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This document shows how to manage shopping and 
enquiry system which usually come with product 
system 
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GENERAL SETTING 

  
 
 

 
 
 
 

LOC: :  Business Mgt. > Shopping System 
 
Shopping Panel 
• Require Login: Buyer must login before checkout 
• Default Shopping Status: - 
• Order Expiry Length: Offline payment not settled 

within the expiry period, the order will be cancelled 
 
Invoice Panel 
• Invoice logo: Logo print on invoice 
• Code type: Type of invoice number (Date time or 

auto-increasing number) 
• Order number prefix: Characters appended before 

order number 
• Current code number: Latest value of 

auto-increasing number 
• Number of digits: Length of the code (0’s will be 

appended to reach the length)  
• Order number suffix: Characters appended after 

order number 
• Separator: Separator for prefix, code and suffix 
• Invoice language: Language used on invoice 
• Invoice currency: Currency used on invoice 

(Currency rate automatically converted)  
 
Advance setting Panel 
• Use gift wrapping: Enable gift wrapping 
• Issue tax invoice: For mainland China users only 
• Use misc. cost: Charge buyers for extra costs 
• Shopping confirmation: Send confirm to buyer 
• Clear basket after shopping: For testing purpose, 

please ignore it (Default status as checked) 
• Send stock report: Inform user on stock statistics  
• Basket item life span: Products in basket held for a 

time longer than the setting will be removed from cart 
• Payment failure span: Online payment not 

completed within time will be cancelled 
• Basket link type: Text or image link 
• Image: Image for basket link 
• Image position: Position of link image w.r.t. text 
• Order detail window size: Width and height 
• Call back password: Worldpay only 

• Alert email language: Language used for alert 
administrators after shopping 
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ORDER LIST 

  
 
 

 
 
 
 
 

LOC: :  Business Mgt. > Orders 
 
Mouse over the magnifier to show order statistics of the 
page 
 
Search order (By order number, type, shipping date, 
buyer, status, payment method, shipping method, etc)  
 
Click to return to show latest orders 
 
Order properties: 
• N: New order 
• Order number: Unique order number (Click to view 

order details) 
• Type: Type of order (Ta ngible products, virtual 

products or both)  
• Buyer: Name of the buyer 
• Date: Shopping date 
• Order sum: Amount of products ordered 
• Payment sum: Total amount paid, including shipping 

cost, extra cost, gift wrapping cost, etc. 
• Payment method: Online or Offline payments  
• Shipping method: Delivery method for shippable 

goods  
• Address: Delivery address for shippable goods  
• Gift wrapping: Wrapping for shippable products  
• Status: Order status. Administrator should change 

the status after processing 
• Delete: Delete order 
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ORDER DETAIL 

Order Number      Remember to save after making changes 
 
 

 
 

 
 
 
 
 
 
 

LOC: :  Business Mgt. > Orders 
Click order number link 
 
 
 
 
 
 
 
Changed order 
 

 
 

Change order status, 
send alert email or 
in-site  SMS to the 
buyer as the stated 
identity. 
 
Check order 
message from buyer 
and response 
 

Extra information of 
the order 
 

Order invoice. The language used is 
controlled in the general setting part 
 

Order list which 
you can compare 
current prices and 
order prices, 
stock, etc.  
 
Click product 
name for product 
management 
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GENERAL SETTING (SHOPPING & ENQUIRY SYSTEM CO-EXISTENCE)  

  
 
 
 
 
 
 

LOC: :  Business Mgt. > Shopping & Enquiry 
System General Setting 
 
 
The setting here is very similar to that of shopping sytem 
only 
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ENQUIRY LIST 

  
 
 
 
 
 
 

LOC: :  Business Mgt. > Enquiry List 
 
 
Total number of enquiries 
 
Search box for enquiries (By enquiry code, date, name, 
status and bargain message)  
 
Enquiry Properties:  
• N: New enquiry 
• Enquiry code: Enquiry number 
• Member: Identity of requester 
• Date/Time: Enquiry date time 
• Status: Enquiry status (Administrator should change 

the status after processing) 
• Bargain message: Bargain message between 

requester and administrator (Enquiries with bargain 
message will be shown with a black tick image)  

• Edit: Edit enquiry 
• Delete: Remove the enquiry 
 

Enquiry Detail 
Message 

Edit Enquiry 
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ENQUIRY DETAIL 
 
 
 
 

Enquiry Number 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

LOC: :  Business Mgt. > Enquiry List 
Click the enquiry edit button 
 
 
 
 
In the case that the system supports the business flow of 
Enquiry to Shopping, then at any moment, the requester 
can put order according to the prices as stated in the 
enquiry. For any i tem that is not confirmed, the price is the 
product’s original price 
 

Enquiry details, 
status and 
message. Please 
save after making 
any changes. 
 

Enquiry items, with product name, 
price, quantity and a button to 
show bargain history 
 

Bargain panel, if the item enquiry has already 
been confirmed, then no new bargain can be 
posted nor can anyone change the bargain detail 
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ORDER RETURNS 

  
 
 
 
 
 
 
 
 

LOC: :  Business Mgt. > Order Returns 
 
 
This is a function comes with the shopping system. 
 
• Order number: In which order the item is bought 

(Click the order number to show order details) 
• Type: 退货的类比 
• Name: Name of the returned item 
• User name: Name of the buyer who raise the return 

process 
• Date: Date of return 
• Status: Status of the return 
• Message : Message from the buyer 
• Confrm: Confirm that the order is returned 
• Cancel: The item return request has been cancelled 
 
 
 
 
 

 


