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Manage your
hassle-free 

selling experience 
using the 

dashboard

DASHBOARD
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Step 1: Add A New Product
Step 2: Add Delivery Zones
Step 3: Add Delivery Options
Step 4: Add Payment Options

Follow These Easy Steps To Start Selling
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STEP 1:
Add A New Product
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Click ‘                    ’ tab to navigate view your product list.

To add a new product,  click ‘                               ‘ 

STEP 1: Add A New Product
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Fill in the form to add a new product into your shop: 

1. Product Information
 Product Name
 Description 
 Category
 Publish Product*

2. Product Pricing and Costing
 Selling Price
 Cost of product *
 Discount amount*

3. Inventory Information
 Product weight (grams)
 Quantity
 Backorder *

4. Product Photos 
 Upload products and choose primary photo

* optional

STEP 1: Add A New Product
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Once done, click ‘Save Product’ and it will be in your
shop front if you published it.



STEP 2:
Add Delivery Zone
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Step 2.1: Click ‘                  ’ from your tabs to navigate to General Setting
Click on ‘                               ’  to set Delivery Zone

STEP 2: Add Delivery Zones
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*

* You may set your order reservation time in this page. 



STEP 2: Add Delivery Zones

Step 2.2: Click ‘                       ‘  to add a new zone
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STEP 2: Add Delivery Zones

Step 2.3: Key in your zone and click  ‘                        ‘. Eg: Zone = Singapore  
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Step 2.3: Click ‘                    ’ and you are done!

STEP 2: Add Delivery Zones

You  may ‘edit’ or ‘delete’ your zones in the future. 
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STEP 3:
Add Delivery Options

12Jipaban 2010



Type in your Delivery Option Name, and
select your delivery charges options:

I. Weight
II. Flat Rate
III. Price Per Item

3.1 Based on Weight
Assuming that you have set your delivery
zones as Malaysia and Singapore, you will
see this table as follows:

Click on to set the
weight range and their respective prices.
Keep adding the weight ranges as you

require them before saving your settings.
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STEP 3: Add Delivery Options



3.2 Flat Rate
For Flat Rate charges, fill in the delivery
rates according to the different zones
respectively.

3.3 Price Per Item
For Price Per Item, fill in the delivery rates
according to the different zones
respectively.

You may choose to include a handling fee
if you wish to. The handling cost will be
added to the cost of delivery per item.
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STEP 3: Add Delivery Options



STEP 4:
Add Payment Options
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Configure your payment options by selecting
the banks you will be accepting for your shop.

Next, click on to
input these details:

I. Bank Account Name
II. Account Number
III. Account Type
IV. Branch Name
V. Branch Code
VI. Bank Code

You may input more than 1 bank account.

STEP 4: Add Payment Options
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Additional Features : Updates  

Personalized shop updates with a limit of 100 characters.

Shoppers that have your shop in their mall will receive your shop updates

1
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Additional Features : Orders  

Click on your orders to view the full
order details for each individual
shopper.

Order details shows
 Order status
 Customer information
 Delivery  information
 Tracking number
 Payment method etc.

An automated email will be sent to
the shopper whenever the status of
the order is updated.

Invoice may be printed for
documentation

Messages can be sent  directly to
shoppers 
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Additional Features : Statistics  

The statistics tool allows you to
view 

I. Visits & Sales
II. Revenue
III. Visitor’s Location
IV. Gender
V. Age Group

You may view an overall shop
analytics and specific product
statistics.

You may even download the
statistics in an excel report.
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Set your reservation time here

Check this box to display your quantity 

Additional Features : General Settings  
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Additional Features : Pages  

Pages give you the option of displaying
additional information for your
shoppers.

Example of pages that can be created: 
I. Payment information
II. Delivery information
III. Seller information
IV. Fanpage
V. Lookbook
VI. followers etc. 

Default pages provided are:
1. Shop Front
2. Fanpage
3. Contact Us
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Additional Features : Appearance

Customize your shop appearance by:

1. Adding your shop display Image

2. Adding your signboard

3. Selecting your preferred theme
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Additional Features : Mailing List

Shoppers may subscribe to your
Mailing List with just a click.

From your dashboard, click on
‘mailing list’ to create / edit your
newsletter.
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Additional Features : Messages
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Answer shoppers query
directly from Jipaban’s
messages tool
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Enjoy your selling experience at Jipaban.com!


