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Empower SMEs to grow E-commerce Business

Prime Commerce 
Distribution - User Manual
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Prime One-Stop Solutions

Prime POS is an online 
software(Desktop & Mobile App) 
which could help to tracking sales 
and reporting , it also could help 
SMEs take the payment whereas 
their customer are and pair to 
online payment with billing 
printer to become all-one-one 
powerful system.

Prime Web is online 
web builder which could 
help SMEs to build the e-
commerce store in 
minute.

Prime Influencer is 
online software which 
could help SMEs to book 
influencer and manage 
their influencer 
campaign in real-time .

Prime Distribution is online 
software which could help 
SMEs manage multiple 
channels (from E-commerce, 
social media to offline retails)  
in one place and sell 
everywhere effortlessly.

Prime Dashboard is 
dashboard software for 
everyone by visualizing 
analytics data and tracking 
end-to-end business 
performance.
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Prime CRM is an online  software 
which could help SMEs manage their  
customer’s inquire in multiple 
channels from  online to offline (from 
social media, website, SMS, email-
marketing, call-center etc.) and turn 
conversations into conversions
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GET STARTED

Go to 

Login by enter user name and password 
(*)Provided by PRIME via email

Explore 5 products to leverage your business
Choose Prime Distribution
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PRIME DISTRIBUTION

Description: Prime Distribution is online 
software which could help SMEs manage 
multiple channels (from E-commerce, social 
media to offline retails) in one place and sell 
everywhere effortlessly.

1. Suitable for all categories

2.  Features

➢ Connecting multiple E-commerce platforms

➢ Providing detailed analytical solutions

➢ Managing more effective products by SKU code

➢ Easier to manage orders and customers

➢ Systemise business situation and optimising 

solutions
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Agenda
I. Initial settings [6-8] 

II. Home [9]

III. Analytics [10-11]

IV. Products [12-15]

V. Orders [16-17]

VI. Customers [18-21]

VII. Settings [22-24]

PRIME DISTRIBUTION
USER MANUAL
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I. Initial Settings – Add shop

Step 1: Settings > Sales channels
Step 2: Click            and select shop 
that you want to add

You will be directed to sign in and 
authorisation page

Step 3: Fill in your 

Shopee/Lazada/Tiki accounts

Step 4: Click Login or Submit to 

complete.

Note: Use phone number for 

Shopee, Gmail for Lazada/Tiki.

For Shopee, an OTP sent to your 

phone number will be required 

before completion
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I. Initial Settings – Add delivery providers
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Step 1: Settings > Logistics or Delivery providers
Step 2: Click                      to link

Step 3: Fill in full obligatory

information and complete full step

Step 4: Linked successfully

Note: User had an account for that

delivery provider
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I. Initial Settings – Add staffs
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Step 1: Settings > Staffs
Step 2: Click                   to add new user who you want to access system
Step 3: Fill in information (name, email) and authorize (full or limited)
Step 4: Click                . Then new user verify email, activate account and log in 
to access system
Note: Email has not been added before
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II. Home
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Where you can find suggestion of daily activities and view overall performance from all marketplaces
Step 1: Select Date range and tick on shop/or shops that you would like to view its performance
Step 2: Check “To-do-list” to see what need to be done for each stores (the activities)
Step 3: Quick catch up with your overall performance including “Total Revenue” and “New Order”
Step 4: In addition, you can see 5 latest news
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III. Analytics - Dashboard
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Where you can find overall 
performance with variety of 
metrics
Step 1: Select “Date range” 
and tick on shop/or shops 
that you would like to view 
its performance
Step 2: Check each metric 
performances and click “See 
detail” in order to go deep 
dive into the statistics and 
insights. The metrics include:
• Total Revenue
• Total orders
• Product sold
• Repeat purchase customer 
rate
• Top 5 locations
• Top 5 shipping providers
• Product rank

10



Copyright © 2020 by Prime Commerce Holding Pte Ltd. Confidential & Proprietary Information

III. Analytics – Detailed metrict
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Where you can find details analytics of all metrics
For each detailed metrics analytics page, you can:
Step 1: Select shop(s) and date range
Step 2: Hover onto performance line to view detail information
Step 3: Search and export into data sheet (excel file)
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IV. Products

