USER GUIDE

For Go-eCommerce Users: Lecturers

https://mdec.my/go-ecommerce/




CONTENTS

LECTURER REGISTRATION GENERAL FEATURES
1. New Registration 1. Profiling — Start
2. Registration 2. Profiling — Samples
3. Login 3. Profiling - Update
4. Update Institution Information 4. Profiling — Recommendations
5. My Students 5. Manage Profiles
6. Enable E-Certificate 6. Manage Sales
7. Manage Expenses
COURSE MANAGEMENT 8. View Transactions List

1. Create Course 9. Rewards — Redeem
2. Configure Course Settings 10.Rewards — Track

3. Add Certificate 11.View Notifications
4. Manage Participants 12.Manage Settings

5. Complete Course

6. Print Report

7. Cancel and Delete Class



LECTURER REGISTRATION



NEW REGISTRATION

Wait for confirmation on
Email to the relevant the change of your role in
programme administrator the system to trainer or
lecturer

Register at Go-eCommerce
@ www.mdec.my/go-

ecommerce

FOR TRAINERS - eUSAHAWAN MICRO, PeDAS

In your email, please provide the details below:
Once you have registered in Go-eCommerce, please email

to the following: Name:
+ eUsahawan@mdec.com.my (eUsahawan Micro) IC Number:
* pedas@mdec.com.my (PeDAS) Email:
—_— Phone Number:

Institution/O ization N :
FOR LECTURERS - eUSAHAWAN MUDA SETIMTE L Rl Etol eI

Once you have registered in Go-eCommerce, please email
to the following:

« azlinda@mdec.com.my

« fatimah.hassan@mdec.com.my
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New Account Registration

Go-eCommerce
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Go to https://mdec.my/go-ecommerce/
Click Register
Select Identification Type and enter Identification Number
Enter Username (email address) and Password (easy to remember)
Enter your Name in full (as stated in IC or Passport)
Enter Postcode with 5 digits
Enter your current Phone Number ie 011-1111111 or 03-1111111
Role selection:
a. eUsahawan MUDA Student and Lecturers - tick Student at
TVET/University
b. eUsahawan Micro / PeDAS participants and trainers - Tick Micro-entrepreneur
c. Note that we will change the roles for Lecturers and Trainers after registration
Fill in all the compulsory fields (*)
Please tick the following if you agree with the content:
a. Terms and Conditions
b.  Privacy Notice
c. Declaration
After Submit, please email to your eUsahawan MUDA programme administrator
to request to change role for Lecturer

+ The Register button will be enabled when you have entered all compulsory (*) fields.
» This platform is best used on Google Chrome.



iz Geo-eCommerce

__| Remember me

About

' Forgot password? Forgot Emai? 4
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Community

Campaigns

Our Trainers Register Login ENG BM

Go to https://mdec.my/go-ecommerce/

Click Login

Enter your Email (Username) and Password
Click Login

» Forgot your password and username? Click
the Forgot Password or Forgot Email link.
Your registered email address and/or the
instructions to reset password will be sent to
your inbox.

» Don't forget to tick Remember Me for a faster
login experience.


https://mdec.my/go-ecommerce/

UPDATE INSTITUTION INFORMATION

Go-eCommerce @ s o
BETA Manage Busines PERSONAL PROFILE | BUSINESS PROFILE
Start your journey to success here! Personal information
Name : Yazmeen Abd Razak ProneMobie : 0122290062 Eait ]
frem— Now Identity Card No 040104100071 Home Address
Emall Adcress ) msyazmeazk @ gmal.com District
Yazmeen Abd Razak
- ¥\ City Postcode 46000
’ State : Personal Instagram
Track Your Learn Personal Facebock Race
B Si T H Gendor Special Need Required
] Readiness Online sl Ses
Class Details Add New
A
I reptgmiore. ) Sones Y gmoghe md owbeips s il by e —
Weaknesses and pet exploning ivalable courses!
W;:;;Tiﬁunnr Fundamental of SEO and Google AdWords (Level 1) (Onling)
Webinar Repository
1. Upon Login, click Track Your Business 1. Click My Profile. You will view Personal and Business Profile.
2. Please fill in both profiles. To update the information, click Edit at each section.
3. In Personal Profile, there is Personal Information, Class Details, Completed Online
Training.
4. eUsahawan MUDA Lecturers must update Class Details — click Add New.
\ 4
1 1 I o
A ‘ot ‘ot e Al ) Al =
HOME MY ACHIEVEMENTS MY STUDENTS MY PROFILE MY BUSINESS MY LEARNING MY NOTIFICATIONS MORE




