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REGISTRATION & ACCOUNT SETUP

Click the Log in/ Register icon on the right top to register
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Register as a vendor

An account activation message will be sent to your email immediately after registration, 
check your email to conrm your email to have your account activated. 
Your store update notication (notications like; new orders, product reviews, announcements etc.)
will be sent to your email for that reason make sure you use an active and working email.

Click let`s go to set up your store

Fill in the required information
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Input your bank account information Click go to dashboard to access your  account
 dashboard
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ADDING PRODUCTS
Click on “products” from the menu items to access product page

Click on “add new product” button on the right top to add new product
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Upload product image and ll in the product information

Once the product is approved by the administrator, it will
display on line at the right to (as it display in the image above)
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ACTIVE

ADDING PRODUCTS



The product is now published after admin review, now available for purchase
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Make Use of Quality Product Images
Given how important appearance is in relation to how we
perceive things (including other people), it stands to reason 
that investing in quality product photography will have a 
similar effect on visitors to your site.
Regardless of what you sell, include high-quality images of
your products, not tiny thumbnails or poorly lit shots taken in
your stock room. Also be sure to include a wide range of images. 
It might seem overkill to include shots of your products from every 
conceivable angle, but try it out. People love to see products in details before
buying, especially online.
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SALES STRATEGY

BAD GOOD



Setting Good Prices
As a vendor, you need to know the strategy of setting 
good prices for your products, a wrong pricing can lead to
decline in sale for your store

>>

>>>>

>>

Knowing your customers i.e what they buy most, and 
what they buy together.

Duplicate same product with different pricing to compete with 
each other.

Compare prices across other website, malls or store.
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SALES STRATEGY
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Social Media Marketing
Social media is one of the best medium to use to 

push your products out there. internet is a like a window 

to the world. When it comes to social media marketing 

for your store, make sure that you’re focusing on customer

 relationships more than just endlessly and exclusively 

promoting your products. All the marketing items are shared 

on the internet and promoted on various platforms via 

multiple approaches (facebook, twitter, instagram etc.).

SALE STRATEGY

Bundle Pricing
Product bundling is fairly simple. You sell a range of 
products together for a discounted price. For example, 
many products require accessories. 
Some are mandatory (like phone with power bank and pouch), 
but some are highly desired, but optional, like a tripod for a camera.
Bundling products of a similar nature is a great way to 
increase your average order value because customers are 
likely to be looking for similar things.
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SALE STRATEGY

Word of Mouth
It totally relies on what impression you leave on people, 

it is traditionally the most important type of marketing strategy.

Being heard is important in business world. When you sell quality 

products to customers, it is likely that they will promote you by

telling people about your products. Recommendation will make

customers have trust in what you sell before buying from you.
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Excellent Customer Service
Vendors are encouraged to work towards getting good feedbacks
and product reviews, the positive feedback will not only bring you
sale increase it will also help in keeping customers, because they 
will keep coming back due to the satisfaction they got from your 
products. As customers’ expectations for the ideal online shopping 
experience increase, customer service becomes essential to thrive 
in a competitive ecommerce landscape.
Reinventing the online buying journey and incorporating some of
these highly efcient customer service best practices will pay 
dividends across multiple parameters. It will help you retain 
customers and grow their lifetime value while also acquiring
 new customers, which is crucial in any industry. 
Good customer service skill are:
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>>

>>

Communication
Good communicators are able to convey insider information about your products in a way
 that immediately makes perfect sense to customers and they need to be able to do it in real-time. 
As the saying goes, it’s better to be clear than to be clever. 
That goes double when a customer becomes frustrated. 
Too many companies lose business by failing to prioritize 
clarity and helpfulness rst. Being a great communicator
in the customer service world means internalizing that 
mindset and prioritizing being understood over 
sounding clever, casual, or branded.

Empathy and emotional intelligence
Empathy being able to put yourself in the customer's 
shoes and understand the situation from their point of 
view is widely considered a necessary skill for customer
service. But customers need more than empathy.
They need support from vendor to be able to take things a step
 further by letting emotional intelligence lead interactions. Customers ultimately are looking 
for a solution to their problem, and the level of care customer service reps provide impacts 
the customer experience in a big way. That’s why changing up the mindset from one of
 handling cases to advocating for customers can make a huge difference.



