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Registering As A Seller

Getting started on https://www.janapreneur.com.my/ 
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Visit https://www.janapreneur.com.my/ website and select “Be A Seller”

Select 
“Be A Seller”
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Fill up Seller registration form details

• Fill up the registration form with your details. Then, 
click on the orange “SIGN ME UP!”  button. 

• That’s all! You can now sign into your Seller Account 
via the https://www.janapreneur.com.my/ website.

• All new Seller accounts will first be reviewed by the 
Jana'Preneur admin team, prior to being approved.

• Once it’s approved, you will get a Seller confirmation 
email and can start uploading products.
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Seller Store Setup Wizard Complete 4 steps of the Setup Wizard

This section will pop up during first-time 
Seller login. 

Click on “Okay” to proceed.

The Setup Wizard 
consists of 4 parts:

1. Setup Supplier Page
2. Setup Shipping
3. Setup Payment
4. Activate & Test

Private & Confidential. © Macro Tech Ventures Sdn. Bhd. All rights reserved.Powered by



6

STEP 1: Setup Supplier Page

1. Insert Store name
2. Insert Store Description
3. Click on “Submit” to 

proceed

Step 1/4 of the Setup WizardSetup Supplier Page
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Setup Shipping Step 2/4 of the Setup Wizard

STEP 2: Setup Shipping Settings:

1. Insert Address

2. This Address will be used as your 
Seller default shipping address and 
customer pickup point under 
“Self-pickup” delivery option 
(Note: This can be changed later 
from profile settings)

3. Click on “Submit” to proceed

Powered by
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Setup Payment

STEP 3: Setup Payment

1. Insert your company 
details, contact details 
& bank account details 
(Note: Sales from your 
Seller Store will be 
paid into this account)

2. Click on “Submit” to 
proceed

Step 3/4 of the Setup Wizard
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Activate & Test

Activate: Click on "Submit 
Information” once the ‘green 
tick’ icons are loaded to launch 
your store

STEP 4: Activate your Seller Store!

Step 4/4 of the Setup Wizard
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Storefront Logo & Banners

Increase visibility of your Seller store by featuring top brands and products

1. As a Seller, you can strengthen your company’s 
branding and make your Store more attractive 
by adding your banner and logo. Think of it as a 
digital Signage for your Store.

Sizing requirement – Banner:
Format: PNG / JPG only  
Desktop: 1400 x 400 pixels
Mobile: 800 x 533 pixels

Sizing requirement – Logo:
Format: PNG / JPG only  
Size: 150 x 150 pixels

2. Once you have your Seller store banner 
and logo ready, you may submit it to the 
Jana'Preneur Support Team via email to 
janapreneur@dropee.com 

3. Jana'Preneur Support Team will assist you 
to configure your logo and banner within 
your Seller store.

4. Once done, you will be notified by the 
Jana'Preneur Support team.
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Example: Storefront with Logo & Banner

Increase visibility of the Seller’s store by featuring top brands and products
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Logging Into User Accounts

Getting started on https://www.janapreneur.com.my/ 
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Visit https://www.janapreneur.com.my/ website and select “Sign In”

Select “Sign In”
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i. Login with your registered 
email and password

ii. Then select the orange 
“Sign In” button

Insert email here

Insert password here

Visit https://www.janapreneur.com.my/ website and select “Sign In”
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If you have forgotten your password, kindly follow these steps:

1. Click on “Forgot Your Password?”

2. Fill in your registered email address &
select “Send Password Reset Link”

3. Click on the password reset link in your
email & update to a new password within 1 hour

4. Use the new password to login
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Platform System Overview
Understanding the system layout, menus and notifications
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System overview: Search bar & navigation bar

Main Navigation Bar
You can use this to view featured products by:
• Product Category, or
• Services Category

Search Bar
You can use the latest smart search feature to find products on this platform. 

e.g. You can search for “doughnut” and search results with the relevant 
product images and recommendations will appear.
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System overview: Platform notifications

    Upon login, you can click on the Notification (Bell) icon on the Navigation Bar to view updates on your sales orders.
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Request For Quotation
What to do you need help finding the products you need to buy
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Request For Quotation (RFQ)

1. If a Buyer is searching for a 
specific product / service, but 
they are unable to find it on the 
platform, they can submit a 
Request For Quotation to all 
Sellers on the platform.
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2. As a Seller, you can view and respond to all new RFQs submitted by interested Buyers on the platform by clicking on 
“RFQ” under your Seller user dashboard. 