UPDATE INSTITUTION INFORMATION

Institution Information Add New

Institution Details

KPTM Kota Bharu - Digital

Type of Institution * Institution List *
Technical and Vocational Education and Train ¥ Kolej Polytech-MARA v Type of Institution ; TVET Institution List : Kolej Polytech-MARA
State of Institution : Kelantan Name of Institution : KPTM Kota Bharu
State of Institution * Name of Institution * P Ci
Address of Institution : Seksyen 17 Bandar Kota ity
elanta (P Ko r i
Kelanian & KETM Kota Bharu ¥ Bharu, JIn Lembah Sireh, Postcode
) 15050 Kota Baharu
Address of Institution * City *
Kelantan.
Seksy 17 Kota Bharu, h Sirel Kota Bh g 4 T
eksyen 17 Bandar Kota Bharu, Jin Lembah Sirel ota Bharu District of Institution : Kota Bharu
District of Institution * Postcode * Course Name : Digital Lecturering Status : Co - Lecturer Edit
Kota Bharu 15050 Subject Name : Digital1001 Class Name : ABO1
Month Teach The : 1 Year Teach The ] 2018
Class Details Subject Subject

Course Name *

Entrepreneuship

1. Type of institution — click the dropdown and select your institution.

2. The grey fields (Address, District, City, Postcode) will be automatically updated
based on your selected institution.

3. Fillin all the fields with * in Institution Details and Class Details

Subject Name *

ntroduction of Entrepreneuship

Class Name -~

TSN

Year Enrolling the subject *

2019 v

eUsahawan MUDA Lecturers are advised to inform the Year Enrolling
the subject and Month teach the subject to students, for them to
register class.

Month teach the subject *

January v

Lecturering Status *

Full Course Lecturer v

26/07/2021 8



MY STUDENTS

Go-eCommerce

Filter Your Desired Results

Year Enrolment Month Enroliment Institution Course Teach Class Teach Subject Teach Lectwing Status

Al v All v Al v Al ~

Company Level Business Category

Al v All

v

All v Al v AN
Business Sub Category Business Role

Al v Al

v

Related 10 Sway Field
v v
Business Ownership

Al

a Onine Class ! IHUTVET Class

eUsahawan MUDA Lecturers can use My
Students to view student lists’ and manage

Numbers of Student Traned Numbers of Studonts Making Sales Oversdl Sados
0 0 RM10,410.00

No of Business By Categories

Sales of Business By Categories

List of Students Based on Sales Achievement

reports

1. Click My Students to view
students/participant list & performance

2. You will automatically be redirected to
online class page.

sfzanyusni@gmed com

aidasallen 97 @omail com
syazmanimohdsekai@gmail com S60529035648
gred23ns2ue

Nuralifahnadirah 1597 @gmail com

agim_noor@yahoo com 41020065499

AY ABANGKA

Aaida_deioous

Wany Swesty

KIMFAAKIEF

Kok apis

3. For eUsahawan MUDA Lecturers, click
IHL/TVET class.

4. Filter to view your specific data.

5. Your student/participant data performance

will be displayed based on your filtration

Scroll down to this section. It will list all your

students/participants in descending order

based on their sales achievement.

250172018 1105
250172019 105
25012019 1105
250172019 1105
25012018

Please note that ‘Course’ field option will only appear if
you have created a course (Class Detail) in Personal
Profile section.