>> Patience
Patience is required in each of the following situations:
  When a customer is angry and venting
  When a customer takes forever to explain the problem
  When a customer disappears for minutes at a time in the middle of a chat
  At the end of the day, patience underlies many of the other skills needed for customer service.

It enables a customer service rep to stay calm, actively listen, and remain attentive while 
customers vent, explain their problem, and test out solutions. Patience is a key part of being 
a customer advocate. Proactively solving problems before they become the customer’s 
problem can be a more involved process than deploying patchwork solutions as trouble arises, 
but it offers a much better experience for customers.

>> Product knowledge
You could make the argument that just about everyone working for your 
business needs to understand the product, what it does, and how customers use it and
 the benets. But that knowledge is even more important for a vendor to have
than the customers.

Packaging
Packaging is a signicant step in the shipping and fullment process. 
Besides protecting your products from any wear and tear, 
it is your brand’s rst impression in-person when the package 
shows up at their door. For this reason alone,it holds a tremendous 
amount of importance for your eCommerce store.
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MANAGING ORDERS

Download order invoice

View orderComplete order

Once the item has been delivered click “complete order” to conrm the order has been successfully
delivered to the buyer, you will only be paid after the delivery has been conrmed by customer.  

Download shipping slip
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MANAGING ORDERS

P A C K A G I N G S L I P I N C V O I C E
It contains the shipping information, it should be printed and

 attached to the package that will be shipped to buyer. 
It is the transaction receipt, it should be printed and attached

 (with the packaging slip) to the product that will shipped to the buyer.
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MANAGING ORDERS

SHIPPING INFORMATION
Add shipping information for buyer to track their 
order, after adding it the shipping information will
be sent to the  buyer`s email address. 

ORDER STATUS UPDATE
Click edit to change order status 

CHANGING ORDER STATUS
By  clicking on the drop down you can 
choose either of the following order status
to update:

1. “Shipped” for orders that is being shipped
     to customer
2. “Cancelled” to cancel order
3. “Refunded” for refunded money for returned
    order.
4. “Completed” for completed order, etc.

}
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NOTICE FOR VENDORS

MANAGING ORDERS

Failure to update your order status promptly and correctly may result in store suspension

Orders updated to “completed”  must be delivered within 7 days.

Fullled orders must be conrmed to be delivered to customer before vendor gets paid.

Vendors must ensure to manage their stock well to prevent customers from ordering for 

product that is unavailable.

Making unavailable product appear to be in stock will attract a penalty fee of N5,000, 

If same situation occurs thrice, it will lead to 1 month suspension of the vendor`s store.

Vendors are prohibited from selling products that requires certication by government

body (e.g. NAFDAC & SON) that is yet to be certied.

>>

>>

>>

>>

>>
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SETTING STORE SHIPPING FEE

Click on settings; when the settings page is
done loading, then click on shipping to 
create a custom shipping rate for your store.
See how to create a custom shipping rate
for your store in the image below.

Choose any state you desire to change it`s shipping rate
by clicking add shipping method. 

See the next step in the next page
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SETTING STORE SHIPPING FEE

Click on setting add shipping method, 
pop-up will be displayed 

(as it is in the image below)
you can then choose from.

   CHOOSE DESIRED SHIPPING METHOD

1. Choose at rate for your desired shipping rate
    (the price you set will be placed above MartPlug default  shipping rate)

2. Choose local pickup for the buyer to pick up
    what they bought from your shop.

3. Choose free delivery to exclude shipping fee
    for buyers of your products. 

Check the next page to see how to set at rate 
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SETTING STORE SHIPPING FEE

MARTPLUG DEFAULT SHIPPING RATE

Input your desired shipping rate and save. 
Follow same process in creating your custom
shipping type and shipping rate for other
states in Nigeria. 

See MartPlug`s default shipping rate in the
table below. You can create your own
 at rate by state, it will be prioritized above
MartPlug`s default shipping rate.

