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DEFINITION OF DIGITAL SELLING

Digital selling is the next part that comes after

Digital Marketing. The latter focuses on creating
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awareness and building the brand while expand-
ing reach and the former focus on closing the sale.
In essence this part converts the customer into

a paying/revenue generating entity. We want to
make sure that they take money from their pock-

ets and puts it in our pocket in exchange for the

value we provide.

The previous module discussed the changes in the modern-day customer. Their behavior and pro-
file have changed such that their focus has shifted... to the digital space. Because of this, we need to

also shift our sales conversion efforts to ride this trend.

Digital selling is the process of leveraging digital channels to find, engage and connect with poten-
tial buyers of our products and services. The objective is to build relationships and convert these

into actual sales.
COMMON SITES

In the Philippines, the 3 most popular e-commerce channels are: Lazada, Shopee and Facebook.
While Lazada is seen to have bulk of the market share, Shopee and Facebook are also commonly

sought as a sales channel for Filipinos.

PRACTICAL FRAMEWORK TO DIGITAL SELLING

Before we get into the how to, lets look at some important tips to increase the likelihood of success
in the digital space. These tips apply regardless of which channel you select.

1. Product

As an entrepreneur, we need to make sure that the product
and services fulfill the promise we make to our customer.
That promise is our commitment that we are able to deliver
on the value proposition that we communicate. If that prom-
ise is not achieved, then it results in an angry customer. This
irate customer will not only be lost but may also go online to
criticize, bash and possibly even ruin the reputation of the
brand. As such, we need to make sure that we are able to

fulfill our promise and generate happy customers.




a. Good Photos

“Makuha ka sa Tingin”. When it comes to food, we
Filipinos enjoy the scent and smell of our meal just as much
as actually eating it. This is the primary reason why Jollibee
came up with the age-long tagline, LANGHAP SARAP. How-
ever, since we can no longer smell, taste, touch and feel the

products we want to purchase we have to rely on our sense

of sight.

The importance of good visuals has been magnified by the pandemic. However, this trend
has been constant in our lives especially with the dawn of social media. We have become crea-
tures of Sight. As such, we need to make sure that the photos we post are equally as enticing as the
products we sell. The nicer and more attractive the photo, the higher the likelihood we will click and

check the product out. Catch the attention of your customer.

In addition, there is so much clutter in these platforms as more and more similar or same
products are posted by like-minded entrepreneurs. Having great photos will help you stand out
from competition.

b. Good Description

Once we take a look at the product, we as customers are particular about the products’ features
and details. A good and detailed product description is a manifestation of how confident you are
about your product. More importantly, it is a great opportunity to sell effectively and convincingly.
Having a good and clear product description also allows you to differentiate against competition.
You can clearly highlight your competitive edge and unique selling proposition. This will allow cus-

tomers to easily compare you with others and make the right choice.

INCREASE
SELL EFFECTIVELY DIFFERENTIATE CONVERSION

Having the right combination of the product, photos and description can help elevate your prod-
ucts and your store up the want list of customers. Your ratings can increase and your online scoring

will improve as you also increase your sales.

So Focus on your product. Stand out, be noticed, build trust, differentiate and generate more sales.



2. Store

Having your digital store is just as important as
your physical store. The nice thing about having a
digital store is that it is no longer bound by geogra-
phy or location. You can be in Zamboanga and sell

to Manila or even other parts of the world.

We have to remember that whether it is physical or online, our stores represent us and our brand. As
such, design your store with care.

The way your store looks and feels to the customers creates a lasting impression, one that can

lead to visits and eventually purchase. A poorly crafted store will just add to the online clutter that
customers skip. But an impressive store shows professionalism, credibility and desire to deliver the
best. It will lead to sales. If it looks good, feels good, it should lead to more visits and also develop
loyalty.

CREATEAN INCREASE DEVELOP
IMPRESSION CONVERSION LOYALTY
You want to develop a store that creates trust and confidence where customers are comfortable and

happy. Doing so will help convert one time customers into recurring customers.

Maximize your page to attract customers, build credibility and trust, increase add to cart, engage
customers and build loyalty. Make sure to update your site regularly for fresh content, fresh prod-

ucts so that customers will want to keep on coming back.

Build Trust &
Credibility

Attract
Customers

Increase
Add-To-Cart

Build Loyalty



3. \Visibility

Having a nicely built and designed store that is complete with products, photos, descriptions
matched with nice layouts and designs can help you stand out and be seen amongst your compet-
itors. Online marketplaces are generally cluttered with hundreds of thousand of same, similar or

similar looking products that differentiating yourself becomes important.

However, standing out based on look and feel

can only take you so far. As such, Boosting helps
you generate visibility by pushing your presence
to markets further. Boosting helps position your
products and brand above the rest. Be Seen  Be Found
Boost products that have a high likelihood of

being sold. Brands normally boost Bestsellers,

Campaign products, Promotional products.

Boost to be seen and to be found.

Boosting does not have to be expensive. Just focus on the right product and the right customer.

/ 3 --—-‘—E 4. Promotions
Promotion M~ :: We all love discounts and promotions. Great deals
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catch our attention. It makes us pause. We be-

| come curious. We scope. We check. We Buy!

Promotions is a good tool to generate visits to our
site, catch the attention of customers and gener-

ate awareness about our products. More impor-

il tantly, it helps generate more sales.

Promotions are a good tool to entice customer purchase and increase their basket size. Timed prop-

.

erly, it can also attract customers from competition.

There are several good promotional tools used in Digital Selling:

a. Vouchers/Coupons

To those who want to go old-school, these are equiv-
alent to your old cut outs found in newspapers or
given away in fast food outlets today. It is a type of
voucher or discount mechanism that customers can
claim at the end of the purchase. These are normally
inputted in a box before checkout/payment. This is

normally represented by a code.



b. Combo or Bundling

This refers to offering different levels of discounts as you put more items together to encourage cus-
tomers to buy more or to purchase higher value items with lower value items. Think of this as similar
to the value meals in fast food restaurants. For effective bundling, make sure that you push for a

quality bundles, set reasonable conditions and join campaigns/events for more exposure.

c. Freebies/Gifts
Is an add on to any purchase made. It is a sellable item given for free as part of a bundle or promo-
tion. When conducting this type of promotion, make sure you have sufficient stock, create clear and

simple conditions, make sure you can deliver and make sure you compute for your costs.

d. Free Delivery
Delivering items for free is seen as one of the most effective promotional campaign where you subsi-
dize or give the shipping fee for free to your customer.