ENABLE E-CERTIFICATE

o@Pe e@o —
a i = (e Laud 1 Q =
HOME MY ACHIEVEMENTS MY STUDENTS MY PROFILE MY BUSINESS MY LEARNING MY NOTIFICATIONS MORE

List of Students Based on Sales Achievement

Approve eCertificate Cancel eCertificate

Personal Details

How to enable your students to download e-Certificate:

1. Click ‘My Students’ to view students/participants list &
performance

2. Click ‘IHL/TVET Class’ tab

3. Scroll down to ‘List of Students Based on Sales
Achievement’ section.

4. Tick the checkbox for students who have successfully
completed the course.

5. Click Approve e-Certificate button.

6. Click OK to save in order to enable students to download
e-certificate

= = Phone Number =

IC Number =

Name =

Email =

nucs_muda@gmailcom | StudentMuda 991223105000 01123324000

Confirmation

Are you sure you want to proceed?

Cancel

10




Go-eCommerce

COURSE MANAGEMENT



OVERVIEW

Add Course Manage

Configure Add Certificate

4l Course Settings

Create Course Information Participants




CREATE COURSE

Go-eCommerce a o o

¢ 1 Course Categories

1. Select the relevant Course Category for your course topic ie

Financial Management

Click Add New Item and select Course

3. Fillin your Course Title and Description, then click Add
Course

pd to start with ‘My Profile’ to update user profile
anda di tkon 'Profil .

N

BUSINESS MANAGIMENT FINANCIAL MANAGEMEINT SLARCH ENGINE OPTIMIZATION COPYWRITING
PNIAGRAN PENGURUSAN KIWANGAN

PEINGURUIAN L SEARCN ENGINE OPTTMZATION COPTARITING

I= Search Engine Optimization

Add New Item ~
T,

v COURSES Organisation
W Course

Location Fundamentals of Search Engine Optimization (SEQ) - Google AdWords Course 7-
: v =)

————————— Generating Income using Google AdSense Course -
Dote To

\

I — |

Longucge
Google Ads Course -
- !
Y

Course Title * | l

Description

S E==3E:3



CONFIGURE COURSE SETTINGS-1

¥ Facebook Test

Content nfo Settings Members Learning Progress Export

EDIT COURSE
Course Title Facebook Test
Description Test
Actual Class Date -]
Start End
AVAILABILITY
Publish Online
Class Visible / Users Can See Class From =
Start End
REGISTRATION SETTINGS
Registration Procedure ® Participants can Join Directly

Participants can Join with Course Password

Participants must request membership from Course Administrator to join

Course Administrator will add Participants

Admission per Link

Limited Registration Period =

Start

Limit 'Unsubscribe from Course'

Limited Number of Members

End

Go to Settings > Course Settings
EDIT COURSE

1. For Actual Class Date classes, we recommend the following:
a. Start — Enter the date of your class
b. End — Enter date not more than 7 working days from the Start
date

AVAILABILITY

1. Tick Publish Online
2. Class Visible / Users can see class form — Use the same Start and
End dates as Actual Class Date

REGISTRATION SETTINGS

1. Lecturers and trainers are recommended to select Participants can
Join with Course Password
a. Enter a password and keep it safe!
b. Share it with your participants via email/WWhatsapp or other
communication channels
2. Admission per Link — Please tick
a. You will see a link
b. Share it with your participants
3. For the following fields, there is no need to update:
a. Limited Registration Period
b. Limit “Unsubscribe from Course”
c. Limited Number of Members

For the dates, you don’t have to enter the date
manually. Just click on the Calendar icon.



CONFIGURE COURSE SETTINGS-2

COURSE PRESENTATION

Presentation Type

Content Item Sorting

PASSING THE COURSE

Determination of Status 'Passed’

® Sessions View

Limit Number of Sessions Shown
O Simple View
O Grouped-by-Type View

QO Learning Objectives-Driven Course

O Timings View

D Titles in Alphabetical Order

Sorting Direction * ® Ascending
O Descendent
O By Creation Date

O Sort by Activation

® Manually

® Through Learning Progress 4

© Only Manual by Tutors

COURSE PRESENTATION

We recommend that you follow the
default selections in this section.

PASSING THE COURSE
Determination of Status ‘Passed’ —

please select Through Learning
Progress



CONFIGURE COURSE SETTINGS-3

ADDITIONAL FEATURES ADDITIONAL FEATURES

Calendar

We recommend that you follow the
default selections in this section.

