Step-by-step instructions

CREATING PRODUCTS

This document will help you to set up your products in the vendor dashboard so that you can
successfully sell them in the marketplace. Follow the instructions for manually entering your
products below so you can begin marketing your products as soon as possible.

1. Choose ‘Company packages’ on the vendor dashboard

¢« Dashboard

4 Rieder Ewald
SANUSLIFE - Onlin...
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2. Choose the package in which you want to enter your product.

Deine Company Einstellungen
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3. Now go to 'Products’ on the page menu on the left, then to the sub-menu item ‘Products
and Tax," and click on the plus sign on the top right.

4 Rieder Ewald ¢ Produkte, die verkauft werden
Shop In Bolzano

Suche

4 Rieder Ewald + Produkte, die verkauft werden
Shop in Bolzana
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5. You can now enter your first product for sale.
Go through all the points, enter a name, choose a category, add your net sales price as well

as your SANUSBUSINESS and SANUSPLANET margins.
Minimum 1% SANUSBUSINESS 0.5% SANUSPLANET

The higher the SANUSBUSINESS_Margin, the higher the visibility in the Marketplace.
The more details you include here, such as description, pictures and keywords, the more

appealing it is to potential buyers.

~
Rieder Ewald <telle
feder Ewa ¢ Neues Produkt
Shop in Bolzano
Q
Information -
3 p. -
Company Packages Name
HOME
Kategorien Q =
SANUSPAY presets
Grundeinstellungen Preis (€): 0.00
GroBe Werbefliche
SANUSBUSINESS:
Nachrichtenzentrum
Produkte SANUSPLANET:
Produkte&sSteuern Suchwdrter:
Bewertungen
Y
Produktpakete T ein paar Worter ein das F . tn 1 ) diese
ht enthilt. Trennen Sie verschiedene Suchbegriffe durch Kor
Versand und Dokumente
Volistindige <> % B | § = = o — = B B ©

Steuern pro Land
Beschreibung:

6. Please enter the description and keywords in multiple languages if you would also like to
be found by international customers. The same rules apply here as for the advertising
space. If you enter the description and keywords in German, these will automatically be

translated. Please check the translations for accuracy.

Rieder Ewald : ; H
a Diederfwa ¢ Kick off Seminar ®
Shop in Bolzano
DE- & JUETIAISAN  \ersandeigenschaften  Optionen  Eigenschaften  Varianten  Produkipakete  Bewertungen  Mehrwertsteuer

Name®  Kick off Seminar

IR jtal
aliano Kategorien Coaching & Seminare

i s
Grundeinstellungen

GroBie Werbefldche Preis (€)

Nachrichtenzentrum
SANUSBUSINESS:

Produkte
SAMUSPLANET:
Produkte&steuern

Bewertungen Suchworter

Produktpakete

Versand und Dokumente

Steuern pro Land

7. Options are, as implied by the name, additional options that can be offered, such as a
warranty service, gift wrapping, etc.
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They can be useful for setting up exceptions. There are 2 possible values for configuration:
Simultaneous or consecutive.

Simultaneous: a customer can select the variants for options in any desired order, and all
options appear on the product list with one of the variants already selected. This is the
standard setting.

Consecutive: the customer must individually select the variant for each option — firstly, a
variant for the first option, then for the second option and so on.

Exceptions
The function of exceptions varies according to type. You can determine the kind of
exception separately for each product.
e Go to 'Products’ — 'Products.’
e Click on the name of the product you want to edit.
e Search for the ‘Exceptions’ setting and choose the corresponding value:
e Only authorized exceptions are available for customers, other combinations of
option variants are not available.
¢ Unauthorized exceptions are not available for customers, but other combinations of
option variants are still available.

If you need other options, let us know via the message center in the menu bar on the left or
via Marketplace Support.

For Price/Inventory, determine your article number with consecutive numbering as per
your accounting spreadsheet, or however you would like to find it again.

If necessary, also enter your customs tariff number.

Under ‘Personal Notes,’ you can store completely personal comments that are only visible
to you as ‘Company Partner.’

Preis / Inventar ~

Art.-Nr.: 100

Zolltarifnummer: 0025463

i
|
I
B
]
o

Persénliche Notizen: <> T B s

Please enter the quantity in stock
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Zero Price Offer Here you can adjust which action should be taken if your product is
displayed at 0 euros in the marketplace.