3. If you carry the requested item(s) and can fulfil it within the ‘End Date’, you can respond to the RFQ to and offer a 
quotation to the Buyer by clicking on the ‘Make an offer’ button.

Request For Quotation (RFQ)

MACRO TECH VENTURES SDN BHD
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Request For Quotation (RFQ)

4. Based on what the Buyer is requesting for, select ‘Find Product’.
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Request For Quotation (RFQ)

5. Once you have identified the item that you carry which matches what the Buyer is requesting for, choose ‘Select’.

Note: You can only select items which you have previously listed in the platform. If you would like to list a new item, select 
‘+ Add New Product’ and proceed to add new products/services into the platform.
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Request For Quotation (RFQ)

6. Next, key in the quantity that you can fulfil based on the Buyer’s requested ‘RFQ Quantity’.

7. Lastly, select ‘Submit Quotation’. The Buyer will immediately be notified of your quotation. If they accept it, they will be able 
to proceed with adding your items to their cart, making payment, and confirming an order for your products.
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Main Seller Dashboard
Seller Dashboard Analytics and FAQs
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Supplier Dashboard: Overall Supplier Analytics

All information on managing a Seller’s products, Orders, Sales and Customers

On the Seller dashboard, 
you will see a summary of 
real-time information on:
• Orders
• Sales
• Products
• Customers
• Sales Trends

You can also filter the 
information by date.

Supplier
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Seller Catalogue Management
Managing Products/Services & Setting Minimum Order Quantity (MOQ)
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Seller Catalogue: Adding A New Product
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1. Login as a Seller 
& view your 
Dashboard

2. Select 
“Products” for 
products

3. Click on “Add 
New Product”

4. Key in all the 
relevant product 
details & click on 
“Submit”
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Select “YES” if the product is 
“NOT Halal”.

For all products you add, the 
status can be set as
 “ACTIVE” or “INACTIVE”
Active = Shown to Buyers
Inactive = Hidden from Buyers

NOTE: 
If a product is Out Of Stock, you 
should temporarily set it to 
“Inactive”. You can change it back 
to “Active” status once the 
product is back in stock.

Click on “Generate SKU” if your 
product does not have any 
existing SKU number.

You can just type in the name of 
your Brand in this section.

29

Seller Catalogue: Adding A New Product
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Next: Add Product Description. 
Minimum character count is 150.

Add specs: Further details on product. 
(OPTIONAL step)

Seller Catalogue: Adding A New Product
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Specify the 
packaging type:

Unit / Outer / Carton

You can decide whether to 
allow customers to perform a 

self-pickup of this product 
directly from your 

warehouse address: 
“YES” or “NO”

If you set “unlimited stock at 
your warehouse” to “No”, 

you will need to specify the 
stock on hand quantity for 

the product.

Seller Catalogue: Adding A New Product

Minimum Purchase Order Quantity *

You can set the minimum 
quantity that a customer 
must purchase to place a 

valid PO to  you.Specify the number of 
individual units 
contained in the 

packaging type above

Specify the weight (in 
grams) of the 

packaging type above

You can refer to this 
helpful example to 

determine a suitable 
packaging type for 

your needs.
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Specify how many quantities needs to be purchased before the wholesale price is 
accessible to Buyers.

Next: Add Prices*

*Note: Refer to the next slide on 
how to differentiate between 
Market Price, Selling Price, and 
Wholesale Price.  

Once complete, click on submit

Seller Catalogue: Adding A New Product

System

Selling
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Seller Catalogue: Pricing Definitions

What is the difference between Market Price, Selling Price, and Wholesale Price?

