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PDF E-shop Build Instructions.
Personal Data.
Step 1 – Before you start building your e-shop please first check that all your personal information
is correct. You can, at any time, make changes and change your password. For support email:
support@podshops.com

To view your Personal Data click on the Personal Details tab.
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To edit your Personal data click the Edit link.

Remember to press Save once you have updated the details. You can click on the Cancel button
if you want to exit without updating or saving any updated details.

To view your Password click on the Login Details tab.
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To edit your Password click on the Edit link.

Remember to press Save once you have updated the Password. You can click on the Cancel
button if you want to exit without updating or saving the updated Password.
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Design Shop.
Step 2 – You will need a banner for your e-shop. There are a number of design packages
available, some of which are free to use, but you might have Windows Paint preloaded on your PC
so check before spending any money!
Artwork Service – design a web page header.
If you would like us to create a basic banner for your e-shop please provide the image that you
want displayed in a jpg or tif format. Our charge for this service is just £50 + VAT. The image you
want us to resize should be no smaller than 750 pixels wide and 250 pixels high with a total file
size no smaller than 60 KB.

Preview.
You can preview the build up of your e-shop at any time by simply saving any changes you’ve
made and clicking on the Preview button.
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Shop Extras.
Within the Podshops.com e-shop search facility, prospective customers can search for e-shops
within the whole web platform or on just the product catalogue you have built your e-shop within.
To this end, you can create a thumbnail image and shop name to display. To do this could not be
simpler.

Where it says “Enter your shopName” write your e-shop name ie: The Pet Shop. You can add a
description and upload a small image to represent your thumbnail image (size: 150 x 150 pixels
max and 10 KB total file size) and simply select Save to publish to the searches once your e-shop
has been completed and set live.

Change Colours.
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Within your e-shop set up you can select, and edit at any time by clicking your curser inside the
field to the right of each heading on the left margin, the following:
Page background colour

Page text colour, font type & size

Text colour.

Font style.
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Font size.

Product background colour
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Product text colour, font type & size

Text colour.

Font style.
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Font size.

Change Banner.
You can upload your banner here. If you want to change the banner at any time simply upload a
new banner!
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Change Links.
We’ve made the adding of Twitter & Facebook links easy.

When you create a Twitter or Facebook account you can simply go into either and copy the link in
the navigation field on your browser and paste it into the appropriate option and we will
automatically add the link icon to your e-shop. These can be edited or deleted at any time, and
when edited or deleted the icon will either disappear from your e-shop or redirect the icon link to
your edited Twitter or Facebook account.

Edit Link – either Twitter or Facebook.
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Copy Twitter or Facebook link in the navigation field when you are in your Twitter or Facebook
account home page and paste the copied link into “Link url” ie: http://twitter.com/#!/Podshops

Podshops.com Twitter home page.
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Change Profile.

Page | 13

Not all product catalogues will have this section, but if you have this functionality then you can add
members of staff, band members and/or relevant contact details here.

Add Products.
First you will need to create products as detailed below.
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This section allows you to add products to your e-shop, change the selling price, set them to show
or not or delete them completely.

Step 3 – This is the fun bit. There are some relevant guidelines at the base of this section to help
and we recommend you read before creating your products.
The product catalogue of core based products, being the base products you want to upload your
images and affix these and the text to, vary from catalogue to catalogue, so first check to see if
you want to sell any of these products or perhaps you may wish to create other e-shops on the
other product catalogues available to you.
Selecting and creating your unique products could not be simpler, simply follow the instructions
within the section or refer to these helpful instructions.

Select Product.
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First select the main product group from the “Select Category” drop down and then select the
“Select Sub Category”, which will be the actual product you can sell.

All the products within this chosen sub category will be displayed and you need to simply choose
which ones you want to sell. To do this you can:
View Details – view the product image in more detail.
Or
Select to Create Product – Depending on the product there may be a choice of sides, ie: Front or
Back or both onto which you can affix your images and place text.
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Product Colour.
Some products may be sold in different colours, ie: T-Shirts or Hoodies, and you would choose
which colours you want to sell. If you want to sell more than one colour you will need to create
each colour separately.
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Add Image.
Having selected your product you can now either upload and affix an image or just add text using
the Podshops.com unique text suite.