Promotions can do a lot of good for stores as they try to engage and sell more. Conducting strategic
and tactical promotions can help increase traffic, move inventory, increase basket size, build brand
affinity, drive more followers and improve competitiveness. Just be sure to track the impact of
effective and non-effective promotions for future engagements. Also, be sure to consider the costs

involved.

5. Engagement

Building relationships and loyalty with customers take time. So take the time now. You want to build
this relationship early and effectively especially with tight competition. Building rapport with cus-
tomers is simple but it takes time. All you have to do is Listen, Talk and Interact with them. This will
result in customer conversion, increased purchase and long term relationship building.
Engage them in their Moment of Truth. This is the
point where the customer is on the brink of decid- o — .
ing whether to purchase or not. Sometimes all they [I% _ '
need is a little nudge given the right information or /
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simply just someone to talk to. It will go a long way

RELATIONSHIP

in the future.
Simple things like chat, immediate response and good customer service can lead to a loyal custom-

er. As they say, its cheaper to retain a customer than building/creating one. So create one today.



In addition, there are simple things that you can do to do build engagement.

First, make sure to gather and get reviews about your store and your products. Involve your custom-
ers in the process. Recent studies have shown that good reviews lead to higher traffic and sales. This
is because these reviews are equivalent to your customers’ testimonial and feedback. It is a reflec-
tion of TRUST and CONFIDENCE in you and your products.

Try to create and encourage your customers to create relevant and appropriate reviews about your
products/store. Incentivize them and give them more reason to provide a review or create a rating.
Try to get them involved by having them take photos or create a short video testimonial. We guaran-
tee that it helps.

Second, create a livestream. This may not be for everyone. However, creating short videos talking
about your products that are fun, casual and simple can do a lot to help drive sales. You may even
want to do an online live video contest so as to involve your customers in real time. These are really

effective these days.

6. Data
Knowledge is power and data is the basis of our
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knowledge. This is very important for business A - -

owners. Data and analytics is essential to help m:—
entrepreneurs understand their business better. pr =
Data provides a picture of business performance

while also giving a glimpse of the effectiveness of

executed programs and campaigns.

Given data is important, all 3 platforms have their own versions of analytics pages. Though packag-

ing may vary, the data points captured is more or less the same.

Looking these pages, an entrepreneur will be able to gather needed information related to sales,
promotional performance, campaign performance, delivery, fulfillment and the like. This will lead to

the determination of effectiveness of various initiatives while also pinpointing challenge areas.

The data analyzed should help the entrepre-
neur make better decisions and strategies
given the information available. Furthermore,

3 ' Monitor Lo
Numbers Set targets Performance targets can be set more realistically. Lastly,

Understand

real-time information can be monitored to

track performance and determine consistency

of various initiatives.



7. Support

The Back End is just as important as the Front End. MSMES may have limitations in terms of
capabilities and capacity to execute key functions to be successful in Digital Selling. External part-
nerships are critical in ensuring that the entrepreneur is able to succeed in the program. Some of
the common support needed are: Delivery, Warehousing, Fulfillment, Customer Service, Graphics,
Accounting, Images, Payment and more.

Organizations like Lazada for example has a Service Marketplace which connects the entrepreneur
to key resources that can support their endeavor.

Having the necessary support will help the
entrepreneur focus on their core business
and competence, become more efficient by
getting help from experts and they are able
to complete their team by augmenting/

outsourcing certain functions that are not

available internally.

GETTING STARTED

Getting started on the different marketplaces is easy! Simply follow the steps below. Each platform
has its own unique process that are simple to follow. Note though that they mostly ask for the same
thing.

1. Lazada
Getting started on Lazada is easy. To get started, go to the Lazada page and click on the “SELL ON
LAZADA” link found at the top.
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It will take you to the page where you can select which marketplace you want to sell on. There you

will encounter 3 choices.

Selling made simple

For Mon-Food S— For Food Sallers
Sallars

a. LazMall - LazMall is the mall equivalent within Lazada. Only registered business owners

will be allowed to sell in this platform.

b. Marketplace - Marketplace is the location for businesses starting to sell online wheth-
er you are an individual or corporate seller. It is recommended that businesses new to online
selling register here. Once your businesses grow and becomes a registered company, then they

can move to LazMall.

¢. Lazada Fresh - Lazada Fresh is a new addition to the marketplace. This is where sellers
of perishable goods are recommended to create their stores. The interface is similar to Market-
place but is specific to perishable items like food (fresh vegetables, meat etc). If you are a food
seller but your products have long shelf lives (bottles, canned, packed, processed) it is recom-

mended that you sell in the Marketplace.

Once you have selected which channel you want to enter, provide your contact number and sign
up. IMPORTANT: please be sure to enter the right mobile number as this is important to verify the
account. You will receive an SMS to help verify that the account is legitimate.



Once verified you can now take 3 easy steps to set up your Lazada account.

3 Easy Steps To Start Selling On Lazada
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a. Manage Address Book

After entering your contact information, it is important to manage your address book. You have to
determine your warehouse address, business address and return address. These are critical as this
will determine how you will manage the in and out of products/orders you will receive. You may
choose one address for all three addresses. Just make sure to put in the right address.

= et

Step 1: Monage Address Book II G ")
i |

Fill in your Wasehouse =
Address, Business

Address & Return

Address.

. Lazada University

Once you enter the right addresses, you will be given the option of going back to the dashboard or

uploading your SKU.

— | Clicking on the former will take you to

] e I the main dashboard of your SELLER
e CENTER.



