
Private & Confidential

Edited: 01/06/2020

Shopee University Basic: 
Start your eCommerce 
Business with Shopee!
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LEARNING 
OBJECTIVES

To teach sellers how to start selling on Shopee 
by covering the basics of the platform from 
setting up a shop to marketing and managing 
finances. 
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1. Introduction to Shopee
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SHOPEE IS THE LARGEST E-COMMERCE 
PLATFORM IN SOUTHEAST ASIA & TAIWAN

More than
200 million app downloads

GMV of USD 
17.6B in 2019

Gross Orders of 1.2 bil 
in 2019

Shopee numbers across the region

Introduction of Shopee
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Shopee Malaysia Has Been Growing

Around

20 mil
downloads

More than

800,000
active sellers

Around 

1150
brands & retailers on 

Shopee Mall

Around

17 mil
Social Media Fans

Around

10,000
sellers attended 

Shopee University
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Shopee 2020 Campaign Timeline

Q1 Q4Q2 Q3

J F M A M J J A S O N D

CNY* Shopee 
for Men

3.3 4.4,
Raya*

Raya* Shopee 
for Men

7.7 8.8 9.9 Super 
Shopping 

Day*

10.10 
Shopee 
Brands 

Festival*

11.11 Big 
Sale*

12.12 
Birthday 

Sale*

9.9 10.10 11.11 12.124.4
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2. Setting Up a Shop on 
Shopee
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5 Steps to Set Up Your Shopee Store

OPEN
ACCOUNT

UPLOAD 
LISTINGS

SET UP 
SHOP

MARKET 
STORE

SELLING 
PROCESS

1

30 MINS 2 HOURS 1 HOUR 1 HOUR 30 MINS

Sign up with valid 
login details:

● Registered 
mobile 
phone 
number

● Valid email 
address

Upload your product 
listings with the 
following details:

● Product name
● Product 

images 
● Product 

specifications

Set up your Shop 
Profile with complete 
details and using 
Shop Deco to create 
product categories 
for easy browsing by 
your customers

Join Shopee 
campaigns to gain 
exposure for your 
store and create 
discounts to entice 
new buyers

Familiarize with 
payment and 
interaction functions 
to begin operations:

● Bank 
account 
details

● Shipping 
methods

● Chat 
auto-reply

2 3 4 5
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Setup your Shop Profile  

1. Add a Cover photo to attract buyers
2. Add a Profile photo so buyers will be 

familiar with your brand 
3. Change your shop name to make it 

memorable
4. Add up to 5 images or 4 images and 1 

video 
5. Add shop description: 

● Provide a brief and informative 
shop description in 2 - 4 sentences 
to increase buyer confidence to 
shop from your shop. 

● Insert business hours if applicable. 
● Make sure there are no 

grammar/spelling errors. 
6. Once you are done, save it!

3
1

2

3

4

5

6
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Personalise and beautify your 
shop with Shop Decoration 
tools to attract more buyers to 
purchase from your shop!

Setup your Shop Profile  

Seller Tip!

Make your shop attractive to buyers with Shop Decoration Tools (e.g. video, carousel, banner, etc.).

https://seller.shopee.com.my/edu/article/871
https://seller.shopee.com.my/edu/article/871
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LIVE DEMO
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Now, let’s look at a GOOD store! 

Customised store name
Clear and easy to remember store name - 
can be different from the username

Lots of positive ratings
Customers like their service!

Seller Voucher 
To attract more buyers to buy from your 
shopShop Video

A visual description of their store 
which can increase buyer confidence

Cover Photo
A visual description of their store 
which can increase buyer confidence
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Now, let’s look at a GOOD store! (con’t)

Informative description
Lets buyers know what their products are, how they are 
shipped, and contact details of the seller

Well-designed cover photos
Complete with custom store logo and carousel

Shopee account linked with store’s social media 
accounts
Increase buyer confidence when they see your store’s 
social media presence
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3. Seller Centre 
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What is Seller Centre?

Seller Centre is the main 
portal for sellers to access 
all the shop features and 
settings from Shopee. 

You may use it to edit / upload 
product details, process orders 
/ arrange shipment, withdraw 
payment, boost sales and 
many more.
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Seller Centre on PC (https://seller.shopee.com.my/)

Seller Centre, a.k.a Seller 
Assistant on App 

Mode of Accessing Seller Centre

Seller Tip!
It is recommended to use Seller Centre on PC as it provides a broader 
range of access to key features with less hassle. 

https://seller.shopee.com.my/
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How to use Seller Centre
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LIVE DEMO
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3.1 How to Add New Product
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Listing a Product Overview 

1. Add New Product

1. Add Product Name and Product Category

 
1. Add Product Description

1. Add Product Images

 
1. Add Shipping Information 

1

2

3

4

5
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Where to Find - My Products or Add New Product 
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Click + Add a New Product

Single Product Uploading (Seller Centre)
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Choose a suitable 
product name

Choose a recommended category

Single Product Uploading - Product Name and Category

 2

 1
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Select the correct category 
for the product that you 
would like to upload on 
Shopee, and press next.

Avoid selecting “Others” in 
the sub-category selection.

(P/S: Do remember to put in 
a product name) 

Products which are correctly 
categorised and have 
detailed product attributes 
will get more views

Single Product Uploading - Product Name and Category

Seller Tip!

 3
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Product Name: 
Naming convention is always Brand + Product Name 
+ [Promotional Term] 

Eg: SanDisk ULTRA Dual USB OTG Drive 16GB [Buy 1 
Free 1] 

A character limit of 120. Clear and concise, correctly 
capitalized, no emoji, and correct use of measurement 
units.

