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Vendor Dashboard Overview 
 

1. Vendor Dashboard 
Vendor Dashboard gives you an overall summary of your store and activities. From 
this dashboard, you can easily manage your stores and also get quick insights. 
Besides that, it will provide suggestions on how to make your store more appealing 
to your customers. 

You can find an overview of your store, page view, orders, earnings, reviews and 
products. There is also an announcement section. It displays all the latest notice or 
announcement from admin. 
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2. How to Chat to Admin 
How Vendor Can Find The Contact Form 

Now we’ll show how vendors will find the registration form on the marketplace. 

When the vendor logs into his dashboard, he will now be able to view the new menu 
label in the sidebar. 

 

When the vendor clicks on it he will find the assigned form. Logged-in vendors will 
have their usernames and email address auto-populated and hidden since this is 
selected to be the case by default in the Vendor Contact Form template. 

After that, vendors just need to hit Submit Query. 
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3. Product Creation 
Vendors can create variable products,  select or create categories, and add tags for 
the products that they create. It will be very easy to create grouped, downloadable 
products and so on right from their dashboard. 

 

Step 1: Create Parent Group Product 
Now, a vendor needs to login to his dashboard. And create a new product. 

Navigate to Vendor dashboard→ Product→ Add new 

The product category must be group product. So, select Group Product from the 
Product Type drop-down menu. 

Remember a group product is a parent product so there is no price field and also 
you need to select a category. If you have no category, please create one (only 
Admins can create product categories). 

By enabling the SKU (Stock Keeping Unit) system, your vendors can show the 
number of stocks left. What's more exciting is that if there is not any stock left then 
the vendor can run backorder service, that is when the next batch of stocks comes 
in the customers who have placed the order already, will get priority. 
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Step 2: Create child product: 
Navigate to Vendor dashboard→ Product→ Add new 

 

As this is the child product the category of the product must be as same the parent 
product. Also, this product needs to be hidden from the catalog. Under the other 
option, there is a visibility field. You need to set it hidden  and save the product as 
shown in the screenshot: 
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Now you can see the product is hidden: 

 

Step 3: Link the child product to the Parent product: 
Get back to the parent product and click on the linked product option under the 
inventory option. And select the child product in the group product section and 
linked them both.If you are having difficulties please see the screenshot: 

 

Following step 2 and step 3 you can link more product to the parent product. And 
all of the products. 

After creating and linking all your child product to the parent product you will get a 
group product:  
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4. Import Products 
allows you to export or import your products along with its details. It 
supports .xml and .csv format files and uses standard WordPress export and Import 
API. 

So you can use your product data with any WordPress and WooCommerce 
compatible site. 

This module can be a great form of utility for the vendor both to keep backups of 
product data and to upload data any time. 

Import 

Log in to your vendor account. Navigate to Vendor Dashboard Tools. 

Select the Import tab. 
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Importing as XML 
If you want to import your data and information as XML, just select your 
existing .xml file by clicking on Browse. Then click the red Import button. 

 

Your product information would be restored shortly. However, you must restore the 
image files for the products in the /wp-content/uploads folder manually. 
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Importing Products as CSV File 
To import your backed up products as CSV, click on the Import button. 

 

Choose the CSV file from your computer  you want to import and click on 
the Continue button. On the next step, you will have to map columns and finally 
import. When the process is complete, you will get a confirmation message. Now 
you can check your products on the listing page. 
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Step 1: Map your CSV file against the column file 
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Step 2: Import will start 

 

Step 3: View Products 
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5. Export Products 
Log in with your vendor account. Navigate to Vendor Dashboard→Tools. 

 

Export as XML 

Select the option you need from All, Product or Variation, and hit the Export button. 
An .xml file with all your product data will be compiled and downloaded. 
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Exporting Products as CSV File 
Click on the Export button under Export CSV. 

 

You can either export all columns and product types or choose specific ones. 
Select to export all custom meta if you want. 

After configuring, hit the Generate CSV button. You will get processing screen and 
after completing a CSV file will automatically be downloaded. 
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A file like the following will be downloaded instantly, with all your product data in 
CSV format: 

 

Save the file for later usage. 

 

6. Use SUPA-eCart Import & Export directly from 
Products Tab 

Navigate to Vendor Dashboard → Products. 

You will notice two buttons at top left corner titled – Import and Export. 
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7. Create Tags 
Vendors click on Vendor Dashboard>Product>Add New Product. Under the Select 
Product Tags field, add a tag and Press Enter. The word or phrase will be added as 
a separate tag. 
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8. Configuring Store Open & Close Times 
1. To do this, vendors navigate to Vendor Dashboard→Settings→Store. 
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2. Scroll down to find the Store Opening & Closing Time widget. 

Select Open or Close from the drop-down for each day of the week. 

3. For days when the store is Open, select hours of operation from the numeric 
fields. 

 

4. You can also change and add different notices for Open and Closed hours. 

5. When you’ve finished the configuration, click on Update Settings. 
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Multiple Open Close Time Slots 

If vendors want they can set multiple open close times for their store. Just enable 
your business days and add timings. Click on the Add hours option to add multiple 
timings. 

 

Remember your closing time has to be bigger than your opening time, otherwise, 
the timings will be red. 

And make sure the opening time has to be equal to or bigger than the previous 
slot’s closing time. 

 

You can use the “x” button to remove any time slots. 
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9. Vendor SEO Configuration 
• Navigate to Vendor Dashboard→Products. 

• Click on the Product that you want to optimize for search engines. 