News

Custom Metadata

Default Object Rating

Badges O
Competences

Show Members

Participants List

Mail to Members © For Tutors and Administrators only
Only administrators and tutors can use the feature A<, ~EceMail to MembersACd,~i.C in the AC),~EceMembersAcd,~i,C tab

® For all Participants
Welcome-Mail For New Members

Add to Desktop



CONFIGURE COURSE SETTINGS-4

® Facebook Test

Go to Settings > Course Information

GENERAL INFORMATION

You can add information in Important
GENERAL INFORMATION D information and Syllabus.

Important Information

FILES FOR DOWNLOAD

You can upload files like learning materials,
training schedule or other documents.

Syllabus

CONTACT

Enter information for:
FILES FOR DOWNLOAD + Name (the same name that you used to
File , register in Go-eCommerce)
* Responsibility
Telephone
* E-Mail

CONTACT » Consultation

Name

Responsibility

Note that all the information and

Telephone materials you share in Course
E-Mail Information will be visible to your
participants.

Consultation



ADD CERTIFICATE

% Facebook

Content  Info Members  LearningProgress  Metadata  Export  Permissions  Join

Test

Show Member View ¥

Course Settings  Course Information  Precon

1 23 B

ditions  Start Objects Membership Limitations Custom lcons Map  Certificate  Participants List

CREATE/EDIT A CERTIFICATE TEMPLATE

Active "/
Import

Page Format * ® A4(297 mm x 210 mm)
© A4 Landscape (210 mm x 297 mm)
O A5 (210 mm x 148 mm)
O A5 Landscape (148 mm x 210 mm)
O Letter (11 inch x 8.5 inch)
© Letter Landscape (8.5 inch x 11 inch)
O Custom...

Body Margin * Top‘?cm lR'g"tlZc’n ‘ Bottom [7cm ‘Lef(iZC'n ‘

Certificate Text * B I U|

Path: p » span

easure as VALUE[cm |mm |in|pt|pc|px|em]. e.g

=== pazgach - 2 FomFamily - 7(3pt) - = i=| [wo 3 @ X G2 @ @

CERTIFICATE OF COMPLETION

This certificate that
[USER_FULLNAME] [USER_FIRSTNAME]

has completed the

[COURSE_TITLE]

on

res Aa=wr Por N VE_ VI _L ]

N

Go to Settings > Certificate

1.

3.

Tick Active

Click Save

You may change the certificate content by
editing the Certificate Text section



MANAGE PARTICIPANTS-1

Start your journey to success here!

1. At the homepage, click Track My Business
2. Click My Students to view your participant list and status

Track Your Test Your

Business cLuUDINITDD
Readiness

Learn
Online

Keep track of your profit and Are you ready for e-business? Enhance your e-business
oss with our simple book- Stocktake your strengths and knowledige and skills by
keeping feature! weaknesses and get exploring available courses!
personalized e-business
recommendations.

Webinar Repository

=DX

A

@ ° R
] '&‘ % m Q —
HOME MY ACHIEVEMENTS MY STUDENTS MY PROFILE MY BUSINESS MY LEARNING MY NOTIFICATIONS MORE



MANAGE PARTICIPANTS-2

L el 1. To look for a particular group of users, use the Filter Your Desired

Filter Your Desired Results

Year Moath Course Type Course
Al v Al v Onfine v Infroduction 1o Digital marketing v
Company Level Business Category Business Subcategory Business Role Business Ownearship

Al v All v Al v v Al v

Fitler Now

of Sthuderts Making Sales Oversll Sashos

0 RM10,410.00

Sales of Business By Categories

S@ 000 T

Results feature.
a.
b.

Select your filters and click Filter Now

Note that the Course field will only appear if you have
created a course in Go-eCommerce Learning Management
System (LMS)

2. You will be able to view:

Number of students trained

Number of students making sales

Overall stales

Number of business by categories

Sales of business by categories

Monthly sales

Accumulative sales

List of students based on sales achievement (in descending
order ie largest sales to lowest sales)

List of Students Based on Sales Achievement

-~ 1 00d & Baverape

Monthly Sales Accumulative Sales Username Ema

sfzanyusi@gmed com

aidasalleh 57 @gmail com

syazmanimohdsebari@gmail com

Nuralifahnadrah 1997 @gmail com

agim_noor@yahoo com

IC Numnbet Busrsss N Company L Business Role Type of o

581103036243 AY ABANGKA
ST122503%6410 Asida_dilicious
SE0E29035648 Wany Swesty
ST0323115214 KM FAAKIEF
S41020065499 Kok lapis