Product Description: 
Keep it clear and concise by using simple English and 
describe the product’s key features such as size, 
colour, and composition. 

Include enough information for buyers to know what 
they are getting. There is a minimum requirement of 50 
character or 15 words. 

Single Product Uploading - Product Name and Description

Detailed product descriptions will 
increase buyer confidence

Seller Tip!
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Use “Enable Variations” for products with different 
sizes or colors

Tips for adding a new product - Variations

Seller Tip!
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Variations
Variations are different options within the same listing. Variations allow buyers to make their selection based on 
different attributes including size, color, or other characteristics of the same product on a single product detail page.

Type of variation When to use Example

No Variation There is only one type of product available Any non-variant products

Single Variation There is one variation available for the 
product which buyers can choose from 

1. Hats available with different 
colors

2. Laptop model available in 
13-inch and 15-inch

Two-tier Variation There are two types of variation available 
for the product for buyers to choose from

1. Dress with different colors and 
sizes

2. iPhone with different memory 
sizes and colors
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Enable two-tier variation for product listings with two different variations to 
assist buyers in selecting their desired variation of the product.

Do not mix different product variations into a single-tier variation as it will be 
an inconvenience to the buyers.

Variations (con’t)
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Fill in accurate Parcel Size details to avoid 
overcharges

Seller Tip!

Tips for Adding a New Product - Shipping Information
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1. Parcels exceeding these 
dimensions may be accepted if 
the shipment can be physically 
carried by the delivery person

2. Always remember to update 
the weight which is higher 
(actual weight / volumetric 
weight) in your product listing 

Seller Tips!
Please refer to the links below to calculate volumetric weight for each courier 
company: 

1. The maximum accepted actual weight or volumetric weight (whichever is higher) for Pos Laju and DHL is 30kg, 
whereas for J&T Express is 50kg

2. Calculation of volumetric weightage varies depending on the courier company:
○ Pos Laju and J&T Express: Length (cm) X Width (cm) X Height (cm) / 6000
○ DHL : Length (cm) X Width (cm) X Height (cm) / 5000

https://ezisend.poslaju.com.my/volumetric

http://www.dhl.com/en/tools/volumetric_weight_express.ht
ml

https://www.jtexpress.my/rates.php 

WL

H

How is Volumetric Weight Calculated?

https://ezisend.poslaju.com.my/volumetric
http://www.dhl.com/en/tools/volumetric_weight_express.html
http://www.dhl.com/en/tools/volumetric_weight_express.html
https://www.jtexpress.my/rates.php
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SCENARIO 1
Estimated shipping fee = Actual shipping fee 

• Actual and estimated shipping fee will offset each other

• Seller receives the product selling price in full

SCENARIO 2
Estimated shipping fee > Actual shipping fee 

• If estimated shipping fee paid by the buyer exceeds actual 

shipping fee, the excess amount will be released to the 

seller along with the product price

Estimated Shipping Fee and Actual Shipping Fee 
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SCENARIO 3
Estimated shipping fee < Actual shipping fee 

• If the actual shipping fee exceeds the estimated shipping 

fee, the difference in shipping fee will be deducted from 

the escrow amount to be released to the seller

Estimated Shipping Fee and Actual Shipping Fee (con’t)
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Check Actual Shipping Fee & Escrow Amount

STEP 1 STEP 2 STEP 3

1 2

3
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3.2 Do’s & Don’ts for Product Listings
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Product Naming Rules Accepted Examples Rejected Examples

No emoticons Listerine Cool Mint 750ml x 2 + Healthy 
White 250ml [Value Pack]

🔥HOT DEAL!!!🔥 New Japan Yoshida 
PORTER Men’s Shoulder SLING BAG 
Waterproof Nylon

Proper use of capitalisation, 
measurement units, and 
descriptives 

● Getha Baby Latex Mattress & Baby 
Dimple Pillow

● 888 2 in 1 Kopi O Arabica (25g x 20 
Sachets) [Buy 1 Free 1]

● Twisties Cheezels Cheezy BBQ 
Rings 60g

● MARVLE SCHOOL BAG 3D
● KOREA STYLE Electric 

Multi-function cooker & pan Grill
● Hot Selling!!! [GUARANTEE 

WANGI GILERR!] Air Freshener 
- CAR PERFUME!!!

Clear and concise name Hiruscar Anti Acne Spot Gel 10g ALX Leather Women Handbag Sling 
Bag Shoulder Clutch Beg Wallet Purse

Product Naming Do’s and Don’ts 
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Categorize Your Product Correctly
Product categories and product attributes help to increase visibility of your product. By categorizing your items 
accurately, you can ensure that your product shows up at the right places. 

Shopee Recommends

Category Locate the right category and subcategory for your products 

Attributes
● Select the correct value for each attribute
● Make sure that non-numerical values (e.g. brand name) are spelled correctly

Price and Inventory
● Include different variations and the stock count for each variation
● Select wholesale if you are selling in bulk

Others
● Don’t forget to select all the shipping options & applicable shipping fees for each 

item
● Specify whether the product is new, pre-order, etc.
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Product Listing Guide - How to Take The Perfect Photo

Shopee Recommends Relevant examples

Image size and 
background

● Image resolution of 1024x1024 pixels and above
● 1 : 1 ratio (square) will be best displayed on Shopee 
● Photo is clear, original, and taken against a white background with good 

lighting (characters on the product can be read)
● No distracting objects in the background

Product 
appearance in 
photo

● Product should take up more than 75% of the longer axis of the image 
● Image should capture the entire product, viewed from the front 
● Product should appear clean and free from dirt or stain 
● Photo should not show reflection of people or other objects 
● Photo should not alter the shape of the product (not stretched or 

compressed due to image resizing) 