THE SELLER CENTER

The Seller Center is the platform that allows you to manage your online activities in Lazada. The

Seller Center main page will show you all the basic information you will need about your business

in Lazada. It contains information about your products, sales, tasks, performance and more. All

you need is to study and understand the information and use these to properly run and grow your

business.
Your Seller Center will contain:

« Menu Tab - which depicts the different
parts of the Seller Center

+ Pending Orders

+ Order Summary

+ Merchant Name

+ Sales Summary

o Latest News

In the Seller Center, you can:

« Manage your products

+ Update Stock and Prices

« Manage your orders

+ Check Commission and payment terms
« Monitor status of returned items

+ Checkyou Financial Status

« Check News and Updates from Lazada
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To access your Seller Center account, simply login with your login ID (after your initial setup).

When you have the chance, navigate and check the different parts of your Seller Center. It is a pow-

erful tool to help you grow your business on Lazada.



b. Upload your SKU

The next important step is to Upload your SKU or your first product. This is an important step.
Without doing this, you will not be able to continue with the creation of your Lazada shop.

Click on the Products link on the left hand side of the screen where you fill find the Menu. Click on
add Products.

Step 2: Upload SKU ] - )
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On Seller Center, chick on Products - Add Products Fill in your Preduct Mame, choose the right category

h far your produtt then fill in your Brand & Model
—
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Hote: Sequence of filling up the product
attributes vanes.,
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Be sure to fill in the Product Name and other information. Be sure to find the right product catego-

ry for your product otherwise customers will have difficulty finding you in the store. Also, be sure to
provide as much relevant information about your product.

Place the proper description of your products. Be sure to highlight the great things about your

product and how it can be valuable to the customer. This is your chance to showcase your wonder-
ful product to your customers.

Meps. = pload SKU ll @
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3. Add iin product descriptions 1o help customers understand your products betles
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After putting in the right description, enter the Package Weight and Dimensions.



Step 2: Upload SKU II a !
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Difference between Packsge Weight & Package Dimendions:
. Paciage Weght =
Atual Weight ik
- 15kg

! i h . . .
3 Lol (8 Wl [ y
[l - Haighi & . o
Wi Waigh

' Larada Unisersity

Enter additional information especially if there are other types/specifications of the same product.

Enter quantity available, promotional price etc. Do not forget to Publish after.

Step 2: Upload SKU II @ J
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Just some friendly reminders from Lazada:

Do not copy images from the Internet and use as your own. Take your own beautiful photos.
You can do this yourself or hire someone to help you. It is easy and affordable.

Be sure to abide by Obscenity Guidelines

Always ensure your products are 100% authentic.

Do not use copyrighted or trademarked content in your product titles and descriptions

Do not sell any prohibited or controlled products



LORIKEET

Once you are comfortable with Lazada and have set up your initial account, try out LORIKEET.
LORIKEET is Lazada’s decoration tool for Product Description. It makes your store nicer and more

attractive for customers.

Lorikeet has been shown to be an effective way to communicate product benefits, provide beau-
tiful product content, reduce back and forth in relation to basic product information, helps you
differentiate from competitors and has shop recommendations/campaign features. TRY THIS OUT
WITH YOUR MENTOR!

Lorikeet modules exomple

o Store pramotion bonmer 9 Product detolls
Promaties, ig-silling. cuan-selling. Maah sl #it.

G, Gk Sy
{8 DAL RE HOH HOAN TIEN

a Product image o Product feature
Wi e prmed angles, with modelon warionts, e teghis "

doo —

ﬁhm "-_ :-:'—t—-t
a=\¥ o= o

. Lazada University

c. BANKDOCUMENTS

Make sure that you are not only able to sell but also collect from your sales. Setup your bank docu-

ments accurately on Lazada. Provide all the information required. Prepare your:

« Bank Information
« ID

Please have these on-hand so that you do not encounter delays when setting up your account.

NOTE: Payments of orders made from Mon-
Finance (Payouts) day to Sunday will be given on the following

Payments of orders made from Monday to Sunday Thursday. Payments will be automatically
will be given the Thursday of the following week

) . debited to the account you provided so
Exomple:

oserpeti> WKk E:MTWThFSSu please be sure to check and make sure that
WKk2:MTWThFSSu ~— roum ' _ _ _
: you provide all the information required.

Check payouts through Seller Center > Finance > Account Statement
For concern, you can check on your account

by clicking on the Finance link in the menu

'I.uznduUnivcrsiw
bar and check account statements.



CONGRATULATIONS! You have set up your store.

Once you complete the 3 steps mentioned, you will receive a special treat from Lazada - 1 Free
Seller Pick. A seller pick is like a token that allows you to post sponsored materials for boosting
on Lazada. There are several ways to get a Seller Pick whether it is achieving your quota or hitting

sales targets etc. Ask your Mentor more about this.

MANAGE YOUR ORDERS

Be sure to check the status of your orders regularly once you create your account and upload all
your products on Lazada. Be sure to check first thing in the morning and every 2 hours (suggested)
thereafter. This will ensure that you are able to process and prepare for orders swiftly and arrange
forimmediate delivery. Customers expect swift and accurate delivery. It is all about speed. If an
order isn’t shipped within 24 hours, customers tend to cancel orders. Check your Seller Center and
facilitate pick up for the ordered items.