MANAGE PARTICIPANTS-3

Content nfo Settings Members I Learning Progress letadata Export Permissions Unsubscribe from Course Show Member View

Course Participants  Matrix \iew  Summary n__

SHOW PARTICIPANTS: BUSINESS REGISTRATION COURSE

I* | Send Message

g -

Show Filter Columns v Rows v View v Exportw

Login Full Name Last Name  First Access Last Access Access Number  Time Spent Status ¥ Last Status Change Mark  Actions

2sidzh@internexia.com shida 07.Jan 2019, 13:39 07.Jan 2019, 15:51 3 39 Seconds 07.Jan 2019, 13:39 Details Cdit
saifullahemo@gmail.com saifullah 18.Jan 2019, 09:12 18.Jan 2019, 10:44 4 3 Minutes & Seconds Today, 17:43 Details Cdit
razin.zaidei@mdec.com.my Razin 12. Mar 2019, 12:28 12. Mar 2019, 12:28 1 0 Seconds 12. Mar 2019, 12:28 Details Cdit

Settings Members Learning Progress Metadata Export Permissions Unsubscribe from Course Show Member View

Content Info

Course Participants  MatrixView Summary Settings

EDIT: BUSINESS REGISTRATION COURSE

e E [asidah@internexia.com]
Mark
Remark

Completed v

Save

Go to Learning Progress > Course Participants

aobrowbd -~

Click Edit

Update the Status

Tick Completed

You can also add a remark
Click Save



COMPLETE COURSE

To change participant’s status, go to

! COMPLETE COURSE Members tab > Edit Participants

R 1. CI!ck Members _
s et e | [ oy ] 2. Click Columns and select to show all list
Edz Paticioarsr  Membershin: NN, Liebecs Gallery  Export Pacticoants p— parthlpant's
=3. Tick Completed checkbox under the
ol CourseMameer v [ Sesccrvsers I Geowrsse el 1 0 e | Passed column
COURSE PARTICIPANTS 4. Once you have confirmed participants’
s details and click Save
ooy | sosc i |

Once you have saved this page,

= S = - “ you are not allowed to change any

o - ST = s information under members.
Programme Programmes Roles ¢  Login Progress Modile Access Passed Support Refused Notification

- @ o If you would like to update any
il - information of members, please
SN gnanan | Coune @ e Ne ' email support@go-ecommerce.my.
L L Bazc Ffember Attempied e v

o k" . a




PRINT REPORT

¥ eUsahawan Startup

_@ e Once you have completed/passed your list of

participants, you may go to the Learning
Progress status to generate the report.
SHOW PARTICIPANT: S “EUSAHAWAN STARTUP

1. Click Learning progress tab
:;:ii‘.j W - 2. CIICk Export PDF




CANCEL AND DELETE CLASS

o s ————r Cancel Class
I — murpm— GO0 to Settings > Course Settings
Course Title Class Asidah . .
- 1. To cancel the class, tick Online.
escription .
p 2. Click Save
Course Date & " 3. The course will then be offline and not visible to
adE R participants.
' 4. You can also inform the participants via email.
o Gl R 5. Go to Members tab and select all participants.
onnne ‘;Eii'i’,\ se online to make it visible and available for course members. If not, on course 6. SeIeCt Send Email and CIiCk ExeCUte
Course Visible From -] =]
= = Delete Class
1. From the course list, click More
Content  Info  Settings —— 2. Select Delete and Confirm
Edit Participants Memberships it GrOUPs SGrse Members Gallery

User Course Member v Add

COURSE PARTICIPANTS

r* | Send Mail v

Name Login Roles 4

@ . Natasya Dawam hoduat@outlook.com Course Administra

Select All
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PROFILING - START

My eBusiness Journey is an important step for us to get to know you better. The more questions you answer, the more recommendations you will receive.