Appearance and 
aesthetics

● Refrain from having text or logo that prevents buyers from seeing the 
product

● Watermarks are permitted provided that it doesn’t obstruct buyers from 
seeing the product

● Include more photos showcasing other angles of the product, or any tips 
when using it 
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Photography Tips For Your Product Image

1. Brighter photos look nicer
Edit your photos and manually up the brightness

1. Keep watermarks small
If your watermark covers the product, it doesn’t convince buyers to 

purchase the item

1. Keep it simple
If you have multiple designs or colors, split the photos into a neat 

collage with no more than four pictures, and make each photo look 

as similar as possible.
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3.3 Shop Categories
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Example of Shop Categories

Organize your product listings and make it easier for buyers to explore your store
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Where to find - Shop Categories
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How To Create My Shop Categories (1/3)

 Categorize your shop based on: 
Product, Category, Price Range, New 
Arrivals, Clearance Sale

Seller Tip!
Step 1: 

Click “Add 
customised category”

Step 2: 

Create a category name

Step 3: 

Add Products

 1

 2  3
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How To Create My Shop Categories (con’t)

 5

You can search your 
products by Shopee 
categories or My 
Shop Categories

Arrange your product view 
by:

● Recent
● Top Sales
● Price (Low to High)
● Price (High to Low)

Step 5:

Click “Confirm” once 
you’re done

Step 4:

Select which products 
to be in the category.

 4



Private & Confidential 45

Step 7:
Click “Save” once done

Step 6:
Toggle on for your shop categories to 

be fully displayed on your shop

How To Create My Shop Categories (3/3)

 6

 7
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4. Orders
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4.1 What to do when I receive an 
order?
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My Orders - Where to Find
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Step 1:

Click “To ship”

Step 2:

Click “Ship my orders”

Arrange Shipment

 1

 2
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Arrange Shipment (con’t)

Step 3:
Choose the correct logistics provider 

to process the order 

Step 4:
Choose either “Mass Arrange Pickup” or “Mass Arrange 

Drop Off” to arrange mass shipping with the logistics 
provider 

 3

 4
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Step 5:
Select the documents you wish to print 

(Air Waybill, Picklist, Packing List) 

Step 6:
Click “Download Shipping Documents”

Download Shipping Documents

 5

 6
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Step 7:

Proceed to packing and shipping 

your order

Pack your Orders



Private & Confidential

4.2 Shipping an Order
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Shipping an Order (con’t)

DROP-OFF FORM (PL9)

• The PL9 form can be obtained at any Pos Laju branches.

• This form must be presented together with your parcel 

during drop-off to confirm that the parcel has been 

collected.

All fields in the form has to be filled in correctly 

to avoid rejection during pick up or drop off. 

IMPORTANT
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Print out 1 copy of air waybill in A6 size

Attach the air waybill securely to your 

parcel in the protective air waybill docket.

Handover your parcel to the courier along 

with your PL9 form.

Shipping an order (3/3)
Packing a Parcel

 3

 2

 1
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Pos Laju Shopee Priority Lanes!

Over 88 Pos Laju Branches have priority lanes for Shopee

Skip the queue 

Just prepare your parcels and a PL9 Form

Your parcels will be updated in the system 
within 4 hours after drop off

Benefits:

Find out whether a Pos Laju Shopee priority lane is near you here 

https://seller.shopee.com.my/edu/article/1073
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4.3 Shopee Integrated Shipping
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Shopee Subsidized Shipping Program 
Benefits

● All Shipping programs can co-exist! 
● Drop off an order without upfront payment
● Automated air waybills
● Automatic calculation of shipping fee

       <5kg WM
      <1kg EM 

For more details: 
Poslaju

       

        <3kg WM only

For more details: 
J&T 

         
          <3kg WM 

only

For more details:  
DHL

https://seller.shopee.com.my/edu/article/1099
https://seller.shopee.com.my/edu/article/1106
https://seller.shopee.com.my/edu/article/1105
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Shipping Rate
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Shopee Logistics - Product Shipping Setting (1/2)

Untick “I will cover shipping fee”

If you do not enable any shipping 
options at product level, in the front 

end it will show as “Shipping fee 
included” which means that seller 

will bear the shipping cost.
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Shopee Logistics - Product Shipping Setting (2/2)

Update product weight by product level. 
You can mass edit using “Batch Actions” feature.

Enable J&T and/or DHL and/or 
Pos Laju for your products

https://seller.shopee.com.my/edu/article/122
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Poslaju 5kg Free Shipping Program (1/3)

For more information can refer to this LINK

https://seller.shopee.com.my/edu/article/1099
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Poslaju 5kg Free Shipping Program (2/3)

A laser / inkjet printer Product weight update file Update Pickup Address

If you have a supplier that ships the order to your buyer 

directly, you will not be able to do so with this Poslaju free 

shipping program.

ARE YOU A DROPSHIPPER?



Private & Confidential 64

Activation Requirements Step 1: 

Sign-up

Shopee Free 5KG Shipping Program 

Step 2: 

Update Pick Up Address

From Me > My Account > My Address

Step 3: 

Add Address & save as Pick Up

Poslaju 5kg Free Shipping Program (3/3)

http://sgiz.mobi/s3/MY-Shopee-FREE-5KG-Shipping-Program-Signup-Form/?sglocale=en&userid=17706974
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Example of a self printed waybill from Seller Centre
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What Happens On Activation Day

EXISTING POS LAJU SHIPPING

OPTIONS WILL BE REPLACED

• New orders coming in after activation 

have to be shipped using the self-printed 

Airway bill from Shopee Seller Centre. 