FULFILLMENT
Lazada offers 3 ways to Fulfill your order:

a. Drop Shipping - Drop shipping occurs when Lazada goes to you to pick up your products

for shipping. Here are the steps:

+ You get notified on Seller Center and via email LEX picks up the items from your regis-

about an order tered warehouse
+ You pick and pack your products + Order status changes to “Shipped”
+ You prepare all necessary documentation + The customer receives the item

+ Click on “Ready to Ship” on your Seller Center  « Order status changes to “Delivered

b. Drop Off-Points - This happens when you take the ordered products to a designated drop-
off point. This is normally at a 7-11 or Shell station among others. Check the list of authorized

drop-off points. The process are as follows:

+ You get notified on Seller Center and viaemail « LEX picks up the items from the drop off

about an order point
+ You pick and pack your products + Order status changes to “Shipped”
+ You prepare all necessary documentation « The customer receives the item

+ Click on “Ready to Ship” on your Seller Center

Order status changes to “Delivered”
+ Bring the packed items to your nearest drop off
point and have it scanned by representatives of

the location



C. Fulfillment by Lazada - This is offered to online sellers that have reached large volumes.
This will entail shifting warehousing to Lazada. Lazada will take care of fulfilling the order once an
order comes in. Here are the steps:
+ You deliver products to Lazada Compound + Order status changes to “Shipped”
+ Lazada will pick and pack orders once orders + The customer receives the item
comein + Order status changes to “Delivered”
+ Order status changes to “Ready to Ship” on
your Seller Center
« 3PL picks up items from Lazada

PACKAGING

Product packaging is just as important as the product itself. From a practical perspective, the pack-
aging has to be able to withstand the rigors of shipping. It must withstand at least 4 trips. A badly
packaged product can lead to product damages and irritate the customer. This is part of the overall

shopping experience of the customer.

Some tips on packaging:

« Always use original packaging
+ Putyour product in an outer protective box. Use the right box type of hard carton
+ Make sure that the spaces are properly filled. Use filling materials (bubble wrap etc). Lazada

can provided Lazada branded materials

Packaging Materials & Guidelines

I - ] ___'__'n.“‘_f

Carton box Packaging tape Stretch wrap Bubbile wrap

Use the right materials.

e,

L. -
| i

Wooden crate Ervelope sleeve Pouch

a
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Proper Packaging for Various Iltems
GENERAL RULE Different tracking numbers
Orders that generated two different tracking numbers
should be packed separately.
< 4§§?
RS < Use the right
oottgre T, &
o Py e v
el ] .
os%e® @'@ package/tracking numbers.
Place all small parts and Seal the box with Mark fragie Aems
fregties in 2 bag and Fackaging tage using the acogdingly
inClude it inside the paniel H-Lage mithad

- Loroda Uty



PACKAGING GUIDELINES:

a. ForPouch:
Proper Packaging for Various ltems

74 POUCH

For fabrics and shmilar materials:
L Wrag the iles is OBment pager
2, Flaco the Bam infthe pouch
3. Sealthe pouch properly

For cords, amal eables bnd timilsr materal
L Plage all parts i p plaatsl bag

2. Cower the bag with bubble wrap

3. Place the em inthe pouth

4. Saalthi pouch propaly

¥

Argthing thd will et delomed when shipped is b pouch
showid B bonnd
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b. For Odd shaped items:

Proper Packaging for Various Items
Odd Shaped Items .

Odld shaped itams t
wathoast original
packaging should be .
wrapped with bubble - S = s
wrap then placed = a i + %__//
o weith fillers to prevent

the item from moving I
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c. For Small to Medium Items:

Proper Packaging for Various Items

SMALL TO MEDIUM-SIZED ITEMS

Products that are in boxes should
be wrapped at least twice with a
bubble wrap.

.r.n:u-dnu-v—nnd-,



d. For Small to Medium

L. Proper Packaging for Various ltems
Items (Liquid): g il

SMALL TO MEDIUM-SIZED ITEMS (Liquid Products)

Thie cap of the liquid items ane required 1o be properly
werappaad vaith Tape £ ohirk wrap then secunnd with
bubble wrap to avold spillage and damage.

Liguid items should be placed ina box 1 a ligud item
shavw sigen o loak, this will sutaomatically be cantslled Tor
delnaery.

Fragile and liquid items should NOT be placed in a
pouch,

‘mw' ¥
e. Large/Bulky Items
. Proper Packaging for Various ltems
(Electronics):

LARGE / BULKY ITEMS (Electronics in transport box)
PROTECTIVE WRAPPING
1. Seal the bex propery
2. Wrap the paciaging b in sufficient bubble wrap and

sharink wrag

A

Proper Packaging for Various ltems
LARGE / BULKY ITEMS (Electronics in transport box)

PROTECTIVE WRAPPING

Makg surg that the original packagng i prough tg profect
ther aciual item

*  Dual-waled corugated packaging box

* Has bubble wrap or foam bo peolect the e from any
fom o damage

*  Had snyredonm to keep e s rom maving during
Rransit

Proper Packaging - Electronics in Transport Box

Electronics | sport box = Prot & Wrapping

Make sure that the original packaging is enough to
protect the actual item.

¥ Dual-walled corrugated packaging box.

¥ Use bubble wrap or foam te protect the item from any
form of damage.

¥ Use Styrofoam to keep the item from moving during
transit.

P LazodaUniversity



f. Liquid Products: Proper Packoging - Liquid Products

Liquid products = Sealed caps

Taal the cap with proper sdhetives and Lover.

Plack it s 8 phckaging b,

Filll tht: box withy fillers 1o prevent the ibems. Inom moving.
Sgal the packaging box,

S

Lrer S for muflgs

Egud Bemi I 1BG

. Lazada University

Labeling Guidelines:

Be sure to label your packages properly and accurately. Be sure to print the necessary documents
and include in the package. Be sure to print the right number of copies to avoid delays/returns.
Take note of the following:

a. Airway Bill

Important Documents

AIR WAYEILL
- r .
E |
Stippineg Lokl prinntind in page Shipgineg Label prinledin page Shipping Labe! prisbed in sticker
whould b is 3 cociment dera

g Lozoda Univerity

Important Documents
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1= AIRWAY BILL
LATADMA 5

Prie 7 copiis of the bir wiyBill
| [Prinker spaccations:
*  largin: Dedauit
= Chetk Hesders and Foobers
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" Please eeriore thal your bancodes are s dnd complete ueen
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b. Carrier Manifest

Important Documents
SELLER
— ]
e — CARRIER MAMNIFEST
= [Priml 1 copy of the Climier manies!
 — *  [eeachant should sign the camissr mandest and give it 4o the
i — feckig beam
*  |Piciosp Beam showld akso sign a5 menchant's prood of
E— handover

= Bk ey drivee Bo sige the Carrier mandest
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c. Sales Invoice
Important Documents

=T e T
- = — SALES INVOICE
 — = A meechants should Bsue 3 sabes invoion par ceder in
: | compliance with local Liws
=  Place the saked invoioe inside the parcel befone you seal it
..... = g 1 1 = The sabed imvoice, b wirybill, and Bhe ilem shoukd masch!