To add an image simply Browser your PC and once located Upload that image, or select an image
previously uploaded. Depending on the file size of the image you are uploading, and the
Broadband speed you have, it may take a few moments for your image to appear so please be
patient. Once the image appears simply place your mouse curser over the image you want to add
and click and hold the left mouse button and drag the image to the product. You can move the
image as many times as you like, and increase or decrease the size by moving your curser to the
bottom right hand corner of the image (your curse changes shape) and simply click the right hand
mouse button and drag the image out to make it bigger or push it inwards to make it smaller. Care
must be taken as the image may appear squashed or stretched if made too large or too small.
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To add text simply select the “Add Text” button and a pop up window will appear. You have a
number of choices:
Make the text Bold, Italic, Underlined – or any combination of these! You can do this after writing
the text in and simply highlighting the text with your curse and selection the options to create your
unique text, ie: I’m the one your mother warned you about! Could be detailed as:
“I’m the one your mother warned you about!”
“I’m the one your mother warned you about!”
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“I’m the one your mother warned you about!”
“I’m the one your mother warned you about!”
“I’m the one your mother warned you about!”
“I’m the one your mother warned you about!”
The choice is up to you and you can choose any combination that takes your fancy, and
remember, in any font size and colour or any combination of your choosing!
You can also select the style and size of font to be use along with the colour.

Font style.
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Font size.
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Font colour.

Simply write in the text and then highlight it with your curser and left mouse button and choose the
options.
Once you are happy with your text simply click the button “Add” and the text is placed near the
product you are creating, in its own text box, and simply place your mouse curser on the text box
and click your left hand mouse button and drag the text box over to the product image and using
the bottom right hand corner of the text box position the text as you want it displayed. Don’t worry
about the white background as this will not be relevant, or printed, it just makes it easier to see
your text!
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Next you will need to choose if you want customers to further personalise your created product or
not and set your selling price.
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The catalogue product price is displayed along with the Print price, ie: T-Shirt Product price = £12
and Print price = £10 giving you, the e-shop owner, a collective buy price of £22.00 You then add
on the profit (7.95) you want to make on each product and add this to the printed product buy price
(£22.00 in this example) so place 29.95 in the Your Selling price field.
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Click Preview to view the product before saving.
(Note that the Preview does not show the colour of text selected, but will print as the
correct colour as the original not the preview image is sent to our printers).
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Allow Buyer to add more images.
You can choose between creating your product to sell “as is”, in other words, sell your product with
just your image(s) and/or text affixed, or to allow customers to upload their own images and/or text
to further personalise their purchase.
Repeat this process with all products you want to create and sell.
Uploaded Images Store.
You can delete any uploaded images by simply clicking on the “Remove” button beneath each.
Care must be taken as once deleted you will need to upload that image again, if you have
incorrectly chosen it to be deleted, as Podshops.com do not store deleted images on its web
platform.
Once you have created the products you wish to sell refer back to section Design Shop –
and tab Add Products to upload each product you wish to sell onto your own e-shop
product catalogue.
Refer to the guidelines below for the best results.
All Image Uploads – maximum file size 5MB.
Set artwork files to actual 'size' with Photoshop files saved as 300dpi.
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We accept the following file formats jpg, bmp or png file types with a minimum image resolution of
300dpi and image size at least 100% of its intended print size.

Web Images.
Images taken from websites in general will not be suitable for printing as the quality is very low.
Always upload the original logo or image file in jpeg and tif file formats.
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Events.
Step 4 – Go to Events and either add or edit an event.
Not all product catalogues will have this section, but if you have this functionality then you can add
events and/or relevant contact details here.

This is easy to do, and as you just need to follow the margin instructions and complete the form fully, before
pressing the Submit button.
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You can cancel the creation of your event at any time or simply delete it if it has expired. All
changes will published immediately! There are easy to select drop down menus to help, but if you
need further assistance please email: support@podshops.com for assistance.
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Orders.
Step 5 – You can track all orders placed within your e-shop and within your website management
suite.

Within this section you can view the current products available in your e-shop and track buying
trends for each using the dates to/from. There is also a section to view orders that have been
fulfilled and sent to the customers as well as orders that are pending and being processed.

Payment.
Podshops.com will only pay invoices for products and/or orders that have been sent.
Step 6 – You can view any/all of the e-shop accounts you have set up in one place.

Depending on how many accounts you have set up, and by “accounts” Podshops.com means how
many, if more than one, eshop you have created and is trading on any of the Sub Domains
(product catalogues) within the www.podshops.com web platform. This section will list and detail
each and every eshop you have, and keep separate records for each to partition each of your
eshop businesses.
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You will need to set up a PayPal account on https://www.paypal.co.uk/uk first, and then add those
account details to your e-shop website so that we can made payments to you.

Once you have created a PayPal account you will need to add your PayPal account information
here.

You will need to invoice us when you want payment for any Royalties owed on products that have
been shipped. Payments will only be made on production of an emailed PayPal invoice and only
on shipped product orders that have been paid for in full. No other payment method is offered for
any reason so that all parties are protected with the PayPal buyer and seller protection scheme.
For more details on this follow this useful link: https://www.paypalmarketing.co.uk/safetyadvice/index.htm
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Contact Us.
Your customers may wish to contact you and you need to ensure that your contact details are
correct before submitting your e-shop for live running.

If you have difficulty building any element of your e-shop, even after following these
detailed instructions with illustrations, then please visit the Podshops.com own Contact Us
page for emailed help & advise: http://www.podshops.com/Contact.aspx