• Your previous orders before the 

activation date can still be shipped using 

the old way, with a handwritten waybill.

• Enable Poslaju at product level 

immediately once you receive a 

notification upon the successful activation

ALL PRODUCTS’ WEIGHT

WILL BE DEFAULTED AT 1KG

• Once your account is activated, you will 

have to update your product weight 

through Seller Centre with the product 

weight upload file prepared beforehand. 
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4.4 Reminder for your buyers
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How to enjoy Shopee Free Shipping (1/4)

Step 1:

Click on "Free Shipping" from 
Shopee App Homepage.

Step 2:

Click on "Claim Now" to claim the 
Free Shipping Voucher to your 

account.
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Step 3:

Tap on the “Voucher” field 
in your Shopping Cart.

Step 4:

Your free shipping voucher 
will be pre-selected. Choose 
a discount voucher and tap 

“Ok”.

How to enjoy Shopee Free Shipping (2/4)
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Step 5:

The selected vouchers are 

applied. You may proceed to 

checkout.

Tip: Free shipping vouchers 

may be used together with 

other discount vouchers.

How to enjoy Shopee Free Shipping (3/4)

Shoppers can also click on "Me" then click 

on "My Vouchers" to see all your vouchers 

including Free Shipping Vouchers.
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How to enjoy Shopee Free Shipping - Q&A (4/4)
Q1: Can I use free shipping voucher with other discount voucher?
Yes, free shipping vouchers may be used together with other discount vouchers.

Q2: How does free shipping voucher affect me as a buyer?
You can still enjoy free shipping like before. The only difference is to remember to apply the free shipping voucher in 
your shopping cart before proceeding to checkout.

Q3: If my order using free shipping voucher is returned, will I be able to get back my free shipping voucher?
Yes, the free shipping voucher will be returned to you provided the free shipping voucher is applied to the order. 
However, the Free Shipping checkout limit will not be credited back to you at this moment of time.
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5. Marketing Centre



Private & Confidential 73

Marketing Centre is a platform to help sellers manage their promotions and discounts. It can be easily accessed 
from the Seller Centre homepage. There are many features and tools* to help sellers participate in ongoing marketing 
campaigns, bring more traffic to their shops, and increase order volume. 

What is Marketing Centre?

Note: *Some features are available for selected sellers only
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Overview of Marketing Centre Features

Features Benefits

Discount Promotions Allows sellers to set custom discounts for any products for a selected period of time, so that 
sellers can provide potential buyers with the best deals.

Vouchers
Create vouchers for buyers to use in-shop. Seller voucher will attract buyers to purchase a 
minimum amount that has been set for the voucher, or specific products that the voucher is 
applicable for.

Follow Prize Allows sellers to set custom voucher to reward buyers who follow their store

Top Picks Designed for you to increase cross sales of your products. You can create a collection of 4-8 
products to display on your products' pages
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5.1 Discount Promotions
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Discount Promotions allow you to set your own custom discounts for a selected period of time for any product. 

What is Discount Promotions?
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Where to find - Discount Promotions 

Click HERE to learn more about Discount Promotions.

https://seller.shopee.com.my/edu/article/121
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LIVE DEMO
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Step 1:
Click “+ New Discount Promotion”

How to Create Discount Promotions (1/7)

 1
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Step 3: 
Set promotion period

a. Promotion period needs to 
start at least 24 hours from 
your current time. 

b. You may set your Promotion 
Period to end anytime. 

Step 4: 
Save & Continue

Step 2: 
Create a promotion name

Example: Clearance Sale 16-17 Nov

How To Create Discount Promotions (2/7)

 4

 3

 2
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How To Create Discount Promotions (3/7)

Step 5:
Click + Add Products

 5
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How To Create Discount Promotions (4/7)

Step 6:
Search for products by 

category or by name and 
select those you wish to 

discount.

Step 7:
Once you’re done, click 

Confirm
 7

 6
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Apply discounts to multiple products via 
batch setting:

A. To set a discount across multiple products, 
first input the desired discount rate here. 

B. Next, set the desired Purchase Limit for 
each buyer. This limits the purchase 
quantity for products under promotion.  

C. To apply the discount for all products, 
simply click on Update All Products. 

D. To apply the discount for selected products, 
first choose your products by clicking on 
their respective checkboxes, then click on 
Update Selected Products. 

E. Once finished, click Done.

How To Create Discount Promotions (5/7)

D

CA B

E
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Apply tailored discounts to specific 
products:

A. To tailor discounts for specific 
products or variations, you may edit 
the products Discounted Price or 
Discount % value.

B. Next, set the desired Purchase 
Limit for each buyer. 

C. If you wish to remove the product 
from the Promotion Period, click on 
the Bin icon. 

D. Once finished, click on Done. 

How To Create Discount Promotions (6/7)

D

CA B
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Once the Promotion Period 
has begun, your discounts 
will be shown on your 
relevant product listings. 

How To Create Discount Promotions (7/7)
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FAQ - Discount Promotions
Q: Will promotion names be seen by the buyer?
A: Promotion names are for your own reference only and will not be displayed to your buyers. 

Q: Can sellers extend the promotion period?
A: Promotion periods cannot be extended due to potential clashes with other promotions that you may have scheduled 
for the same products.

Q: How many My Discount Promotions can be created?
A: As long as you are prepared to handle the spike in orders, you can create as many promotions as you desire. 

Q: Is there a limit to the number of products we can add in one discount promotion? 
A: There is no limit to the number of products you can discount in one promotion.