Market Price 
(aka MRSP/RRP)

Selling Price Wholesale Price

This is the average retail market price 
for the Seller’s product/service.

It is used to calculate the cost savings 
(in %) that a Buyer can expect to see if 

they purchase the Seller’s 
product/service on this platform.

This is the intended selling price 
for a Seller’s listed product/service 

on this platform. 

It is also used to calculate the cost 
savings (in %) that a Buyer can 

expect to see if they purchase the 
Seller’s product/service on this 

platform.

Example: A Seller wants to sell 1 carton of bottled drinks on the platform per the price settings below.
• Packaging Type: Supplier to set as “Carton”.
• Market Price = RM100; Selling Price = RM80. The platform will display 20% savings for Selling Price vs. Market Price for 1 carton of bottled drinks. 
• Calculation: RM100 - RM80 = RM20 savings. RM20/RM100 = 20%

• Wholesale Price = RM70 (with “Quantities purchased to trigger wholesale price” set as “5”)
• Scenario: If the Buyer tries to buy 4 cartons or less, they will not be able to purchase the product at RM70 per carton. Instead, they will have to pay 

RM80 per carton. 
• However, if a minimum of 5 cartons or more is purchased, then the Buyer will get an extra RM10 discount per carton.

This is the intended wholesale selling 
price for a Seller’s listed product/service 

on this platform, when purchased in 
larger quantities. 

It is also used to calculate the cost 
savings (in %) that a wholesale Buyer can 
expect to see if they purchase the Seller’s 

product/service on this platform.
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Seller Catalogue: Add / Edit Product Images

To Add/Edit Images to a product:
1. Go to the “Products” Tab on the Seller Dashboard
2. Search for the product that you want to upload an image for
3. Click on “+Images” button to add images

Dropee

Dropee
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Seller Catalogue: Add / Edit Product Images

4. Click on the “cloud” shaped icon 
to select your product image(s).
Note: A maximum of 8 images can 
be shown per product.

5. Pick the image that you want to 
feature and click on “Feature 
Image” for it to be the first picture 
showcased to Buyers for your 
product.
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Seller Catalogue: Editing An Existing Product

1. Login to view your Seller Dashboard

2. Click on “Products”

3. Click on “Show More” to expand the 
search filter options

4. Sellers can search for products by:

• Product ID
• Product Name
• SKU Number
• Barcode
• Brand
• Category

Demo Supplier



Seller Catalogue: Editing An Existing Product
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6. Click on “Edit”. 

7. Make the 
necessary 
changes to the 
product details 
& click on 
“Submit”. 
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Seller Catalogue: Individual Product View

Buyers will be able to view a Seller’s products, per the example below:
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Seller Catalogue: Adding A New Service
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1. Login to view 
your Seller 
Dashboard

2. Select “Services”

3. Click on “Add 
New Services”

4. Key in all the 
relevant service 
details & click on 
“Submit”

Private & Confidential. © Macro Tech Ventures Sdn. Bhd. All rights reserved.Powered by



Seller Catalogue: Adding A New Service
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• Include the name of the Service that you’d like to list on the platform
• Select the correct Category for your Service
• Ensure that the status is set as ‘Active’ so that Buyers will be able to view 

your service on the platform
• Once complete, click on ‘NEXT: DESCRIPTION’
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Next: Add Terms and Conditions of the 
service by referring to the template on the 
next slide.
Minimum character count is 150.

Add specs: Further details on the 
service offered. (OPTIONAL step)

Seller Catalogue: Adding A New Service

Once complete, click on “NEXT: PRICING”
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Seller Catalogue: Adding A New Service

Template of terms and conditions of services offered (Columns with asterisk (*) are  mandatory fields to be filled)

Templates

Redemption period* Valid for [PERIOD/DURATION - e.g. 6 months] from date of purchase on the JP platform

Location/Platform to 
Conduct Service

Session will be conducted (through/at [ONLINE PORTALS/WHATSAPP/LOCATION - e.g. via 

Zoom link which will be emailed to you upon confirmation of appointment by 

email/WhatsApp]