A 1. Click Home to go to the main page upon login
ﬁ 2. Click Test Your eBusiness Readiness
HOME 3. Click Start Your eBusiness Readiness
4. Answer questions (Submit and click Next to the next question)
5. You will then get a recommendation on the courses to enrol in
6. Itis along questionnaire! Feel free to do this over several sessions. Once you do a few questions and save your answer, you
can continue where you left off.
v
MY eBUSINESS JOURNEY
DIGITAL PRESENCE READY FOR eCOMMERCE READY FOR EXPORT
+ Not SSM-registered « SSM Rogisterod « SSM Registered
« Growing Social Media « Own Brand & Logo « Marketplace Presence with
/Online Presence « Product Well Packaged & Positive Rating
Labelled « Accept Foreign Currency
« Able 1o Courier Product « Able 1o Courier Product
Internationally
« Committed Marketing Funds

Readiness

Are you ready for e-business? You are here
Stocktake your strengths and
weaknesses and get
personalized e-business 0 3 6 10

recommendations.

START YOUR eBUSINESS READINESS

UPDATE MY BOOK-KEEPING

26/07/2021 26



PROFILING - SAMPLES

Sample questions and recommendations

Remember to click Next to
go to the next question, and
click the Submit button
when you see them! This will
save your answers.

Do you have your own product?

Yes

That's great! We're here to help
you get there.

Enroll Business Management course

No

{Previous

9 *‘ «‘ «‘ ~‘ ~‘ High five! It's good to know that you can see
the potential and benefit of generating income
from online business.
: If you're just getting started, it's important to make sure you've covered the
Which platforms do you currently use to market your product? business basics first. Take a few minutes to explore our Business
Management leaming modules which cover:
Paosbook « Business planning
Instagram « Cybersecurity
Whatsapp « People management

' : « Import/export and many more!
Gooal Back to the question

Enroll Business Management course

{Provicus ch!)

Back to the question

26/07/2021 27



PROFILING - UPDATE

[\ Q

MY LEARNING MY NOTIFICATIONS

=
MY PROFILE

MY STUDENTS MY BUSINESS

eBUSINESS READINESS: MORE DETAILS

==E
S

Level 1 Level 2 Level 3

BUSINESS CAPACITY SCORE gl W daie Score| Recommendations

This category captures the pillars of a strong business. 0 10

ENTREPRENEUR CAPABILITY SCORE L R o commendations

This category measures the entrepreneur's mindset, as wellas 0 10
individual strengths and weaknesses

IR Rcommendations

ﬂ PRODUCT STRENGTH SCORE
This category defines the components of a potentially sellable 0 10
d and avnartahla neadiet o
ool a & ‘& 2] I} Ll Q =
o-eCommerce nom MY ACHEVEMENT§ WY STUDENTS MY PROFIE MY BUBNESS WY LEARNING MY NOTEICATIONS NORE
! My Dashboard ! Ny Profiing Queston ! wy L] .Wﬂmus
Fllter | Al Business Capacity Entrepreneur Capabelity Product Strength Technological Potential

m Completion Status

-
®
<
e

Product Name

|

Answer Now

Have you registered your business with SSM?

Your Answer(s):
Yes Answer Now

UPDATING YOUR PROFILING SCORE

N —

o

Click My Achievements

Scroll down to the eBusiness Readiness: More Details
section

The progress bar shows your score for each profiling
category

Click Update Score to answer questions under that
category ie Business Capacity Score

You will be redirected to My Recommendation page
Click Answer Now to answer that question.

28



PROFILING - RECOMMENDATIONS

) Q —

MY LEARNING

=
MY PROFILE

HOME MY STUDENTS MY BUSINESS MY NOTIFICATIONS MORE VIEW YOUR RECOMMENDATIONS

eBUSINESS READINESS: MORE DETAILS 1. Click My Achievements
2. Scroll down to eBusiness Readiness: More Details
Level 1 Level 2 Level 3 Section
BUSINESS CAPACITY SCORE B IR recommendations 3. The progress bar shows the score of each profiling
WE This category captures the pillars of a strong business. 0 10 Category
=8 4. Click Recommendations based on the category
| NN Recommendations . . .
R Bt A ™ R 5. You wil be redirected to My Recommendation page
individual strengths and weaknesses 6. Click Do It Now to proceed with the recommendation
PRODUCT STRENGTH SCORE L R o commendations
m This category defines the components of a potentially sellable 0 10
E and exportable product
20 Ml [11) p—
Ge-eCommerce ﬁ S w?,._. ..E'.. ..E.,...; ....;..9“.. wos
Filter Al Business Capacity Entrepeensur Capabilty Product Strength Technological Potential
T completion Status

My business will benefit from online sales.
Your Answer(s):
Absolutely!