Q: Is there a purchase limit that can be setup by seller for the buyer?
A: Yes. Purchase limit is the maximum quantity of a product that one buyer can purchase from a particular 
promotion. This helps to prevent a single buyer from snapping up all your best deals before other buyers get a chance 
to purchase.
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5.2 Vouchers
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What are Vouchers?

Vouchers is a tool designed to help sellers create their own vouchers to support 
their own promotions. Sellers are able to easily create shop and product 
vouchers, straight from the Shopee Platform.

You have the full flexibility to choose:

● Voucher type, value and quantity
● Voucher promotion period
● Products the voucher can apply to

Buyers will see your vouchers when browsing your shop and products. 

Why should you create vouchers?
To attract buyers to your shop and drive orders for your products

One in twelve shoppers purchase with seller vouchers

Seller Tips!
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Where to find - Vouchers

Click HERE to learn more about Vouchers.

https://seller.shopee.com.my/edu/article/125
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Vouchers is a tool designed to help sellers create their own vouchers to support their own promotions. With  
Vouchers, you can easily create vouchers specific to your shop, with full control over the value, duration and quantity 
of such vouchers. 

Vouchers How-to Overview
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LIVE DEMO
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This page will show 
all the vouchers 

that you’ve created. 

Step 1: 
Click on ‘Create 
New Voucher’ to 

set up a new 
voucher.  

How to create Vouchers? (1/6)
 1
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Step 2:
You may choose the type of vouchers that you would like::

● Shop Voucher is applicable to all products
● Product Voucher is only applicable to specific 

products

Step 3:
Fill all these information accordingly. 

How to create Vouchers? (2/6)
 2

 3
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How to create Vouchers? (3/6)
To set up you voucher, you will need to enter the following 
details:

1) Voucher Name: This name is not public and is for 
the seller’s reference only

2) Voucher Code: The first 4 letters of the voucher 
code will be taken from your username by default. 
You can decide the last 1- 5 characters of the 
voucher code. 

3) Voucher Type & Amount: This determine the 
voucher value. You can set a price discount (e.g 
RM10) or percentage discount (e.g 10%) 

Note: If you choose to set a percentage discount, you can opt to 
set a maximum discount price (e.g 10% off, capped at RM5). 
You can also set a minimum spend value for a percentage 
discount voucher

 3

 1

 2
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How to create Vouchers? (4/6)

To set up your voucher, you will need to enter the 
following details:

4) Minimum Basket Size: Minimum spend 
required to use the voucher

5) Voucher Start/End Date: The start and end 
date of the voucher duration.

6) Voucher Quantity: The total voucher quantity 
buyers can claim. Claiming voucher is different 
from using a voucher. A buyer may claim but 
choose not to use the voucher.

 6

 4

 5
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How to create Vouchers? (5/6)

You can choose to make your 
voucher applicable to all products 
in your shop, or limit the voucher 
to specific channels or to be 
shared through voucher code.

If your voucher is applicable to the 
whole shop, you can select ‘Display 
on all pages’ to allow your vouchers 
to be displayed in your Shop 
Homepage, Product Detail Page and 
in users shopping carts.

Once you are done, click Save to 
finish.

For more information can refer to this LINK

https://seller.shopee.com.my/edu/article/125
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How to create Vouchers? (6/6)

You can keep track of the voucher usage 
from the My Voucher page.

Click on ‘Details’ to edit your voucher 
settings

You will be able to edit most settings, 
except for the voucher code.

Once the voucher is available for use, you 
can also check ‘Details’ to see a record of 
orders that applied the voucher.
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Vouchers - Buyer View (1/3)

If your voucher is applicable to your entire shop and you choose to display this voucher to users, the voucher 
will automatically be displayed in you Shop Page and in your Product Pages.

Buyers will also be able to see your voucher, via a ‘Get Vouchers’ button in the Shopping Cart Page. If they 
add your products to their Shopping Cart.



Private & Confidential 99

Vouchers - Buyer View (2/3)
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Buyers will also be able to see your voucher 
if they add your products to their Shopping 
Cart, via the ‘Get Voucher’ Button

Vouchers - Buyer View (3/3)
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FAQ - Vouchers (1/2)

Q: How will the voucher claim system work? 
A: Shop vouchers will be made claimable to buyers directly from your shop front. Buyers may only claim a voucher 
once. Once a voucher is claimed, voucher usage will be reserved for the buyer. Once a voucher is fully claimed, the 
voucher will be removed from your shop front. 

Q: How should I determine my voucher Dispatch Quantity?
A: Since a buyer may claim a voucher but choose not to use it, sellers are encouraged to take into account the 
voucher conversion rate when determining the right Voucher Quantity to set. 

Sellers are advised to use an estimate based on their voucher’s historical performance and/or voucher attractiveness. 

Q: Can buyers use my shop vouchers if they have not claimed the voucher from my shop before? 
A: Yes, buyers can still manually enter the voucher code in the shopping cart if they have not claimed the voucher 
previously. 
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FAQ - Vouchers (2/2)

Q: How will I be charged for the cost of these vouchers? 
A: The total value of the vouchers used will be deducted from your escrow amount. 

Q: Are there regulations over the usage of vouchers created using Vouchers? 
A: Most of the voucher’s setting (e.g. the start and end date, voucher value, voucher quantity, etc.) are determined by 
the seller. Buyers may only claim and use each voucher code. 

Q: Can I reuse a voucher code that I have created previously? 
A: You may reuse a voucher code 30 days after the end date of the initial voucher. You cannot create a new voucher 
with the same voucher code as an ongoing voucher. 

Q: Once I’ve created a voucher, can I edit the voucher’s details or settings? 
A: Yes. In the Vouchers page, click on the ‘Details’ button next to the voucher that you want to edit. 