SHIPPING ZONE STATE(S) WITH THEIR DEFAULT SHIPPING RATE SHIPPING RATE (N)

ZONE 1 LAGOS 1,100

ZONE 2 BAYELSA, DELTA, EDO, EKITI, KWARA, OGUN, ONDO, OSUN, OYO 1,600

ZONE 3 ABIA, AKWA IBOM, ANAMBRA, CROSS RIVER, DELTA, EBONYI, IMO, RIVERS 2,400

ZONE 4 ABUJA, ADAMAWA, BAUCHI, BENUE, BORNO, GOMBE, JIGAWA, KADUNA, KANO, 
KATSINA, KEBBI, KOGI, NIGER, SOKOTO, TARABA, YOBE, ZAMFARA.

2,500
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HOW TO WITHDRAW EARNINGS

Click on withdraw to withdraw your earnings
on MartPlug, after clicking you will be taken
to the page where you can request for 
withdrawal of your earnings.

See how to request for withdrawal 
in the next page
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Input the amount you desire to withdraw,
click the submit request button to make a 
your withdrawal request, your earnings will be 
sent into your bank account. Once it`s sent
you will be sent an email notication.

See what will be displayed on your dashboard
once after the money is sent into your account
in the image below.

HOW TO WITHDRAW EARNINGS



MARTPLUG SANCTION POLICY
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PENALTY DESCRIPTION

NOTIFICATION EMAIL A warning email will be sent to vendor to notify them about defective or fake product  delivered to 
customer

PENALTY FEE    Vendors will bear the cost of shipping returned defective or fake product. 

   Vendors will be ned the sum amount of N10,000 if product is being returned thrice on the vendor`s 
store thrice within the duration of 2 months.

STORE SUSPENSION/
CLOSURE

    Store will be suspended if an order is cancelled twice within the duration of 2 months.

    Store will be suspended if vendor makes wrong order status update, i.e. marking unshipped order 

to be completed.

    Store will be suspended if vendor fails to respond to arbitration case within the duration of 48 hours.

    Store will be closed if disrespectful word(s) are used for customers or MartPlug support 

representative twice either verbally or in written.

    Store will be suspended if vendor delays in providing the resolution of an heightened issue that 

takes longer than necessary beyond the agreed duration of 5 working days or the agreed resolution 

time as agreed by vendor. 

    Store will be suspended if seller refuses to accept an order due to the increase in price of the 

product as indicated on the website, arising from the vendor`s failure in updating the product price.

    Store will be closed if vendor diverts order outside MartPlug`s platform
 

LEGAL ACTION Legal action will be taken against vendor who is found to have sold fake/counteret product(s) to 

customer.

>>

>>

>>

>>

>>

>>

>>

>>

>>
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Possible item delivery dispute can be:
Incomplete shipped product
Item replace request (may be due to incorrect  (colour, size etc.)
Defective or non-function
Wrong item(s) that is not what customers ordered
Substandard or fake items

When complaints like the above listed are raised, orders that falls
under the category are placed on hold which might require 
replacement being the rst option, or possibly refund for the 
customer.

MARTPLUG QUALITY AND TRUST TEAM
When conciliation fails, the complaint will be transferred to 
MartPlug Quality and Trust Team, the team will carry
out necessary and thorough investigation to ensure the
complain made by the buyer is genuine.

The outcome of the conciliation might be:
Repair or replacement of damaged returned item
Return without refund
Compensation of buyer without return

>>

>>

>>

>>

>>

>>

>>

>>

>>

ITEM DELIVERY DISPUTE
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OTHER DISPUTE
As a vendor, it is your sole responsibility to ensure  that all
orders are updated correctly on your dashboard.

Ensure statuses of all shipped orders status are changed to shipped,
and completed order status be marked as completed.

Wrong update of order status will attract penalty fee

MartPlug will not pay the delivery fee of returned item,
it will be the sole responsibility of the vendor.

MartPlug will not refund the money paid for wrongly
issued invoice arising from wrong update of order status

>>

>>

>>

>>

>>
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