R S
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COMPLETING AN ORDER

Completing an order is easy. Just follow the steps below:

Click on Manage Orders on the Menu Bar
Click on Pending to see pending Orders

Click Invoice to assign an Invoice number (for better tracking)

e

LALLM

Click Ready to Ship once the product is ready for shipping

Orders Overview

Click Pending to view pending anders et e oz

Click Ordors > Manage Orders

Click Involoe 1o Inpul Irmadice Number

Click Rendy to Ship ondy after
item i5 packed and ready to be
shipped




5. Print the invoice (1 copy) and place it inside packaging.

Completing Your 1% Order

Frar
T A o g

Click Print = 1 copy 53
would suffice
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6. You will be notified if your invoice has been printed

Completing Your 1% Order

‘\E:

. Humber of items that
o ane bought by the
ceny cusbomer in o cart.

' Lazada University



7. Click on Ready to Ship once the item is properly packed and ready to ship.
8. Check that you have an assigned tracking ID for the order
9. Make sure that shipping labels are printed clearly

Chel Riniedly b2 Ship only when ibem & ready 1o b
deopgerd off | pollicing by 3PL

jasrnsy | 7

Invvoicd ID hvd baan Savad

Tesking ID = Track your pascel
deliwery uting i 1D

8=
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Makie 2ore et shppang el have
bt primied dearty snd s not
s
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Printing Of Shipping Labels
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2. Reced stick
an the parcel's largest
area svallable,

' Lazada University

Reminders when completing the order:

+ Print the Invoice

« Packyour product well

+ Print selected 3PL shipping label

+ Stick selected 3PL shipping labels on the packed product
« Update Seller Center status to Ready to Ship

+ Drop your product or wait for 3PL to pick up the package



BOOST YOUR SALES
Promote your store by joining various campaigns. Lazada has a lot of different programs scheduled
to allow you to push and sell your products more. Check the Seller Center regularly for updates.

They also contact you via SMS or email to notify you about upcoming programs.
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LEARN MORE

LAZADA UNIVERSITY provides sellers an opportunity to learn more about the platform to help opti-
mize their performance on the site. Videos, cases and presentations are available by simply going
to the Lazada University portion found on the Menu tab. Various topics are also available that can

help you maximize your Lazada experience.
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SERVICE MARKETPLACE

Lazada aims to help all sellers. As such, they created a service marketplace that connects sellers to
various resource providers that can augment and improve the selling capabilities of a seller. These
can be found under the Support section found in the menu tab.

Lazada
Saller Center

Service Marketplace

LAZADA’s Seller Center is a powerful platform that contains various tools to support the seller’s ex-
perience. To learn more, tinker with your Seller Center Account and explore. You can also learn more
by going through the different Lazada University modules for sellers or you can also ask your mentor

for advice.



2. Shopee

Selling on Shopee is just as easy. But before you get started, it would be good to

have the following:

« Mobile Phone and/or computer/latop

+ Internet Connection

« Bank Details (where your earnings will be sent)

« Pickup address

For registered companies

« BIR2303/Certificate of Registration

« DTI/SEC Permit

+ Collection receipt and sales invoice.

Getting started will only take you 6 easy steps:

1. Create an account & set up
your profile

To begin in Shopee, simply down-
load the app or go to the Shopee
website. This is available on both

the Appstore or Google Play Store.

Once inside, click on Seller Assis-
tant, click on Shop Profile then put
in your details including your Shop
Name, Description, Mobile number,
Email and upload the necessary
photos. Similar to the other plat-
forms, these are critical when you

are setting up your site.

First: Create an Account and Set Up Your Shop Profile

Go to Google Play or App Store
and download Shopee App

L] App E-l:-:l.'l_-‘

':.-:l.':ﬂ!':q i Play iy

S

Shopee




2. Enable pick-up address

. econa: B
Enable your pick up address by go- AR Enable HEkipAdures

ing to account settings, click on the
Me Tab, go to My Shop, My Address-
es, then Add a new address. Be sure

Shopes App >
Me Tab =

My Shop >
Gear Button »
My Addresses

to enter all relevant information as
this will be the basis for where your
good will be picked up. Then click
on Submit to finalize the changes.

3. Upload your First Product
Posting

Third: Uplead your First Product Posting =

Choosing the Best Photo

Start by uploading your product
photo. Uploading a photo is easy.
Be sure to have the photo ready be-

forehand. As mentioned, follow the

specifications shared previously.
Choose nice photos. Having a white
& background helps.

To upload your first photo, simply go to My Shop, Click on Add New Product, then choose the source
of your photo. This can be saved on your photos, you can take a new photo or get it from your Insta-
gram account. But be sure to choose the best photo that represents your product.

After uploading your product pho-
P gy P P Third: Upload your First Product Posting

to, itis time to put in your product
description. As discussed, please be
as specific and complete as possi-
ble. Fill in the details as much as
you can. Shopee’s interface allows
you to be as specific as you can
even with multiple products are

involved.




Have a clear and concise Product details

= nformative Descrption . ¢
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Try to label and structure

your name as shown in the

e

[

Detailed Requirements: Structured Product Name
Offer buyers an easy-to-read product name using a proven format

specifications. The pre-

1] 2] (3] 4]
Product name format = Brand + Product model + Specification + Size

scribed format is Brand +

) Spocification

© Brand
Product Model + Specifica- S 5 o
tions + Size. This will help G B e [ R P

O Product model

Dell 0PS Uil - 133 - Cowe T BS50U - 1668 RAM - 51268 S50
o

Fin P 7« Pure et
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O Sie

to allow the system to filter
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products better during prod-

uct searches.
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Enable two-ter variation for product listings to assist buyers in sabecting their
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4. Choose the Right Category

Choosing the right category is easy. Just simply choose based on the selection below.

