applegate Setting up your account

Individual product and services records

As an active member on the Applegate Supplier Network, you can now use this guide to upload products services to your account.

Ensure that you have verified your email address and set up a password. If you have not received the verification email then please contact us

. . o o . Sign in to Applegate Single sign-in
Setting up individual product/service records ¢ e S
What is your e-mail address? Your Applegate username and
‘ ‘ password gives you access to Buyer
. . . . o . . My e-mail address is Tools and Supplier Tools areas.
In this guide we will focus on how to add individual products and services. If
. . So, once you've registered, you only
you have a large number of products and services to upload please contact A A need o femerriber one et of access

'I —_ 1O No,lam new to Applegate details.

Applegate who will be happy to help

® yes, | have a password

Forgotten your password? Click here

1. Log-in to your Applegate account using your registered email and the
password you set up.

2. Clickthe ‘Switchtosuppliertools’ buttoninthetoprightunder‘Logout’

search applegate Q togged in as John Smith
and ‘Dashboard’ buttons, top go to the Suppler Tools Dashboard. applegate SEIEDL ST R —— —
2 |

3. Choose tproducts and Servicesv from the hOI‘iZOhta| menu. OVRRCRRLEESCI  ccarch | Quotation Requests | Purchase History | Communications ‘ Reports ‘ support ‘

From here you can manage your current product records, add
individual product and service records or upload multiple products

. search applegate Q Foses s
and services. app[egate Lo
browse by category v | Advanced search
Dashboard
4. To add an individual product or service click the ‘Add an individual
‘ Supplier Tools Dashboard ‘ Cumpanyl Products and Services | Quotations ‘ Communications ‘ Users | Support |
. ’ | E—
Product or Service' button. Dl oot o | rogucts s Comras ) A an manuRlprOGUCEorservice
4 | Your Applegate Team
| Manage Currentca(a\ogﬂl ‘ Add an individual Product er Service ‘ Upload multiple Products or Services | Torie Townsend
. . Account Executive
5' YOU WI l l see at th e to p Of th e pag e h oW ma ny p rOd u CtS an d service You currently have 22 Products and Services on Applegate. You are able to add or upload a further 478 records within your current ﬁ *E"‘ [ICJTM 600 7177
5 package. If you would like to increase this limit please call our Support Team on 0345 600 7177, fnalion=s

slots you have available to use.
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Individual product and services records

To add a single product

1.

2.

10.

Ensure the ‘Product’ radio button is selected
Give the product a name.

Select where in the category structure you would like the product to
appear.

. Enter any other product details you wish to be shown. These include

things like Manufacturer, Part numbers, stock levels and a link to the
product on your website.

Upload a product image if you have one available, this is useful to help
engage visitors to your page.

Insert a product description.
Remember the more information you put here the better for any
visitors to your product page.

You can also upload a specification sheet if available.

Enter a price if you would like to have it displayed to Buyers.

. Click ‘Save and Publish'.

This will now appear on your Applegate Products and Services page.

® Product Service

2—|

Product name *

Category information

Product master ‘ Bleaze select - | Note: This category information is
category * crucial, as it determines where buyers
3 —— Product sub category ‘ Please select - | will find your item if they choose to
navigate by type of product
Product type ‘ Please select v |
Product details Product image
Manufacturer ‘ |
Manufacturer's Part ‘ |
Number
4 Supplier's Part Number ‘ | “
Quantity held in stock |:| / m
Upload image
Product URL on your ‘ |
website |
Product description * r— oy
|B I = x|l i=|= <|@|« |

7—

Specification file (if
available)

% Add Attachment

Pricing information (optional)

8

enter pricing here

Save and Publish
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Individual product and services records

To add a single service 1
. . . . 2 Service name * |
1. To add a service, ensure the ‘Service' radio button is selected |
Category information
2. Enter a service name. service master [ pleaze elect 21 I
3 —— service sub category ‘ Ploase selact 'l will find your item \ftheychonseta
navigate by type of service.
3. Select where in the category structure you would like the service to Service type [ please select ’]
a p pea r. Service details Service image
4 Service URL on your |
. . website
4. Include a link to the page on your website.
5. Upload a related image if you have one available, this is useful to help 5 "
engage visitors to your page. P
6. Insert a service description. Servics deseripion” | [8_1_x, x|[i=_=)[= =(m@]| |

Remember the more information you put here the better for any visitors 2
to your product page.

7. You can also upload a specification PDF sheet if available.

Specification file (if
7 —| available) % Add Attachment

Pricing information (optional)

8. Enter a price if you would like to have it displayed to Buyers.

8 enter pricing here

9. C||Ck ‘save and pUinSh' Note: You may wish to quote a single price or a range (exclusive of VAT and other taxes), or just PO2

| Cancel Save and Publish

10. This will now appear on your Applegate Products and Services page. 9

Should you have any questions regarding this process, please do not hesitate to contact us by

email on supplier-support@applegate.co.uk or phone +44 (0) 345 600 7177
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