If the voucher has not started, you can edit most settings, except for the voucher code. If the voucher is ongoing, you 
may only edit the voucher end date and increase the voucher quantity. 
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5.3 Follow Prize
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● Follow Prize allows you to set your own custom 
voucher which your to reward customers for 
following your store.

● Follow the simple instructions below to create your 
very own Shop Follow Prize now!

Which Buyers are qualified to receive a Follow 
Prize?

Did not Follow the shop before the Follow Prize 
event

Have never received a Follow Prize from the shop 
in their life-time

Buyer enters the Shop during the Follow Prize 
event period

What is Follow Prize?

Click HERE to learn more about Follow Prize

1

2

3

https://seller.shopee.com.my/edu/article/652
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Where to find - Follow Prize 
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LIVE DEMO
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A summary of the details of the 
previously set Follow Prize is  
shown here

Click ‘Create Follow Prize’ to set 
up a new follow prize

How To Create Follow Prize (1/6)
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Basic Information

1. Follow Prize Name

This name is not public and is 
for seller’s reference only 
(Limit: 20 Characters)

2. Follow Prize Start/End Date

Start time can be from today and the 
end time must be more than one 
day after start time!
(Maximum duration: 90 days)

To set up a Follow Prize, you will need to enter the following details:

How To Create Follow Prize (2/6)

1

2
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To set up a Follow Prize, you will need to enter the following details:

Follow Prize Settings

3. Follow Prize Type

Currently only Voucher is available and the 
buyer will get the voucher straight to their 
voucher wallet when they click ‘Follow’

4. Reward Type

You can choose either a Discount or Coin 
Cashback to give to your followers

How To Create Follow Prize (3/6)

3

4
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To set up a Follow Prize, you will need to enter the following details:

5. Discount Type/Amount

You can set a fixed amount or 
percentage  discount, but make sure 
it is larger than other  coupons in the 
store to make it attractive!

6. Maximum Discount Price

If you are giving percentage discount, 
you can  choose to set a Maximum 
Discount Price amount for your Follow 
Prize

How To Create Follow Prize (4/6)

5

6
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To set up a Follow Prize, you will need to enter the following details:

7. Minimum Basket Price
Minimum spend required to use the 
voucher

8. Follow Prize Quantity
Set limit for the total follow prize quantity 
buyers can claim in total for this event
(Note: Claiming a voucher is different 
from using a voucher.

i.e. A buyer may claim but choose not to 
use the voucher)

How To Create Follow Prize (5/6)

7

8
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For Follow Prize, by default the voucher will be applicable to ALL products in your shop.

 Expiration Date

Prize claimed by user can be claimed until 7 
days after they received the voucher

How To Create Follow Prize (6/6)

Once you’re done, click ‘Save’ to finish
Congratulations! You’ve successfully  
created a ‘Follow Prize’ for your shop!
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1. Status

There are three status types:  

Ongoing - The Follow Prize is active  
Upcoming - The Follow Prize has not  
started yet
Expired - The Follow Prize has ended

Click here to create a new Follow Prize

The main Follow Prize page shows all the Follow Prizes that you have created

2. Action

You can view/edit details for all of your  
prizes, and can change details or end 
the event prematurely for ongoing 
Follow Prizes

Set Details For Your Follow Prize

1

2
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Your Follow Prize Vouchers are also  
displayed in your “My Vouchers” list along 
with all your other vouchers

1) Voucher Type Label

You can easily tell apart your Follow prize 
vouchers from your other vouchers by looking  
at this label

2) Follow Prize Details

You can see the same details of your Follow 
Shop voucher directly through the My Voucher 
Detail page

Manage your Follow Prize | View details in ‘My Voucher’

1

2

1
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A Pop-up  window 
will be  shown  

automatically to  
qualified buyers  
when they enter  
your shop page  

during the  event 
period

The ‘Follow’ button will  look 
like this when there is an 

ongoing Follow Prize event.

Shoppers who did not click  on 
the pop-up voucher will still be 

able to get the voucher by 
clicking this button.

After clicking, the buyer will 
receive the  voucher directly 
to their wallet which they can 

use immediately!

What buyers will see on your Shop Page
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5.4 Top Picks
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Top Picks is a feature designed for sellers to increase cross sales for their products. With this feature sellers can 
create a collection of 4-8 items to display on their products’ pages. You can create up to 10 collections, however only 
one can be activated at a time to be displayed across all your products. 

What is Top Picks?

Click HERE to learn more about Top Picks

https://seller.shopee.com.my/edu/article/190
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LIVE DEMO
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Select ‘+ Add Collection’

How to Create Collections in Top Picks? (1/6)

1
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Insert Collection Name and click to 
add Products

How to Create Collections in Top Picks? (2/6)

2
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Choose your products, 
and click ‘Confirm’

How to Create Collections in Top Picks? (3/6)

You must select a minimum of 4 and 
cannot select more than 8 products to 
proceed.

Only items with normal or preview 
status can be selected (out of stock or 
banned products will be grayed out).
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Rearrange, review and confirm your products. 

How to Create Collections in Top Picks? (4/6)

3. This menu allows you to arrange the 
order of product appearance and delete 
products.

4. Add more products, if you have not 
reached the maximum of 8, or save when 
you are ready.

5. Preview what Collection will look like to 
buyer in this window.

 4

3

4

5
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You can manage and 
activate your collections. 

How to Create Collections in Top Picks? (5/6)

Activate, Delete, Edit, or 
Preview your collections 
here.

6
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Your activated collection 
is now visible to buyers. 