Recommendations:

High five! It's good to know that you can see the potential and benefit of generating incomj from
online business

If you're just gettng started, &'s important to make sure you've covered the business basics fest. Take a few minutes 10 gplore our
Business Management leamng modules which cover

» Busness planming

» Cybersecunty

« People management

* import/expornt and marvy morel

,_
®
<
|

29



MANAGE PROFILES

Updating your personal and business profiles will help Go-eCommerce provide you with more relevant content, courses and events to help you on your eCommerce journey.

bl ) no =
MY PROFILE MY BUSINESS MY LEARNING MY NOTIFICATIONS MORE UPDATE YOUR BUSINESS / PERSONAL PROFILES
— e o 1. Click Track Your Business to update your profiles
e 2. Click My Profile
Tl'aCk Your e 3. Click Edit to update your Personal or Business Profile
7 . — P 4. Click Submit to save the information
Business i e gt
Emai Address District
i Cay Postoode
Ve Suate Peorsonal instagram
Personal Facebook Race . . . .
Gender Specisl Noed Required If the information is not available/ relevant,
W — please fill in “NA”. Don’t use symbols &* @#$%"
Keep track of your profit and 2 Online Training
loss with our simple book-
keeping feature!
Report Sales
<—|
Company Name Company ABC Company Regatration No
Typo Of Business Ertorprise Busiress Role
Facebook Page Business CatogoryBusiness Sub-Category
Wechat for Business
Marvotplace Busiress instagram Page
Busiress Wobste
Yazmeen Type Of Wobsie
Experience in international Export

26/07/2021 30



MANAGE SALES

A 111 (2 ) L® =
Go-eCommerce .
MomME MY ACMICVEMENTS MY PROFILE MY LEARNNG MY NOTIFCATIONS MORE
Business Name Year Month

: ik -} 5 ) :.- ' : ' -Iu s '

Add Transactions <«

UPDATE YOUR SALES

— . Click My Business to view your business performance

2. You can view your business performance by business, year and
Transaction Type* @ Offine O Online month (if you have updated previously)

3. To update your sales, go to Add Transactions

Add Sales

S % a. Select Transaction Type
‘ b. If Online, proceed to step d
Date’ 14/01/2021 FH— c. If Offline, proceed to step e |
_ - d. Select which Marketplace is applicable
IR e €. Click calendar icon to select transaction date (Do not enter
e date manually)
Descriptions

—h

Key in amount (Insert only digits and without ‘RM’)
Click Submit to save the transaction

©

26/07/2021 31



MANAGE EXPENSES

Add Expenses

Category Goods -

UPDATE YOUR EXPENSES
Subcategory Raw material v

1. To add expenses, identify which Category is applicable
Date 24/01/2019 = from _the drppdown . _

2. ldentify which Subcategory is applicable from the
Amount 1600) : dropdown

3. Click calendar icon to select transaction date (Do not enter
date manually)

Key in amount (Insert only digits and without ‘RM’)

Click Submit button to save the transaction

The charts will automatically reflect the updated business

Moridy Sakes Moy Expenses Yearty Sales Yeary Fxperses perfo rmance
RM3,250.40 RM789.99 RM3,250.40 RM789.99

Monthly Performance Yearly Performance

ook

Total Profe

RM2,460.41

Total Proft

RM2,460.41

32



VIEW TRANSACTIONS LIST

1. Click My Busi
/ﬁ‘{ e lL'I m Q I = ick My Business

— 2. Scroll down to Report and click View Your Sales

HOME MY PROFILE MY BUSINESS MY LEARNING MY NOTIFICATIONS MORE and Expenses Transactions
3. Tick the list that you want to download or export.
E— 4. Click Export to CSV — you will download an excel

file of your list

4.'_ ==_5. Or click Download & Print — you will download a

PDF version of your list

TRANSACTION LIST

O susinesstame = = Date & = Type & = Marketplace (fany) & = Others Marketplace (fany) & = Towsl Sales & = Expersesfbategory & = E gory = T =
% Company ABC 20/07/2020 offine RM 500,00