Duration of the Service Each session will be [DURATION - e.g. 1.5 hours] and there will be a total of [NO OF 
SESSIONS - e.g. 3 sessions]

Coverage Areas* Valid for [LOCATION - e.g. addresses within Peninsular Malaysia] only

Appointment Request* Request for appointment is to be made at least [NO OF HOURS/DAYS/WEEKS/MONTHS - 

e.g. 3 days] prior to the desired appointment date

Details Needed for 
Redemption*

Buyer must provide buyer’s name, IC/Passport Number, Purchase Order date, and 
redemption date as proof of redemption
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Specify how many quantities needs to be purchased before the wholesale price is 
accessible to Buyers.

Next: Add Prices*

*Note: Refer to this page on how 
to differentiate between Market 
Price, Selling Price, and 
Wholesale Price.  

Once complete, click on submit

Seller Catalogue: Adding A New Service

System

Selling
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Seller Delivery & Fulfilment Settings
Managing Self-Pickup & Free Shipping Settings
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Setting Up Seller’s Warehouse Address

Sellers can set their default warehouse address in 
the platform. 

This is the location that our 3PL (Third Party 
Logistics) partners or Buyers will visit to pickup 
their orders (if allowed to do so by Sellers).

Steps:
1. Login to the platform
2. View Dashboard
3. Click on “Fulfilment Tab”
4. Click on “Warehouse Address”
5. Key in warehouse address details
6. Click on “Submit”
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Setting Up Seller’s Free Shipping Details

Steps: 
1. Click on “Fulfilment” Tab
2. Click on “Free Shipping”, then click on “Add”
3. Key in the ‘minimum order value (RM)’ condition for 

Buyer to receive free shipping
4. Set Free Shipping by “Post Code” or “State”
5. Select applicable Product Category (Leave blank if 

applied to all products).
6. Click “Submit”



Seller Order Fulfilment Flow
Manage & understand the different types of orders, and process your orders
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Seller Order Fulfilment: Order Dashboard

On the Orders 
Dashboard, Sellers can 
view all orders received 
from Buyers; arranged 
based on their status.

All: View all orders 
(Newest shown first)

Pending Self Pickup: 
Orders from Buyers who 
will be arranging for 
self-pickup of their 
products from Seller’s 
warehouse address 
(following the Purchase 
Order details)

(Cont’d on next slide)

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Malaysia Sdn Bhd

Malaysia Sdn Bhd

Malaysia Sdn Bhd
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Seller Order Fulfilment: Order Dashboard

Pending To Be Shipped By 
Seller: 
Orders that have been 
accepted by the Seller and 
are pending delivery 
completion by the Seller 
(following the Purchase 
Order details)

In Progress: 
Orders which have not 
been Confirmed / 
Rejected by the Seller.

Pending Payment: 
Orders that are pending 
payment from Buyers

(Cont’d on next slide)

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Malaysia Sdn Bhd

Malaysia Sdn Bhd

Malaysia Sdn Bhd
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Seller Order Fulfilment: Order Dashboard

Completed: 
Orders that have been 
marked as completed by 
the Seller (i.e. either 
after self-pickup by 
Buyers, or after delivery 
by the Seller).

Rejected: 
Orders that have been 
rejected by the Seller 
(e.g. no stocks, unable to 
accept order, etc.)

(See next slide for more 
info on Order Types)

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Malaysia Sdn Bhd

Malaysia Sdn Bhd

Malaysia Sdn Bhd
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Seller Order Fulfilment: Order Types

Order Type Payment What this means for Suppliers

Online

Unpaid
These orders are placed online but not yet paid by the Buyer. Sellers must not 
proceed to Confirm Order without accepting payment first.

Paid
This order is placed online and is paid upfront by the Buyer.
Seller can proceed to Confirm Order and perform delivery as required.

Credit Terms

Unpaid

Under “Special Retailers” tab in the Seller Dashboard (refer to the ‘Customer 
Management’ section within this guide), Sellers can set the number of days to allow 
‘credit terms’ to your trusted Buyers.