How to Create Collections in Top Picks? (6/6)

● The display will refresh whenever 
you change, activate or 
deactivate a Collection.

● A product in the Active Collection 
will be hidden when it is sold out, 
banned, hidden or unlisted.

● If there are less than 4 valid  
products to display, the entire 
Top Picks from Shop section will 
be hidden
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6. My Finance
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Payment withheld to be released to you or to buyer, depending 
on above outcome

Buyer to pay with credit / debit card, or bank transfer etc

Shopee escrow to withhold payment until transaction is 
complete

To ship within two working days. Integrated partner courier to 
arrange door-to-door delivery; You can also use your own fleet

Tracker on seller centre to inform you once your delivery has 
been completed

Buyer to confirm receipt 
within 3 days

Buyer raise return request 
and ship back to Shopee

ORDER MADE

ESCROW PAYMENT

NOTIFY TO SHIP

DELIVERY

CONFIRM RECEIPT / 
RETURN REQUEST

RELEASE PAYMENT

6-Steps 
Transaction 

Flow
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6.1 Shopee Transaction Fee
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Transaction fee 
applied

2.12% X
Buyer paid amount

Product selling 
price

Total discounts, 
vouchers, 

rebates, coins1

+ Shipping 
fees

2.12% transaction fee is calculated based on the full amount paid by the buyer

Introduction to Transaction Fees (1/2)
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Introduction to Transaction Fees (2/2)

For details on transaction fee calculation, please do refer HERE.

● Transaction fee will be calculated as of the final amount paid by buyer for a particular order (regardless of the 
payment method used during checkout), inclusive of shipping fee.

● We will charge sellers a 2.12% (after SST) transaction fee on all orders successfully transacted to partially 
offset the transaction fees that are due to the payment channels.

● By reducing our payment cost, we are able to further invest in improving the platform and to spur our 
customer acquisition efforts.

Fee Before After 6% SST Applicable for

Transaction Fee 2% 2.12% All sellers

 Withdrawal Fee from Seller Wallet 
(After 3rd withdrawal) RM0.11 RM0.12

Sellers who exceeded 3 free manual 
withdrawal per week

https://seller.shopee.com.my/edu/article/501
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Example Calculation of Transaction Fee

Assumptions:

● Buyer uses Free Shipping Voucher
● Seller sets Discount Promotion of 5% off for the 

product
● Seller is a normal seller (didn't sign up for RM19 

Free Shipping Package or 10% Coins 
Cashback Programme)

● Parcel is less than 3kg and it is shipped using 
J&T Shopee Supported Logistics
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Example Calculation of Transaction Fee

Assumptions:

● Buyer uses Free Shipping Voucher
● Buyer uses Seller's created Voucher of 10% off 

capped at RM8 for minimum spend of RM50
● Seller is a normal seller (didn't sign up for RM19 

Free Shipping Package or 10% Coins 
Cashback Programme)

● Parcel is less than 3kg and it is shipped using 
J&T Shopee Supported Logistics
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Example Calculation of Transaction Fee

Assumptions:

● Buyer uses Free Shipping Voucher
● Seller sets Discount Promotion of 5% off for the 

product
● Buyer uses Seller's created Voucher of 10% off 

capped at RM8 for minimum spend of RM50
● Seller is a normal seller (didn't sign up for RM19 

Free Shipping Package or 10% Coins 
Cashback Programme)

● Parcel is less than 3kg and it is shipped using 
J&T Shopee Supported Logistics
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Example Calculation of Transaction Fee

Assumptions:

● Buyer does not meet the minimum spend of 
RM40 and hence cannot use Free Shipping 
Voucher

● Seller sets Discount Promotion of 20% off for 
the product

● Seller is a normal seller (didn't sign up for RM19 
Free Shipping Package or 10% Coins 
Cashback Programme)

● Parcel is less than 3kg and it is shipped using 
J&T Shopee Supported Logistics
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6.2 Adding your Bank Account 
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Add Bank Account (App)
 4

 3

 1

 2

Step 1:
Click “Seller Wallet”

Step 2:
Click on Settings Icon

Step 3:
Click “My Bank 

Accounts”

Step 4:
Add the bank account 

details
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Add Bank Account (Seller Centre)

Click “Bank Accounts”
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Add Bank Account to 

transfer all the payment of 

successful orders to the 

respective bank account.

Add Bank Account (Seller Centre - 1/2)
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Add Bank Account (Seller Centre - 2/2)

Enter your Shopee password 
for verification

Click on “Add Bank Account” Fill up all the necessary details
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Credit / Debit card 

Card payments are 
processed through 
third party providers 
and supporting cards 
may vary across 
markets. 

ATM / Cash Deposit 

Buyers can perform an 
Cash Deposit to one of 
our designated Shopee 
Guarantee bank 
accounts. 

Online Banking 

Buyers may use this 
payment method for a 
more comprehensive 
and secure transfer 
from other affiliate 
banks such as 
Maybank, CIMB bank, 
AmBank, RHB Bank, 
and Hong Leong Bank. 

ShopeePay

ShopeePay stores 
money from your 
refunds (for orders 
paid using online 
banking, ATM/Cash 
Deposit, ShopeePay) 
and your top ups.

Available Payment Methods in Shopee

For details, please refer HERE.

7-Eleven

All you need to do is 
to place an order in 
Shopee and select 
7-Eleven as your 
payment method. 
Proceed to nearest 
7-Eleven for the 
payment via cash 
directly afterwards.

https://help.shopee.com.my/my/s/article/What-payment-methods-are-supported-by-Shopee-1542969804791
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6.3 Shopee Guarantee
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WHAT IS SHOPEE GUARANTEE?
Shopee Guarantee protects users by releasing the payment to Seller upon Buyer confirming receipt of the 

order. Once the Buyer accepts the order, the payment will be released to the Seller's Shopee Wallet, and will be 

released through automated/manual withdrawal.