[0 companyABC 20/07/2020 offine RM 0,00

[0 cCompanyABC 2000772020 onine AM 900,00

—

26/07/2021
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REWARDS - REDEEM

PN o @ hl R—
(1) Tont L. B L
HOME | MYACHEVEMENTS | MY STUDENTS  MYPROFILE  MYBUSINESS MY LEARNING MY NOTIFICATIONS

! My Dashboard ! My Profiling Question ! My Recommendations -mn-—nu

- ; 1.
S 2
Congratulations! : 3

Your total of 300 points makes you elgable for the following rewards

Click My Achievements, then select My Rewards tab
Or click MORE icon, then click Claim Reward

This notification pop up with “Congratulations!” will show
total points earned

4. The red Redeem button indicates rewards you can redeem
(i.e. Points are sufficient and reward is available)
5. Fill'in all the required fields (*) and make sure all the
information is correct to avoid delays in delivery process
6. Click Submit to confirm your redemption
eUsahawan Wireless BLEE Power Bank + BLEE BLEE T-Shirt -
Mouse Cap
sUsahawan Wirglass Mouse BLEE Powsr Bank + BLEE Cap BLEE 3 BLEE T-Shin
2950 vouchers kit 13720 vouchers left 10 vouciers et 5151 vouchers left
==
150 300 1500
eUsahawan Wircless Mouse
This redemption will deduct 150 Ponts

Name

=T «

Phone Maoble*

0156855658
ADdress *

larsan sentosa §
Dvaiiet *

Jussser
Postcode *

T2500

Cmat -

01501 @gmad com

Cay*

Joarren

Negen Sercdar

26/07/2021
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REWARDS - TRACK

Click Back to Redemption Page to go back to previous page
Once reward has been redeemed, the button will change to Claimed
Click Claimed here to check your reward status

If your item has already been shipped, you can see your tracking code
We will deliver the item as per shipping address here

5. If your item is a digital reward ie Voucher Code, you will see the Voucher
ot S oo Code once you click Claimed

Congratulations!

Congratulations!

N

We have shipped to your address with tracking code:

<
EM123456789MY
Kuasai Peniagaan Internet
Siri3
Mantapkan lagi perniagaan anda
lIIIiiiHHHHIH%HHHHHHHHHHHHHIIII
100 Points

26/07/2021 35



VIEW NOTIFICATIONS

A 20 - L o Ll ) Q = 1. Click My Notifications to view message
HOME MY ACHIEVEMENTS MY STUDENTS MY PROFILE MY BUSINESS MY LEARNING MY NOTIFICATIONS p— notification
2. Click here if you wish to mark all notifications
as read. The number on this icon will change to
/ﬁ\ 1 9 l.‘."_l O
Go-eCommerce HOME Mv:.c;n:;weurs MYPROFILE MY BUSINESS

Recent Notifications L EL S EIEE 4

You have received 10 points
You have received 10 points

You have received 10 points

26/07/2021 36



MANAGE SETTINGS

o@e 1 S —
) ' ‘o e Ll [\ Q =
HOME MY ACHIEVEMENTS MY STUDENTS MY PROFILE MY BUSINESS MY LEARNING MY NOTIFICATIONS MORE ’

LANGUAGE SETTINGS

: 3 : Settings .
Total Eam Peint © Claim-Reward 1. Clgck More
2. Click Language

3. Select your preferred language

Account 4. Click Save button to confirm the changes

& Language e soncTg ool Characters [ Garasa Mainysa__ 165 CHANGE PASSWORD

Click More

Click Change Password

Fill in all the required fields (*)

Click Save button to save your settings.

Manage

& Change Password

hoON=

(- Logout

26/07/2021 37



SUPPORT

If you have any issues or queries, please email to support@go-ecommerce.my with the following details:

Full name:

IC No.:

Program name:
Mobile No.:
Registered email:
Problem/issue:
Screenshot problem:

We will get back to you as soon as we can!