You can choose the following settings:

- Never allow customers to add products priced at O to their cart

- Allow customers to add products priced at 0 to their cart

- The customer must enter the price themselves. In this case, the customer will be shown an
input field and can determine the price they are willing to pay themselves.

This third option is especially interesting for charity event products or fundraising
campaigns.

+  Neues Produkt =3

Preis pro Einkeit

Track inventory — choose YES if you would like to get an overview of your product stock in
the marketplace. Enter minimum purchase quantity and units.

If applicable, state minimum order quantity and units.

For example:

Stock: 50

Minimum order quantity 2 or higher number or, if none, leave empty

Units: ml, g, |, pcs

Extra: Click on ‘Download’ if you are selling a digital product such as a webinar, coaching,
tickets, etc. You can enter more information for downloads after you click on ‘Create
product’ on the top right.

Extra ~

Zum Download:
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When you have entered everything to your liking, click on ‘Create’ at the top right.

Rieder Ewald
Shop in Bolzano

DE -

Q

Company Packages
HOME
SANUSPAY presets
Basic settings
Big advertising page
Nachrichtenzentrum
Produkte

Produkte

Bewertungen

Product bundles

IS

¢ Neues Produkt

Allgemein

Information ~

Name

Kategorien

Preis (€):
SANUSBUSINESS:
SANUSPLANET:

Suchwdrter:

Kick off Seminar

Coaching & Seminare

Seminare, Coaching. Sanuslife|

—) &N

10. Countries of sale: All shipping countries that you have specified under Basic settings are
displayed here. If your product is not available in all selected countries (left), move the
country in which you are NOT shipping the product to the right.

If you have a digital product and want to sell it worldwide, you can select all countries on

the right and move them to the left with a click.

Sofia Semore
DECOPASSION

DE "

Company Packages
HOME
SANUSPAY presets
Grundeinstellungen
GroBe Werbeflache
Nachrichtenzentrum
Produkte
Produkteingabe

Handbuch
Produkteinrichtung

Produktsets

Steueralarm pro Land
Versand und Dokumente
Bestellungen

Buchhaltung

< Garteneule

Allgemein

Add all countries

Versandlander

Danemark
Deutschland
Frankreich
Griechenland
Italien
Kroatien

Versandeigenschaften

Optionen Digitale Produkte

Um mehr als einen Eintrag zu wahlen, markiere mit der linken Maustaste die Linder wahrend du gleichzeitig die Strg (Ctrl] Taste drickst. Um mehrere Lander zu er

Lagermenge

Produktsets  Steuern

Afghanistan
Agypten

Aland Islands
Albanien
Algerien
American Samoa
Andorra

Angola

Anguilla
Antarktis

tfernen wahle mit die Strg (Ctr] Taste die gewinschten Lander aus und Kicke auf den Preil um sie zu verschieben.

If you have a physical product, continue to point 11. If you have created a digital product,
continue to point 15.
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11. Shipping details: Enter all data related to this product’s shipping here.

a2 Dederkwald ¢ Kick off Seminar @

Shop in Bolzano

DE ~ 2 :
A Aligemein [IVESTNEROBOEIENN Optionen  Eigenschaften  Varianten  Produktpakete  Bewertungen  Mehrwertsteuer

Q
Allgemein
P. o
Company Packages Gewicht (kg):
HOME
SANUSPAY presets
Kostenloser Versand:

Grundeinstellungen

GroBe Werbefliche Versandkosten (6):

Nachrichtenzentrum
Anzahl Artikel in Paket
Produkte
Produkte&Steuern
Bewertungen
Lange Paket:
Produktpakete
Breite Paket:
Versand und Dokumente
Steuern pro Land Hohe Paket

If you want to set your shipping costs by weight, you can do this under Shipping and
documents in the side menu. Select a courier and set the weight limits.

Sofia Semore H H
PR ¢ Shipping methods

EN- &

Stores & pickup paints

Company Packages
HOME

SANUSPAY presets
Basic settings

Big advertising page
Message center
Products

Product bundles

Tax alert per country

‘ Shipping & Files

Shipping methods

12. Options see point 7
13. Features are product characteristics such as size, color, etc. If you need other features that

are not currently available, let us know via the message center in the menu bar on the left
or via Marketplace Support.