HOW DOES IT WORK ?
Shopee Guarantee period is made from the 2 elements as below, starting from your payment confirmation date.

1. Days to Ship determined by Seller based on the number of days it takes to prepare for delivery.

2. Estimated Delivery Time  based on average delivery time.

Shopee Guarantee (1/4)
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EXAMPLE:
1. Order was paid on 1 March.

2. Seller has indicated 2 days in “Days to Ship”.

3. Shopee Guarantee period: 2 (Days to Ship) + 4 (*Estimated 

Delivery Time)  + 3 (Buyer Confirmation Time) = 9 days

4. Buyer can expect to receive the order within the 6th days after 

the payment has been confirmed  and additional 1 extra day to 

do the necessary checking of the product received.

As Estimated Delivery Time varies between East and West Malaysia, sellers are advised to check HERE for more information and 
better calculation.

Shopee Guarantee (2/4)

https://seller.shopee.com.my/edu/article/388
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Buyer has not received the product yet. Can the buyer 

extend the Shopee Guarantee period?
1. Yes, buyer is allowed a one- time 3 -day extension of the Shopee 

Guarantee period if yet to receive the product.

2. To extend Shopee Guarantee, simply tap on “Extend Shopee 

Guarantee” in the “Order Details” page.

Shopee Guarantee (3/4)
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Orders will be automatically cancelled if:
1. The seller has been inactive for 7 days.

2. The seller has not shipped the order and clicked "Ship" by the end of the Shopee 

Guarantee period.

3. If an order has been cancelled due to the above reasons, and buyer has made 

payment - Shopee will notify them with a refund notification.

 

If you have not received your order before the final day of the extension period, please 

file for a refund before the 3 -days extension ends.

Click HERE for more details on Shopee Guarantee. 

Shopee Guarantee (4/4)

https://seller.shopee.com.my/edu/article/1130
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6.4 Seller Wallet
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Seller Wallet stores money from your refunds and sales proceeds. The sum of this money, minus any withdrawals, 
will be reflected as your Seller Wallet balance.   

Click to select 
“Seller Wallet”

For sellers, Seller Wallet also gives you the convenience of: 

1. Easier reconciliation between the money leaving your 
wallet and what’s being credited to your bank account. 

2. Flexibility to filter sales transactions by specific time 
periods. 

3. Greater control over when and how much money you 
choose to withdraw.

4. Added security with Shopee Wallet PIN. 

Seller Tips!

Seller Wallet
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You are entitled to one daily withdrawal from your Seller Wallet. This allows you to self-initiate the withdrawal of 
funds from your wallet to your bank account. Please note that the withdrawal amount is limited to the amount 
available in your Wallet at the point of withdrawal and minimum withdrawal amount is RM1.

To withdraw:

Click on 
“Seller 
Wallet”

Go to “Seller 
Wallet” page and 

tap on 
“Withdrawal”

How To Withdraw Money From Seller Wallet (1/3)
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Seller

On the “Withdrawal” 
page, select the 
bank account that 
you want to transfer 
your money to, 
enter the amount 
you want to 
withdraw, and tap 
on “Confirm”. 

On the “Confirm 
Withdrawal” page, 
check your withdrawal 
details and tap on 
“Confirm”. 

How To Withdraw Money From Seller Wallet (2/3)
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Enter your Wallet 
PIN to complete 
the withdrawal 
request. 

For added convenience, Shopee will also automatically transfer 
funds from your Wallet into your bank account on a regular 
basis. 
These automated withdrawals will occur once a week on 
Wednesdays. When this happens, Shopee will initiate a 
transfer of your entire Wallet balance to your bank account.

If you are scheduled for an automated withdrawal on a 
particular day, you can still do a request for one additional 
withdrawal in the same day. Find out more about automatic 
withdrawals here .

Seller Tips!

How To Withdraw Money From Seller Wallet (3/3)

https://help.shopee.com.my/my/s/article/What-are-Automated-Withdrawals-1542969807224
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Automated withdrawals are transfers that are made on every Wednesday or 1st working day of the month from 
the balance in your Seller Wallet to your default bank account. Automated withdrawals will take up to 3 business 
days for the fund to be credited to your bank account. 

To turn on automated withdrawal (App only), kindly follow the steps below: 

Click on the “me” 
and click on 
“Seller Wallet”. 

You can see 
your Wallet 
Balance 
highlighted in 
yellow. Click on 
“setting” on the 
top of the right 
of the page.   

What Is Automated Withdrawals? (1/2)
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You can choose 
to either 
withdraw once 
a week or once 
a month

In your wallet 
settings, ensure 
that the auto 
withdrawal is on

Please note that you can also withdraw the balance in 
your Seller Wallet account manually for up to 3 times a 
week. Any subsequent withdrawals will be charged 
RM0.12. 

What Is Automated Withdrawals? (2/2)

Seller Tips!
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Download 
Weekly Income 

Statement

Download Weekly Income Statement
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Seller Education Hub

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

https://seller.shopee.com.my/edu/
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Learn more from Shopee Seller Education Hub

https://seller.shopee.com.my/edu/

https://seller.shopee.com.my/edu/
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Learn more from Shopee Seller Education Hub

https://seller.shopee.com.my/edu/webinar

https://seller.shopee.com.my/edu/webinar
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THANK YOU
ขอบคุณ | Cảm ơn bạn | Salamat | Terima kasih

ありがとうございます! | 謝謝 | 감사합니다! 