Fourth: Know Shopee's Categories

M | ece

hien's Apparel Edchiles & Hame
ACOERROTes Emdertainment
‘ )
\ ]
F
Wormen s Health & Makeian &
Apparel Pergonal Cade Fragranses

Fourth: Know Shopee's Categories

~

Gaming

&

ADEeEises

™ 3

Eshies & Kids Home & Living

e BE

Laglops & Cameras
Coamputers

“ & B

Groceiies Tays, Games & Women's Bags
Collectibles
Spits & Trawvel Mens Bags & Mers Shoes

Appessodies

L A J

Women's

ACCEREONHES

&

Motors

AV

Wormers Shoes Haobbies &
Staticnery

= &

Digital Goads & Pet Cane

Vowchers



5. Ship via Shopee’s Partner Couriers

Shipping a product is easy. Once an order is received, the seller is notified about the potential
sale. The seller in turn has to prepare the item and ship to the buyer. To successfully fulfill the
order, a seller has to understand what it entails to complete the order.

How to Ship a

When a buyer orders in Shopee, the seller is notified about the potential sale. Seller then will prepare
the tem and ship it to buyer. To avoid retums and refunds, seller must properly package rtem.

Alsch clfucis

S Pl
Cheagae Eha regihl Facicaoe the Inaiyiile spaCial daciamenity 1o the
PECEAgING Malnss proact Secur ey instruchons P
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Fifth: Ship via our our Partner Couriers - |

Shopee has a variety of shipping part- jaesa EXPRESS )
ners to choose from. These partners M 2c_lo J&mmm

have been selected based on their . ExPRESS
capability to ship to different locations. ENTREGO nin.a i
' AP ST
GraoExpress p LY
&
Fifth: Ship via our our Partner Couriers <]

Sellers will be notified if an order is

A notification will be sent to you every time somegne orders from your
shop, and that order will remain in this tab until buyer's payment is

e ey placed for a product in your shop.
o Verification of your COD order may take up to 15-320 mins .
! m"foanntn‘twillb!wrﬁ!dandanmiﬂcatiunwillhm'rwd Dependlng on the payment methOd,
within 24 howrs after settlement .fe . .
F—— verification may take some time. Cash-

Real Brre validatian

S ——— On-Hand Delivery may take up to 30

Up 0 24 haars [ eing o8 the chansad)

minutes to verify while Non-COD trans-

Sermieal time (may tequine marssal valestion of user)

o Sy il oo f o actions may take 24 hours to validate.

TR-48 brriineis howrs @




Fifth: Ship via our our Partner Couriers

ﬁsmpee , Be sure to pack your products proper-
: ly. Be sure to follow packaging proto-
For INTEGRATED courier pouches - weight for For OWN PACKAGING shipments - volumetric COI,S Of the partner Shlppers.

welght will be considered and affect the
order's shipping fee, make sure to read the
following if you are activated with an “own

all parcel size should not exceed Skg., make
sure that yeur buyer's erders can still fit inside
the pouch. The list of Couriers serving and

pieking arder in pouch sizes are: packaging” courier:

*  Npostintegrated .

»  Black Arrow Integrated & Ninja Van Own Packaging

*  NinjaVan Integrated

m— &

Order Fulfillment Process: Understanding Free Shipping Policy

ACTUAL WEIGHT DIMENSIONAL WEIGHT

Dimensional Weight is formula-based

Actual Weight can be measured using a
weighing scale

Also, be sure to know the actual weight

and dimensions of your products.

*Discrepancy between ASF (Actual Shipping Fee) and ESF will be paid by the seller,
50 it is important to get the exact dimensicns of the product.

Order Fulfillment Process: Properly Packing your Orders

&  Small- 6"%11" - Skgs max.

*  Medium - 97x14" - Skgs max.
Use the right packaging and pack the

& Large - 12°x18" - Skgs max.

products snuggly and securely into the

Order Fulfillment Process: Properly Packin r Orders - |
pery FacHne vou package.

| 3]

Enaunemalpusulalme: Fwspmpmu e apecial

Secirely wrap your products in
packing material such as bubble and/or openings of the packages  abels which are eye-catching and
wrap and adequate inner-filling properly easily visible

mater [e.g. foam wrap, foam
peanits, crumpled paper,

corrugated inserts)



Some sample packaging techniques are shown below:

a. ForFragile Items .
Order Fulfillment Process: Properly Packing your Orders 5]

How to properly pack your FRAGILE ITEMS orders:
Ninja Van OP orfand Black Arrow OP

Wrap the item(s) using Place itern{s) inshde a Use packaging tape to secune
buble wrap with at dual-corrugated box any openings of the box and
least 5 rounds filled with fillers special instruction such as

“Fragile™ or "This Side UP™

b. For General Goods

Order Fulfillment Process: Properly Packing your Orders

How to properly pack your OWN PACKAGING orders:
Ninja Van OP orfand Black Arrow OP

En Em

Wrap the item(s) Insert acoessories Place itemis) inside Use packaging
using bubble wrap in a separate & baw f pouch filled LapE B0 SECURE ARy
with at least 5 rownds plastic bag wilth filbers openings of the
bax

&

c. For Special
Order Fulfillment Process: Special Packaging Guidelines for Grocery Items a

Packaging

Label MUST contain the following:

& Ingredients o — EH'E QEGANICS
& Expiration date ___ﬂ
»  Met weight: —— .
" oandfshopame Sliced
NOTE:
*  Label should be at least 1/4 of the packaging Mmﬂmls
[suggested size)

& For chooolates and items that will likely melt
while in transit: courier will only be liable for
damages If we're able to prove that there was
mishandling and/or lapses on their end,



And do not forget to label properly. You don’t want a returned product coming back.

Order Fulfillment Process: Properly Packing your Orders 5

When using Shopee Supported
Logistics, please make sure that you
write the ORDER ID or the buyer's
" ' name on the packaging.