These Buyers will then have to make payment within the duration specified. 
Sellers can also remove a Buyer’s previously approved ‘credit terms’ from the 
“Special Retailers” tab.

Paid
Buyers who are provided with ‘credit terms’ and have made payment to the Seller for 
that order.

Offline Orders Paid / Unpaid
“Offline orders” are orders that the Seller has received manually / outside of the 
platform, but Seller wants to use the Platform to keep track of these orders. 
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Types of Order Fulfilment: #1 – Self Pickup

Order details will state
“Self pickup at” Seller’s 
displayed warehouse address
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Types of Order Fulfilment: #1 – Self Pickup

The PO also indicates 
that “Self Pickup” has 
been selected by the 
Buyer
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Types of Order Fulfilment: #1 – Self Pickup

1. Seller to inform Jana’Preneur support team via WhatsApp when [date & time] 
stocks will be ready for self-pick up by Buyer

2. Jana’Preneur support team to inform Buyer & share confirmation with Seller 
on Buyer’s preferred pick-up date & time (if any)

3. Buyer to perform self-pick up & confirm with Jana’Preneur support team via 
WhatsApp once done. Seller to confirm once Buyer pick-up is done.

What do Sellers need to do next?
+6016 299 9693
Jana’Preneur WhatsApp Chat Support 
(9.30am-6.30pm, Monday to Friday)
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Types of Order Fulfilment: #2 – Shipping By Seller

Order details will state
“Shipping to” Buyer’s chosen 
delivery address.

Shipping Method will also show 
“Shipping By Supplier”
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Types of Order Fulfilment: #2 – Shipping By Seller

The PO also indicates the “Shipping Info” 
provided by the Buyer. 

Also, only for orders that are eligible for free 
shipping by Seller, the “Total Shipping Cost” 
will show MYR 0.00
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Types of Order Fulfilment: #2 – Shipping By Seller

1. Seller to inform Jana’Preneur support team via WhatsApp when [date & time] 
stocks will be ready for delivery to Buyer’s address

2. Jana’Preneur support team to inform Buyer & share confirmation with Seller 
on Buyer’s preferred pick-up date & time (if any)

3. Seller to perform delivery & confirm with Jana’Preneur support team via 
WhatsApp once done. 

What do Sellers need to do next?
+6016 299 9693
Jana’Preneur WhatsApp Chat Support 
(9.30am-6.30pm, Monday to Friday)
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Types of Order Fulfilment: #3 –  Pick up by Jana'Preneur 3PL

Shipping by
Jana'Preneur

Order details will state
“Shipping to” Buyer’s chosen 
delivery address.

Shipping Method will also show 
“Shipping By Jana'Preneur”
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Types of Order Fulfilment: #3 –  Pick up by Jana'Preneur 3PL

2. The PO will show the “Shipping Info” 
provided by the
Buyer. Also, “Total Shipping Cost” will show 
an RM value
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Types of Order Fulfilment: #3 –  Pick up by Jana'Preneur 3PL

1. Seller to inform Jana'Preneur support team via 
WhatsApp  when the order [date & time] and 
also [how many boxes] will be ready for pick-up 
by Jana'Preneur 3PL partner(s).

2. Jana'Preneur support team will arrange for 
pick-up by our 3PL partner(s).

1. If you have multiple items to deliver, 
it should be packed into 1 box. Each box 
should not weigh more than 20kg.

2. Contents of any box weighing more 
than 20kg should be re-packed into 
another box weighing less than 20kg.

3. Please notify Jana’Preneur support 
WhatsApp on the number of boxes to 
be delivered to customers.

What do Sellers need to do next?

X

+6016 299 9693
Jana’Preneur WhatsApp Chat Support 
(9.30am-6.30pm, Monday to Friday)

IMPORTANT!
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Types of Order Fulfilment: #3 –  Pick up by Jana'Preneur 3PL

3. Jana'Preneur support team will arrange for order pick-up by 
our 3PL partner & send the Airway Bill (AWB) to Seller’s 
registered email or Whatsapp along with the tracking number.