Copyright © 2020 by Prime Commerce Holding Pte Ltd. Confidential & Proprietary Information

Where you can manage all products data from all sales channels
Filter products: search quickly with smart filters
Step 1: Click 
Step 2: Fill in information and choose your choice
Step 3: Click 
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IV. Products
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Where you can manage all products data from all sales channels
Add new product
Step 1: Click
Step 2: Fill in the corresponding information according to the instructions (you can add product to one or more shops at once)
Step 3: Complete full steps and add successfully
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IV. Products
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Where you can manage all products data from all sales channels
View info or edit products
Step 1: Click to a product you want to view(edit)
Step 2: Scroll down to find an edit symbol and modify something that you want
Step 3: Click to complete
* To hide a product from published online stores, click
* To unhide a product, click
* To delete a product permanently, click and select Delete products
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IV. Products – SKU management

Copyright © 2020 by Prime Commerce Holding Pte Ltd.
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Where you can optimize product management by SKU code
Create product SKU
1. Click “SKU management”
2. Click 
3. Enter group name and search products to add in the group
4. Click

Export data
* At product management page, click 
* Wait a few second for the data loading
* Choose a dated version to download
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V. Orders
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Where you can receive real-time updates of new orders and manage overall fulfillment process
Filter orders: search quickly with smart filters
Step 1: Click
Step 2: Fill in filter criterias (by total price, payment method, order date)
Step 3: Click 
Step 4: You can click to mark and filter marked orders
Step 5: Keep track on order status by select a status in status bar and view
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V. Orders
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Where you can receive real-time updates 
of new orders and manage overall 
fulfillment process
Process an order
Step 1: Click directly to an order you want 
to process
Step 2: View order information
Step 3: To confirm order, click and 
follow the instructions
Step 4: To cancel order click and 
select Cancel
*You can click           directly to quick 
confirm or cancel order in order page
Step 5: Click 

Export data
* At product management page, click
* Wait a few second for the data loading
* Choose a dated version to download
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VI. Customers
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Where you can view your customer data in ranking list and other insight metrics
Filter customers: search quickly with smart filters
Step 1: Click
Step 2: Fill in filter criterias (by total expenses, success rate, customer segment, ranking)
Step 3: Click 
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VI. Customers
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Where you can view your customer data in ranking list and other insight metrics
View details
Step 1: Click to a customer name that you want to view insights
Step 2: View customer information (name, phone number, order status, total expenses, order history)
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VI. Customers
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Where you can view your customer data in ranking list and other insight metrics
Add a customers to a potential segmentation
Step 1: Tick to select one or more customers for your new group
Step 2: Click
Step 3: Before that, make sure you created a group in Customer segment tab. Then click 
Step 4: To remove a customer from a group, select a customer and click                               then click  
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VI. Customers – Customer segment
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Create customer segment
Step 1: Click 
Step 2: Fill in information
Step 3: Click 
View info or edit customer segment
Step 4: Click to a group you want to 
view or edit
Step 5:  Click        to edit name
Step 6: Click                   to delete 
segment

Export data
* At product management page, click
* Wait a few second for the data loading
* Choose a dated version to download
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VII. Settings – My account
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Where you can set up information account 
Step 1: Settings > My account
Step 2: Click         to edit information 
(except for Role and Email). Then click  
Step 3: Click                       to change your 
password.
Step 4: Fill in information (last and new 
password). Then click 
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VII. Settings – Customer ranking
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Where you can set up customer ranking
Step 1: Settings > Customer ranking
Step 2: Click                 to set up
Step 3: You can rank by “Total expenses” 
or “Successful order”
Step 4: Click 
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VII. Settings – Low stock management
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Where you can set up low on stock 
Step 1: Settings > Low stock 
management
Step 2: Click         one or all shop to choose 
shop you want
Step 3: Click 
Step 4: Input a number (an integer)
Step 5: Click          to complete
Step 6: If you want to reset default low on 
stock, you can click                     
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Thank you

“At Prime Commerce, we believe that we can create positive impacts 
on people's lives through empowering online commerce.”

-----------------------
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