Order 10:

18040616090599V

NOTE: Make sure all orders are properly
packed before your scheduled pick up date.

&

Once you have properly packed the product, you are ready to ship out.

TIPS:

Be sure to manage customer expectations in terms of delivery times. The table below shows the

average time for a delivery to be completed.

Understanding EDT 5]

What is EXPECTED DELIVERY TIME?
Refers to the number of days the buyer should wait for her/his order upoan pick-up from the seller

DESTINATION Courier  Delivery Days

ORIGIN '
Metro Manila Luzon Visayas BRack Arow | Mon - Su
Mpceat Mion « St

BAetro Manila 1-5 days 2-T days 3-8 days 3-E days

Minja van Rbion - Sat
Luzen 3-7 days 3-7 days . 3-8 days 3-E days en Cinaier | Mt~ St
Visayas 3-8 days 3-8 days 3-8 days 3-8 days 260 Mo - Saé
Mindanao 3-8 days 3-8 days 3-8 days 3-Bdays Erites o Mon - St




Understanding DTS and EDT S
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To help manage expectations, sellers normally add a few days to the expected delivery time to avoid
cancellations by customers. This is common practice and it makes customers happy to receive their
products ahead of the scheduled time.

Understanding DTS S

You must ship out your order within the number of days you have spedfied in the Days to Ship field in every Product details,

Why follow the DTS Schedule?

1. Key Metric to measure Shop's Performance
2. This directly affects how fast your Buyer réceives
the itermn after placing the order.




6.Get your income via Shopee Wallet

Unlike other providers, Shopee maintains a wallet for all sellers. This is where all seller payments
are kept in escrow especially if there is no bank account linked to the Shopee account. Transfer of
funds can be done automatically or manually.

Sixth: Get your income via Shopee Wallet H

- Excrow amaounts will remain in the wallet if o verified bank acount is
linked to the Shopee account

& Maximum withdrawal amount is Php500,.000 § Day unless requested
othgraise

& Wallet balarce for withdrawal will be transferred to the linked bank
account and will remain “floating™ for few hours

&  Escrow settled approximately 17:30 [5:300m) with PM sent around
18:30 [6:00pm) that you have receved the Walet Balante withdrawn

‘Withdrawal Types

Automiated Once every week: every Tussday of the week
Once avery manth: every 16tk of the month

Manual Sellar-triggered
Maximum 1 time per week
Additional P15 charge if more than once a week

&

It has to be noted that money is transferred to your Shopee wallet within 24 hours after the buyer
has received the order. This is validated at the end of the day with the 3rd party delivery providers.

e

Payments and Shopee Wallet: Overview =)

Sales proceeds to your Shopee Wallet

Money will get transferred to your Shopee Wallet within 24 hes after the
buyer taps the “order received™ button to confirrm that the order has
been received. Altermately, at every end of day, Partner 3PLs send the list
of orders they have delivered.

Withdrawing funds from your Shopee Wallet to your
Bank Account

‘ prey—
i —— ) Shopee Wallet will automatically empty its funds to your linked
B o account either on a weekly bask which is every Tuesday andfor an a
e g monthly basls, every 16th of the month.
"ﬁ On top of that, you are allowed to manually withdraw Once (1x) per

wieek, and PhplS.00 applies beyond 1 time of manusl withdrawal.

l\ C ,f'l : @




Shopee wallets connected to bank accounts will be emptied on a weekly basis, every Tuesday or

on a monthly basis on the 16th of the month.

Manual withdrawals are allowed one a week but with applicable charges beyond the allowable 1

manual withdrawal.

Shopee has accredited partnerships with most of the available commercial banks. There is no

excuse not to connect your Shopee account to a bank account.

Sixth: Get your income via Shopee Wallet g

§ SECURITY BANK §D ORCBC
ORI (BP| o cosis

CHINABANK PNB LANDBANK
& Metrobank ¢ AUB

ROBINSONSEANK EN@VLN [a>/::

BPI Family
@ Savings Bank

&

REMINDERS

Shopee is very particular about products being sold in the platforms. Prohibited items are not

allowed and can be the basis for banning. These items are:

+ Drugs + Medicine

« Alcohol « Stocks

+ Wildlife products + Stolen goods

+  Weapons + Prohibited food
+ Services « Cigarettes

Violations can result in:

+ Listing deletion + Account suspension and termination

+ Limits on account privileges + Legal actions



DON’T GET BANNED

Reasons for being banned/deleted products:

Direct Transactions outside Shopee
Insufficient Product Description
Watermark/Social Media links on Photos
Intellectual Property Infringement
Product Switching

Exclusive Distribution Infringement
Selling Prohibited Items

Improper Pricing

Junk/Spam

LEARN MORE

This session is just the beginning of your Shopee journey. There are so many other things and

learnings available to help you become successful on Shopee. Join the Shopee Uni Facebook group

to learn more and grow with others.

Pre-Activity: Shopee uni Facebook Group

loin the #5hopee Uni Philippines Group on

Facebook
B : Things you can po
| L U N L0 USE N0 pest

n—- i e 2. Any releva 1%, lip m ; I -.-:_

[ IARNE iR rega o the Shopee App and Sellar Ce
L. | it E-Co w & CC L. N
1 L k
e What to expect

a- 1. Exclusive access to all new Features, product updates
“_' i Eames, and exciusive YNopee campalgns
— 2. 8¢ of upcor 5 L 1554




3. Facebook

Selling on Facebook is easy especially if you are on Facebook already. If you have a Facebook ac-
count, then you can definitely create a place where you can sell on Facebook. It is like having your
own profile on Facebook except this on is for business. Having a personal Facebook account is

for people, to connect with friends, and to share personal updates. On the other hand, having a
Facebook Page for your business is for your business, allows people to like your business, provides
information about your business, provides tools to manage your business (photos, messages, posts)
and gives you insights on the performance of the business and allows you to gain more information

about your customers.

There are two ways to sell on Facebook. One is go directly to the FB Marketplace and second create
your own FB Page. These are discussed below:

a. FB Marketplace

Selling on Facebook Marketplace is like posting something on sale on your page except that

you are actually posting your product in a Marketplace. This is easy to do.