4. Seller prepares stocks for pick-up & stick AWB onto the box(es). 

5. Jana'Preneur 3PL partner will pick-up & deliver items to Buyer.

A. Courier Service Delivery

AWB Sample

3PL partner that 
will pick up the 
order

Note:
● Pick up time: 10 am to 6 pm
● If the courier is yet to pick up by 5 pm, please inform 

Jana'Preneur support team via WhatsApp

+6016 299 9693
Jana’Preneur WhatsApp Chat Support 
(9.30am-6.30pm, Monday to Friday)
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Types of Order Fulfilment: #3 – Pick up by Jana'Preneur 3PL

3. Jana'Preneur support team will arrange for pick-up by our 3PL partner & inform seller on the runner details 
and pick up time. Runner details shall  include: 

i) Full name
ii) I/C No.
iii) Contact number
iv) Vehicle registration number
v) Pick-up date & time

B. Runner Delivery

4. Seller prepares stocks for pick-up & check that the runner 
details are accurate prior to handing over items for delivery.

5. Jana'Preneur 3PL partner will pick-up & deliver items to the 
Buyer.

+6016 299 9693
Jana’Preneur WhatsApp Chat Support 
(9.30am-6.30pm, Monday to Friday)
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Types of Order Fulfilment: #4 –  Services

Service 1 1 each

Click ‘CONFIRM ORDER’ to confirm that seller can fulfil the service.

Click ‘REJECT ORDER’ to reject and cancel the service order.
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Types of Order Fulfilment: #4 –  Services

What do Sellers need to do next?

1. Seller to inform Jana'Preneur support team via WhatsApp if they are able to fulfil the service:

A. If YES, Jana'Preneur support team will issue a digital voucher to both seller and buyer to use upon 
redemption

B. If NO, Jana'Preneur team will process the refund to the buyer

2. Buyer to arrange appointment directly with the seller, according to the terms & conditions stated in their 
service listing on the JP platform

3. Seller to render the service, according to the terms & conditions stated in their service listing on the JP 
platform

+6016 299 9693
Jana’Preneur WhatsApp Chat Support 
(9.30am-6.30pm, Monday to Friday)
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Seller Order Processing Steps
How to process Buyers’ orders upon receiving them

65
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Seller Order Fulfilment: Processing Orders (Within 3 Business Days)

IMPORTANT: Sellers will receive automatic notifications on new sales orders via 
email, WhatsApp and also directly within the platform. This includes an 
auto-generated Purchase Order sent automatically to both Buyer & Seller.

Sellers MUST fulfil all orders within 3 business days of receiving a PO. 
If Sellers fail to do so within the set timeframe, affected orders will be auto-cancelled 
and refunded to Buyers. Sellers may also face penalties for repeated failure to fulfil 
orders in a timely manner.
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Seller Order Fulfilment: New Order Notification (via email)

Get notified when you receive new orders

You will receive automatic notifications on new orders from 
Jana'Preneur via email, inclusive of an auto-generated Purchase 
Order sent to seller by Jana'Preneur on the buyer’s behalf.

Another notification will be received via Jana'Preneur Supplier 
Whatsapp Support Chat.
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Seller Order Fulfilment: Processing Orders

1. Under the 
“All” tab, click 
on the 
“Supplier 
Order No” (e.g. 
#1899)

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Admin
contact@malaysia.com
01234567890

Malaysia Sdn Bhd

Malaysia Sdn Bhd

Malaysia Sdn Bhd
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Seller Order Fulfilment: Processing Orders

Dropee

Company ABC Sdn Bhd

contact@malaysia.com

01234567890
2. Order Status will be shown as “New (To be confirmed)”. 

Seller can also download the Purchase Order in PDF 
format by clicking on the “Download Purchase Order” 
button.

3. Scroll to the bottom of the page to update the order 
status.
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4. (i) Products (Optional): Seller can choose to update the delivery information with details such as 
their method of delivery, tracking number, estimated delivery date, and any additional comments. 
Then click on the “Update delivery information” button to submit the information. Buyers will then 
receive a system notification on this order delivery status update from their Dashboard.