14. Variants: Here, you can choose between different variants such as size, color, etc. If you
need other variants that are not currently available, let us know via the message center in
the menu bar on the left or via Marketplace Support.

15. Digital products: Go to ‘Add digital products’

You can also go to ‘Add digital files’ if you are selling a whole webinar series, for example.
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16.

¢ Garteneule >

Now enter the name of the digital product.

Upload your digital product (webinar, ticket, etc.):
e Local: you are uploading the data directly (note: max. 64 MB).
e Browser: you are uploading the data via browser.
e URL: you are entering a link to the digital product.

Choose how you would like your digital product to be unlocked:
e Manual: after the purchase, you will unlock the product from the admin area
yourself.
e Instant: after the order has been placed and before payment, the product will be
shared.
e After successful payment, your product will be unlocked for the customer.

You should decide whether to set a maximum number of downloads or grant them at will.
Under ‘License agreements,’ you can store any license agreements you may have.

Under ‘Read Me," you can enter any information that may be useful to the buyer.

Tax: Here you will see all the shipping countries you have chosen in the basic settings. You
can add or remove any countries as needed, depending on which country you want to send
your product to. (coming soon)

For digital products, you can enter the countries where your digital product can be

downloaded.

Under 'Value,” please enter the percentage value of tax that you must pay in the
corresponding country. Or, if applicable, the absolute value.

In the text fields ‘Text with TAX" and ‘Text without TAX," enter the text that you are legally
required to enter on invoices relating to the goods.
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ry EUEEITE ¢« Garteneule > o B
DECOPASSION

bET A Allgemein Cptionen Varianten  Digitale Produkte  Lagermenge  Produktsets

Lieber Unternehmer DECOPASSION alle eingegebenen Steuerwerte unterliegen deiner alleinigen Verantwortung. SANUSLIFE ist nicht verantwortlich fir falsch angegebene Steuersatze. Bitte stelle die richtigen Werte ein und halten diese auf dem neuesten Stand

Company Packages

HOME
Danemark (DK) prozent (%) v
SANUSPAY presets
Deutschland (DE) Prozent (%) v
Grundeinstellungen
GroBe Werbeflache Frankreich (FR) Prozent (3) v
Nachrichtenzentrum Griechenland (GR) 22,00 Prozent (%) v
Produkte
italien (IT) prozent (%) v
Produkte&Steuern
Kroatien (HR) 21.00 Prozent (%) v
Instruction
Produktsets

And with that, you have quickly created manual product entries!

The next page will continue with ‘Import functions of products.’
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PRODUCT IMPORT

If you have a lot of products, you can also upload them via Import function.

To do so, go to the menu item ‘Products’ - ‘Products & Tax’ on the vendor dashboard.

Create 1 product manually (see manual product entry description) and then perform an export.

Under the menu item ‘Products & Tax,’ click on the gear on the top right. Choose the menu item
‘Export products.’

Sofia Semore
DECOPASSION

DE -

Company Packages
HOME

SANUSPAY presets
Grundeinstellungen
Grofie Werbeflache
Nachrichtenzentrum

Produkte

- Produkte&Steuern

« Produkte, die verkauft werden

Taansnaule

‘-‘:"dl;d Segelflieger
b-s.-ar\sel

Windrad

Webinar Gartengestaitung

[

Globale Aktuslisierung

Massenerfassung Artike!

Get  Produkte Abonnemente kannen

" ide Uberprifung der
Gefundene Produite exportieren pring

Import Pradukte

Genehmigung erforderlich  Suche

Ergebnisse finden mit

This will take you to ‘Exporting data,” ‘Products.’ Click on ‘Export’ on the top right.

Sofia Semore
DECOPASSION

DE -

Company Packages
HOME

SANUSPAY presets
Grundeinstellungen
Grofe Werbefliche
Nachrichtenzentrum
Produkte
Produktsets

Steueralarm pro Land

Versand und Dokumente

« Daten exportieren

PRI cider  Mengenrabatte  Optionsausnahmen

Allgemein

Layouts:  general v/ Loschen

Expartiente Felder verfiigbare Felde

Product code — Produkt Code “ Proc

juag el ekundare Kategorie
vendor — Lieferant

Category — Kategari <
Price — Preis >
Quantity — Anzahl

Weight — Gewicht
Min quantity — Mindestbestelimenge

Av

A CSV file will be created in the download area of your device.

Now you can start entering your products.