From your Facebook page, simply click on Create and go to Marketplace listing. From there
you can create a new listing. Simply click on Sell. Upload a photo. Provide the necessary infor-

mation and find the right category.
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Even individuals can post and create a listing on the marketplace. Since anyone can post here, you
can indicate if the product is new or not. Provide the right description (clear and accurate as pre-

scribed) and create a listing.

Note that the FB Marketplace allows you to post an individual product that can be shared/posted
in different marketplaces. This does not represent your store. This may be a channel that you can

explore.
Payments are also done based on arrangements with the buyer.
b. FB Page

Having a Facebook Page allows people to “Like” you and your brand. This is equivalent to being

“added” as a friend in your personal profile.

STEP 1: CREATE THE FB PAGE

Itis very easy to set up an FB Page. Simply go to the link: www.facebook.com/pages/creation or
www.facebook.com/business/pages or simply click on Create which is found on the top right part

of your screen.

Ay Garle  Home Create

Create
i Carlo Calimon Craate Post
B Hews Fead @ SPare wah CuUSTOmars of fand i
Meiieriger
L ~] i
A watch Reserting your Butinst, Braed or organi 2atic
B iarkntciece [ Croste Room [ PhotofVides L% Tag Friod =
- - i Group
Shortouts g i

Click on Get Started under
Business or Brand. Enter the
name of the Page as well
Choose Business or .

Brand . as select the appropriate
Category. Provide the neces-

sary information including

your address and proceed by
clicking Continue.




Upload your Profile Picture and Cover Photo. Be very selective of this as this will be the main repre-
sentation of your brand and your page. Follow the previously prescribed standards. For the Profile
Picture, it is recommended that you place your logo here. Make sure that it follows the 180 x 180

pixel requirements and that the whole logo comes out in the Profile.

Add a Cover Photo
Fages with cover photos typically get mone Page liles and visits,

Add a Profils Picture
Haelp peopie find your Page by adding a photo,

» N Upsconctu Prwii Foom 1 Skip I Uplodad a Cowver Phata

The Cover Photo on the other hand gives personality to the page. Company’s usually create cover
photos that are enticing and capture the attention of the customer. This can be a banner that shows
products under the brand or promotions or discounts.

Note that you can change both anytime. Though common practice is that company’s normally just
change their Cover Photo while maintaining their Profile Picture (logo). Just make sure that the pho-

tos you select represent the company well.

The Cover Photo on the other hand gives personality to the page. Company’s usually create cover
photos that are enticing and capture the attention of the customer. This can be a banner that shows

products under the brand or promotions or discounts.

Note that you can change both anytime. Though common practice is that company’s normally just
change their Cover Photo while maintaining their Profile Picture (logo). Just make sure that the pho-

tos you select represent the company well.

Once done, you can begin inviting people to like your page.

Begin inviting peope to like your page Continue to invite le as your growing your
oliawing




Be sure to go to Settings to complete your information. This will allow you to inform others about

your business.
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STEP 2: SET UP YOUR STORE

After creating your page, it is now time to set up your shop on Facebook. Simply click on Shop found

on the left-hand side Menu.
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Select Checkout Method
Choose how you wanl pecple 10 buy products: from your shop.,

&

Check Out on Another Website
Send people to another websile o
complsts thsir purchases

Agree to the Terms and Conditions and click
on Continue. Activate the Message to Buy
option. This will allow customer to send you

messages to place their orders. Also, set the

Setting up your shop . . .
What currency do you use? This wil be shown when you ade right currency to be followed in your sit.

prices to ibems in your shog




Within the store, be sure to complete the description of your store, specifically what is
sells.
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STEP 3: UPLOAD YOUR PRODUCTS

Add Product
Check ool cur mecommended
phato guidelines fad es on
x maiing your product Images ook
' pesd cn Fatabask
L
Price
P0.00
B Tha peadust i on aake O
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Add products into your store by simply clicking on
Add Product. Input Photos/Videos of your prod-
ucts. Be sure to clearly label the type or product,
enter the price and include an enticing descrip-
tion.

Do not forget to set and activate the Share this prod-
uct on your Page and ensure to indicate availability
of the Stock. It will remain under “Processing” until
Facebook has approved the product for posting.

d Uploading your photos is simple. Simply

select the desired photos or drag these into
the box. Be sure to choose the best photos.




TIPS WHEN CREATING YOUR FB PAGE

a. Be Sure To Have the Right Buttons

There are 4 important buttons to have in your page. These are:

« Share - The Share button allows customers to share the page with other potential customers

« Shop Now - Shop Now gives customers the chance to purchase the products available for sale

« Send Message - Gives customers the ability to connect and get in touch with you. This provides
a means for interaction and engagement between customers and the store.

« Ask - This section provides Frequently Asked Questions to help guide customers with basic con-
cerns and queries.
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b. Create a Process

Be sure to create a process for conducting business on Facebook. Be sure to note how the custom-
er places an order, how to verify authenticity of the order, order verification, product preparation/
packaging and fulfillment.

For Facebook, payments are mostly done upon order placement to trigger order preparation. In
addition, logistics are normally facilitated by the buyer.
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A G-STEPF PROCESS

YOU NEED:

1. Step by Step Process
Order to Pay/Delivery
(called Fulfillment)

2. 5et-up an email acct
3. Open a bank account




c. BeOrganized

Prepare proper documentation to trace and track all orders that go through the page. An excel file
should help.
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d. Answer Messages Promptly
Customers appreciate prompt responses to their messages. Responding within 15 minutes can

mean the difference between keeping or losing the customer.
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e. Maximize Your Insights

Check your analytics and gather insights about the performance of your store.
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Selling online is easy. Just remember the framework.

Practice and try it. Create your store. Try the different channels. Post your first product and learn.

Create your store now! Sell Sell Sell!



*This EBook is prepared by the ITSPAC training team. www.it-spac.com

*No part of this publication maybe reproduced, except for brief quotations,without the permis-
sion of the author.
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