(ii) Services: Jana'Preneur issues digital voucher to buyer and seller. Digital voucher will attach the 
T&Cs and steps on how to redeem the voucher.

5. At the bottom of the page, Seller must choose whether to “Confirm Order” or “Reject Order”. This 
will update the Buyer’s order status automatically.

Seller Order Fulfilment: Processing Orders
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6. If “Reject Order” is selected, then Seller will need 
to input a reason, before selecting “Reject Now”. 

This input will be shown to Buyers when they view 
their rejected orders.

Seller Order Fulfilment: Processing Orders

The rejected order will then 
appear under the 
“Rejected” tab, within the 
Orders Dashboard.
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7. Once Seller has performed the delivery for this order, they must select the relevant order number again from the Orders Dashboard, 
and click on “Mark Completed (Delivered)” to close off this completed order in the system.

Seller Order Fulfilment: Processing Orders
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Seller Order Fulfilment: Processing Orders

CONFIRM ORDER

“Confirm Order”
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Seller Order Fulfilment: Processing Orders
 

1. Login as a Seller. You will then 
be able to view all orders 
received from Retailers by 
selecting “Orders”

2. You can now download the list 
of Orders within a specific 
date/time range, and this 
would help with a Seller’s 
picking & packing process.

3. Just select the relevant Start 
& End dates & times to extract 
the relevant order details from 
your Seller Dashboard.

4. Once done, click on “Export 
Orders in Excel” and view the 
newly downloaded Excel file in 
your email.

74

SUPPLIER 1
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Seller Order Fulfilment: Getting Payment

How and when suppliers get paid

Product Service

When
The next week Friday after the retailer 

receives the order.

The next week Friday from the 
purchased date with acknowledging the 

order within 3 working days with the 
Jana’Preneur team.

Example
Order is received on Monday 

27/9/21, payment disbursement 
will be made on Friday 9/10/21

Order placed on Monday 27/9/21, 
seller acknowledges the transaction 
on 29/9/21, payment disbursement 

will be made on Friday 9/10/21.

Payment 
method

● Payment will be transferred to the seller’s bank account.
● A proof of payment (Remittance Advice) will be sent to the registered email 

address.

Transaction 
fees

● Bank transfer/e-wallet (Billplz) : RM2 per transaction
● Credit/debit card (Stripe) : 2% per transaction
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Seller Order Fulfilment: Getting Payment

Sample of 
Remittance Advice

Order date

 Amount of sales 
purchased by the 

buyer

Total amount 
paid for the sales

Amount of 
transaction fees 

applied to the order 
according to the 

payment gateway 
chosen by the buyer

Payment gateway 
chosen by the buyer 

to make payment

Bank details of the 
account that will be 

disbursing the 
payment to the 
seller’s account
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Viewing & Answering
Product Questions
How Sellers can respond to Buyer enquiries and build trust
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Product Questions: View & Answer Buyer Enquiries

1. On the Seller Dashboard, 
select “Product Questions”

3. Select “Edit” to 
answer

2. Select “Pending / 
Inactive Questions”
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Product Questions: View & Answer Buyer Enquiries

How to Answer a Buyer’s Question:
1. Read the question
2. Provide an answer to the question
3. Update Status

Status can be:
• Pending – Seller’s response is not 

confirmed/final yet. If status is set to 
“Pending”, the Answer is only saved in the 
Seller Dashboard and is not published to 
Buyers.

• Answered – Seller’s Answer to the question is 
confirmed. If status is set to “Answered”, the 
Seller’s response will be published 
immediately to Buyers on the Product Page 
and the enquiry will be closed.

4. Click “Submit”.

Question
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Product Questions: View Answered Questions

To view all answered Buyer questions & previous 
enquiries, select the “Answered Questions” tab 
under ‘Product Questions’ in the Seller 
Dashboard
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Customer Management
Customer Database

81
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Customer Management: Customer Details & Order History

Keep track of your customers easily.