• Scroll down to find SEO widget. 

• You can edit the SEO done by Admin and make your own changes. 

• Enter title, description, slug, and focus keyword. 

• Get to see a snippet preview of how your product will appear in search 
engines like Google. 

Click on Save Changes to complete the configuration. 
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10.Order Management 

 

 

As far as the order management system concerned, vendors can not only see the 
orders but also can manage the orders with great control. 

Every time a new order is placed the vendor will be notified both in the dashboard 
and his/her email inbox. There is a dedicated order listing page that includes: 

• Order number: Every order will contain a unique number. 

• Order total amount: The amount of order a customer places. 

• Earned amount: It indicates the exact amount of earning for an individual 
order. 

• Order status: There are currently three order statuses available. One is 
completed, another is processing and the other is on hold. 

• General Details: It includes customer name, email, address, phone etc. 

• Order Notes: The vendor can add an order note for private customers. In this 
case, the customer will be notified through the email 

• Order action: The seller can complete an order from the Action. 
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• Shipment Tracking: With a tracking number, your vendors and their 
customers will also be able to track the products they are selling. 

 

 

11.Vendor Withdrawals 
Vendors need to configure the payment methods in order to withdraw their 
earnings. To do that, they need to go to Vendor Dashboard–> Settings–> Payment. 

Withdrawals are subject to certain rules - for example verification that the delivery 
to the customer is complete. You will receive a separate email in this regard as we 
will communicate this only to the authorized Store Owner. 

 

The Vendor will find all the payments method available to him/her. However, he/she 
can also add a payment method by clicking the ” Add Payment Method” button. But, 
the vendor can only add a payment method if the admin has enabled them from the 
backend. 

To configure a payment method, the vendor needs to click the Manage button 
beside the methods,  
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Add the bank name and account number for Bank Transfer and hit the Update 
Settings button to finish. This will probably be the same as the banking details 
provided when you singed up. 
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12.Configure Shipping  
 

Vendors need to navigate to Store→Vendor Dashboard→Settings→Shipping. 

From here, a vendor can add shipping methods by clicking on Edit or Add 
Shipping Method. 

 

A new page will open. 

From here vendors can choose to limit zone location for his customers and also add 
new shipping methods. 

 



 26 

To add shipping methods, vendors need to click on Add Shipping Method and 
select one from the drop-down. 

 

 

In this way, vendors can add unlimited shipping methods. By hovering over the 
shipping method, vendors can edit and delete. And the toggle button can be used 
to enable/disable a shipping method. 

Vendors can also limit zone location using postcodes that apply to customers 
purchasing from that zone. 

 

 

The latest feature added to the shipping settings is the ability to add the shipping 
policy and processing time. A vendor now can set his own shipping policy and 
shipping processing time for the customers. Just simply click on the policy settings 
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tab on the top right corner marked shown in the image below to manage the 
shipping policy settings 

 

A. Flat Rates  

Each Shipping Zone can have different(and multiple) Flat Rates if you wish. 

1. To make changes to a shipping method, vendor needs to click Edit. 

2. Vendor can change the Title if he wants to or keep it as default. This title displays 
to customers in checkout. 

3. Next he has to add the Cost (this is applied to the entire cart). 

4. Select its Tax Status (define whether or not tax is applied to the shipping amount). 

5. You can also type a Description for this method if you prefer. 

5. Click on Save Settings. 
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Cart View 

 

 

B: Shipping Classes – Vendor Settings 

 

Shipping classes won’t apply unless the vendor specifies from Edit Product. 
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The Admin needs to first create the shipping class (as shown above) before the 
vendor can access them from his dashboard. 

The vendor can specify shipping class costs for all the shipping classes that admins 
have created. Vendors will be able to access these classes for the Flat Rate method 
only. 

The vendor can specify his own conditional rates for the shipping classes. 

 

 

Then select the cost when no shipping class will apply. 

You can also select the Calculation Type: 

• Per Class: Shipping rates will apply accordingly class-wise. 

• Per Order: Shipping rates will apply on the total order cost, and the most 
expensive shipping class rate will apply. 
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Configuring Product-wise shipping class 

1. Navigate to Store→Vendor Dashboard→Products. 

2. Select the product you want to add shipping class to by hovering on the 
product name and click on Edit. 

3. Scroll down to the section that reads Shipping and Tax. 
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First enable the checkbox “This Product Requires Shipping”. 

5. Next, input the details as required for weight, length, width and height. 

6. Now select the shipping class you want to apply to this product from the drop-
down. 

7. Select Tax Status and Tax Class. 

8. Click on Save Product. 
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Note: Each product can have one shipping class. 

 

 

Cart View 

The rule is if the Flat Rate and Shipping Class rate both are defined, then both will 
apply when the customer is checking out. 

For example, if you have set Flat Rate at $10, and Precious Items Shipping Class Cost 
at $10*[qty], and your customer select 1 gold bracelet, then your shipping cost will 
be $10+$10*[1] = $20. 

Note: You must set the shipping class for this particular product from Vendor 
Dashboard→Products→Edit→Shipping and Tax so it works. 
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C: Local Pickup 

 

 

In Local Pickup, customers can pick up the order themselves from a designated 
location. 

1. To make changes, hover over the shipping method and click on Edit. 

2. Enter a Title that displays to customers in checkout – some shops change the title 
to Local Delivery, for example. 

3. Enter Cost – Cost for the option, is applied to entire cart. 

4. Select Tax Status. Then click on Save Changes. 
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Cart View 
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