for.

Activity Log
Sub-account Platform Shopee Seller Center 1. Create Payment Account Member who has created a payment account in Seller
. E— . Center.
Member who has deleted a payment account in Seller
2. Delete Payment Account pay
Date 09-26-2019 - 10-03-2019 6 Past 7 Days Past 14 Days Past 30 Days Center_
o Member who has visited the shop using their member
3. Visit Shop pusing
Operated by account.
. : Member who has login to Seller Center using their member
Activity Type o 4. LOQIn
username.
Member has set a payment password in Seller Center usin
Create Payment Account 5. Set Payment Password X pay p g
DR e e Ao their member account. o .
: Member who has set a shop email using their member
Visit Shop 6. Set Shop Email -
Login Member who has set a shop password using their member
7. Set Shop Password PP 9
Set Payment Password account.

Set Shop Email
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ﬁ Shopee | Sub-account

My Team

Members

o ﬁ Shopee

My Shops
Chat Distribution

Chat Distribution

Performance data FU nCtionS Of My ACCOU nt

Activity Log

My Account

Seller Center
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Functions of my account

Is a general overview of the account settings.

My profile

My profile is the overview of the details for the account user.

It shows the full details of name, email, phone number and
other account security related. User may change their
password in this page too.

My Account

My profile Settings

| SBS Customer Service MY
(]

aa  You are the owner of Enterprise account

My profile

Name _ADMIN

Email . ‘dshopee.com
Phone 10

Account and Security

Username ny:main

Shopee

Setting

Another tab of the my account page is ‘Settings’. User can
change their language settings for sub-account platform at here.

My Account
My profile Settings
Language Settings

English  Change Interface Language

Password Change Password Private & Confidential 88




ﬁ Shopee | Sub-account

My Team

Members

- ﬁ Shopee

My Shops
Chat Distribution

Chat Distribution

Performance data Chang i ng paSSWO rd

Activity Log

My Account

Seller Center
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User (main account or member account) are free to change their password
1.  Click into ‘Change Password’ at ‘My Account’. 2. Enter your current password for security purposes.
My Account
My profile Settings
E] Service MY
i You are the owner of Enterprise account
— Enter your password
For security reason, please enter your password to make
the change
Name ADMIN
Email dshopee.com
Phone
Account and Security Forgetpassword?
Username _my:main
Password Change Password
I
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Change password

User (main account or member account) are free to change their password

3. Choose a preferred method to verify yourself to
continue the process.

° YvonneTesting1

Verify yourself to continue

Send a code to phone
+60****9007

Send a link

yvo****@shopee.com

Need help? v

4.

Private & Confidential

Shopee
Enter the verification code sent to the registered
method (phone or email).
Enter verification code
Please enter the 6-digit verification code sent to your registered
phone +60****9007
fi
Need help? + U
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Change password

User (main account or member account) are free to change their password

5. Enter your preferred new password and click save. 6. Password saved successfully.

Account and Security

Username Yvonnetesting1:main
Password t ne 1ssword Passwor thobe P Teresi ) g

Password saved successfuly

Redicrecting you to Sub-account Platformin 3s

Cancel
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@fihcpee Sub-account

My Team

Members

o ﬁ Shopee

My Shops
Chat Distribution

Chat Distribution

st Retrieve your forgotten password

Activity Log

My Account

Seller Center
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How to retrieve password if | forgot password?
User (main account or member account) are free to change their password
1. Click into ‘Forget Password’. 2.  Putin your account’s username, phone or registered
email.
Efficient Tools for
Managing Your
Busingssg ﬁShopee Sub-account Platform Find your account
Forget password? w
M
S
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How to retrieve password if | forgot password?
3. Choose a preferred method to verify yourself to 4.  Enter the verification code sent to the registered
continue the process. method (phone or email).
° YvonneTesting1
Verify yourself to continue
Enter verification code
Send a code to phone Please enter the 6-digit verification code sent to your registered
+60**++++*07 phone +60****9007
Send a link
yvo***@shopee.com
il
r ( Need help? + @
Need help? v
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How to retrieve password if | forgot password?
5. Key in your preferred new password. 6. Password saved successfully.
o YvonneTesting1
Set new password PN
Password must be 8-20 characters long and a combination of v
following types: letters, numbers and symbols.
Password saved successfuly
Redicrecting you to Sub-account Platform in 3s
n
J
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Sub-account

My Team
ﬁ Shopee

Seller Center tab in Sub-account
platform

M v % |‘-\ 0 l: S

Chat Distribution

Activity Log
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Shopee

Seller Centre tab in Sub-account platform

ﬁshopee Seller Centre 2 SBS_MY_ADMIN (sbs_webchat_my:main) | Logout
WHAT IS IT Choose a Shop to Manage
= Apage that allows user to view the shop managed by them. B )
WHY IT IS IMPORTANT
= User can select the preferred shop that he or she would like to
view, and direct user to it's Seller Centre. RS eaE i S gt
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Thank you!

Learn more about best practices for selling on Shopee on Seller Education Hub:

https://seller.shopee.com.my/help/start