Steps: 
1. Login to the platform
2. View the Dashboard
3. Click on “Customers” Tab
4. Search using “Retailer Name” 

or “Company Name”
5. Click on “Details” to view 

previous order history of the 
Buyer

Malaysia Co. Sdn 
Bhd

B1-03-01 
Sunway Geo Avenue, 
Bandar Sunway
47500
Selangor

Stacie Lam
admin@malaysia.com.my
01234567890 (verified)

82

Demo Supplier

Private & Confidential. © Macro Tech Ventures Sdn. Bhd. All rights reserved.Powered by



Customer Management: Customer Details & Order History

6. View all previous order details from each Buyer, including 
the order payment status

Demo Supplier

B1-03-01 
Sunway Geo Avenue, Bandar 
Sunway
47500 Selangor

Malaysia Co. Sdn Bhd
01234567890
B1-03-01 
Sunway Geo Avenue, Bandar Sunway
47500
Selangor

Stacie Lam

Stacie Lam
admin@malaysia.com.my
01234567890 (verified)

B1-03-01 
Sunway Geo Avenue, Bandar 
Sunway
47500 Selangor

Stacie Lam
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Bonus: Omni-Channel Sales
Sell across multiple online marketplaces from one platform

84
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Enabling omni-channel sales on Shopee & Lazada

Important!
Before you proceed, you’ll need to register and be an approved seller on the Lazada / Shopee platform first.

1. In your Seller Dashboard, 
click “Channels”

2. Click “Create Store”
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Enabling omni-channel sales on Shopee & Lazada

3. Input your Seller 
store name & choose 
the corresponding 
marketplace. 

Then, click “Submit”.
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Enabling omni-channel sales on Shopee

For Shopee Sellers:
Choose Malaysia (MY) & 
login to your Shopee seller 
account
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Enabling omni-channel sales on Shopee

Click ‘Yes’ to connect 
your Shopee Seller store
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Enabling omni-channel sales on Shopee

Click “Close”
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Enabling omni-channel sales on Lazada

Choose Malaysia & login to 
your Lazada seller account
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Enabling omni-channel sales on Lazada

Click “Close”
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Enabling omni-channel sales on Shopee & Lazada

Your Lazada/Shopee seller account that has 
been successfully linked will be displayed.
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4. Click “Products”
5. Choose the product(s) to upload 
into your Shopee / Lazada seller store
6. Click “Action”
7. Click “Upload”
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Enabling omni-channel sales on Shopee & Lazada

8. Next, click “Omni Products”
9. Click on your selected product 
(one by one)
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Enabling omni-channel sales on Shopee & Lazada

10. Ensure that at 
least 1 product image 
has been uploaded.

11. Ensure that each 
field marked with an 
asterisk (*) is filled. 
Next, click “Update”.

12. Then, click “Add 
Lazada / Shopee 
Attributes”
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Enabling omni-channel sales on Shopee & Lazada

13. Ensure that the selected Store is referring to the intended Marketplace.

14. Choose the most appropriate category from each of the lists shown. 
Note: The category lists shown is decided by each marketplace provider and cannot be customised.

15. Click “Add Attributes”.
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Enabling omni-channel sales on Shopee & Lazada

16. Additional 
information / 
fields required 
by each 
marketplace 
provider will 
appear. 

Kindly fill up 
these fields.
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Enabling omni-channel sales on Shopee & Lazada

Additional information 
/ fields required by 
each marketplace 
provider will appear. 

Kindly fill up these 
fields.

17. Once done, click 
“Submit”.
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Enabling omni-channel sales on Shopee & Lazada

18. Your Shopee / 
Lazada store name 
will be displayed.

19. Your stock count 
for this product can 
also be updated here.



Enabling omni-channel sales on Shopee & Lazada

You may log in directly to your Lazada / Shopee seller account to ensure that 
the product has been successfully created from the Jana'Preneur platform.
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Have a question or feedback for us?
Let us know, we’re always ready to support you!

Jana’Preneur User Support Channels
(9.30am-6.30pm, Monday to Friday)

1. Website Live Chat (bottom right corner of the website)

2. WhatsApp Chat Support: +6016 299 9693
3. Email Support: janapreneur@dropee.com

Website live chat
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