Then you can import the CSV file once you have filled it out.

Proceed as follows:

)’
Bestellungen

Abhalen

Produktsteuem

) ErE——

Daten exportieren

Sie knnen einen Bereich far
den Expart selektieren, (sonst
werden ale produite

exportiert): Selektieren

Go to the vendor dashboard and choose ‘Products,” ‘Products & Tax’ from the side menu. Click
on the gear and choose Import products.
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by £ e ¢ Produkte, die verkauft werden ‘ o seoen [B

DECOPASSION

E* A&
Q Gart die Anbieter
Ger  Produkte Abonnemente kannen
Company Packages Gefundene Pradukte exportieren |0 UDeTProfung d
windrad Segelflieger
HOME gefiieg — . y Ger  Export Pradukte te Produ e
SANUSPAY presets ‘ E——
Grundeinstellungen - 0000 ¢ Genehmigung erforderlich  Suche
GroBe Werbeflache Erosbodesa finden mit
Nachrichtenzentrum Windrad ”
Produkte
Produkte&Stevem Webinar Gartengestaltung Ak
Instruction Suchen in Katego
Produktsets

Now choose your CSV file and upload it.

Sofia Semore s Neuer Im pOI‘t
DECOPASSION
‘ Felderzuordnung  Einstellungen
Q
Datei:”  Datei selekiieren oder URL eingeben
Company Packages
Datei hochladen Link zur Datei
HOME Dic folgendien Dateierneierungen werden untersitct e <l
SANUSPAY presets Archiv mit Bildern:
Datei hochladen  Link zur Datei
Grundeinstellungen Die foigenden Dateienwerterungen werden UNGEISiZE 2ip, 192, GZ
GroBe Werbeflache
Name:
Nachrichtenzentrum
Anbieter  DECOPASSION
Produkte
Produkte&Steuern Weitere Einstellungen »
Instruction

You will then see all products under the product area.

Please assign a category to all products. You can also make multiple selections and assign the same
category to several products at once.

You can also make other changes to your products directly in the Vendor Dashboard.

If you want to sell multiple products as a set, go to the next page to find out more about
setting this up!
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PRODUCT SETS/PRODUCT BUNDLES

If you would like to sell multiple products as a set, you can very easily combine these. To do so, use
the side menu item ‘Product sets.’

By clicking the plus on the top right, you can add a new product set.

4 Sofia Semore « Produktsets . .
DECOPASSION

DE- A&
Suche
a ?a'enr?rcsei 2 Produkle & Aldiv Bundelname
Gartendekoset

Company Packages
HOME

SANUSPAY presets

Suche

Grundeinstellungen
GroBe Werbeflache
Nachrichtenzentrum

Produkte

- Produkists

Steueralarm pro Land
Versand und Dokumente
Bestellungen

Buchhaltung

Under ‘General’, enter the name of your product set and add a description and a picture.

Gartendekoset

MName” Gartendekoset

torefront-Mame: Gartendekoset. Bearbeiten
Anbieter DECOPASSION
Beschreibung hid w B ’ = = = L - = [~} -] o

Gartendekoration im Kombipack.

Werbebild Datei selektieren oder URL aingeben
Lokal Server URL

Ich lade ein HIDPI-Bild hoch

Under ‘Availability period’, you can enter how long the product set is available for, if desired.

Gartendekoset
Beschebung ¢ 1 8 1 5 = ®m o — = 0 B ©
Gartendekoration im Kombipack.
Werbebid Dates selektiaran oder URL singeben

UR

ich lade ein HIGP1 Bild hoch
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Then click on the second tab labeled ‘Products’ and choose the products you wish to sell together
under ‘Bundle products'.

Gartendekoset

Produkte biindeln

Garteneule
1 75.00€  Prozent (%) v 0 75,00 € &

Optionen: Jede Optionskembinationen

Windrad 1 3500€  Prozent (%) v 0 3500 € &

Neu berechnen

Gesamikosten: 110,00 €
Preis fiir alle: 110,00 €

=

Rabatt tellen (€) Anwenden

If you would like to offer a better price for the product set, then enter the amount by which you
would like to reduce the price under ‘Share discount’. Then click on ‘Apply’ to calculate this for the
products.

Don't forget to save!
We wish you the best of luck with selling your products!

Your SANUSLIFE MARKETPLACE TEAM
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