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How to Use OrbisStore - SELLER
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OrbisStore Sales Process

•Working Days and Hours
•Holidays 
•Storefront Customization
•Warehouse
•Discount
•Payment Terms
•General Terms and Conditions
•Request Response Time
•E-mail and SMS
•Product Pictures
•Markets

Storefront 
Management

•Customers Awaiting Approval

•Rejected Customers

•Approved Customers

•Application Settings

Application 
Management

•Create Profile

•Edit Profile

•Delete Profile

•Profile Search

Customer 
Management

•Stock Entry

•Stock List

Stock 
Management
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Seller Homepage
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SELLER – Storefront Management

• You can define the information (working
days and hours, holidays, contact
information, company logo, company
introduction, etc) which will be seen by
buyers who visit your storefront

• You can pre-define details related to
warehouse, discount, payment term,
general terms and conditions, request
response time and product pictures to
save time when creating postings.

• All pre-defined information will be
displayed automatically when creating a
posting.

• You can manually change pre-defined
values if necessary.
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SELLER – Application Management

• Companies need to be your approved
customer to be able to view your posting
details and to purchase your products
and services.

• You can track your approved customers
under “Approved Customers”.

• You can view the customers you
restricted under “Restricted Customers”.

• You can track newly added companies
and re-applications under “Customers
Awaiting Approval”.
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SELLER – Application Management
• All companies registered in the system will be submitted to your approval to become your approved

customer.

• You can choose either an automated or manual approval system.

• Default is set as “ Never accept without my approval”

• You can use one of the following automatic approval systems if you prefer:

• Accept automatically after 1 week

• Reject automatically after 1 week

If you select “Accept 
automatically after 1 week” or 
“Reject automatically after 1 
week” all applications will be 
“accepted” or “rejected” after one 
week from the date you inquire
“Customers Awaiting Approval”. 
The system won’t start counting 
unless you visit the “Customers 
Awaiting Approval” page and 
inquire for waiting companies. 
Therefore it is recommended that 
you visit this page and search
waiting customers frequently if you 
select one of these settings.
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SELLER – Application Management
Buyers who are not 
your approved 
customers will be 
alerted once they 
visit your storefront 
and prompted to 
apply to become 
your approved 
customer
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SELLER – Application Management

• Buyers which apply to become your
approved customer will only be able to
view the details of the postings open
to them once approved by you.

• Based on the application settings
mentioned earlier, approval process
can be manual or automatic.
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Sellers – Application Management

Storefront

Until the seller approves the buyer’s application, the buyer 
will see a message  stating that his application is still being 
considered. 
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SELLER – Application Management

Under “Customers 
Awaiting 
Approval”, you can 
check “Approve” to 
approve or 
“Reject” to reject 
customers.
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SELLER – Application Management

Enter your 
authorization code 

Approved and/or 
rejected customers 
will be listed for 
your perusal 
before submitting 
the transaction
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Unapproved customers view your postings like this:

Approved customers view your postings like this:

SELLER – Application Management
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SELLER- Customer Management

You can offer the same product or service to different companies with different 

price and sales terms by grouping your approved customers under “Profiles”
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Each change you make to your profiles will affect who can view which of your postings as 
soon as the change is made. 

SELLER- Customer Management

• All approved customers are automatically assigned to "Standard" profile.

• You can group companies under standard profile based on different criteria and create
new profiles

• Some criteria you can use when creating profiles:
• Market
• Size
• Credibility

• Each approved customer can only be in one profile at a time. Therefore, it’s
recommended that you do not create profiles based on products.

• Once you create your profiles, you can edit, add or delete customers.

• Once you delete a profile, all companies under the profile in question will remain to be
your approved customers and will be assigned to “Standard” profile.
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SELLER – Customer Management

Enter Profile Name

You can create a profile 
in 3 steps:

- Enter Profile Name

- Add Customers

- Confirmation
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SELLER – Customer Management

You can search 
companies you 
would like to add to 
the profile by 
company name, 
company type and 
country.
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Select the companies 
you would like to add 
to the profile and 
click “Add” button

SELLER- Customer Management
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SELLER – Customer Management

Enter your 
authorization code 
to confirm the 
selected companies

The customers 
assigned to the new 
profile will be listed 
for your perusal 
before submitting 
the transaction
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SELLER – Stock Management

• In order to create postings, you need to first
define stocks. You can create postings only
for products that have defined stocks.

• You can define stocks only for products
which are already registered as products of
interest for your company.

• You can entry as many stocks as you like per
product.

• You should enter your stock information as
detailed as possible so that it fully describes
the products in your postings.

• You will be alerted when your stock
quantity is below the safety stock

• Products with previously defined stocks can
be viewed under “Stock List”



www.chemorbis.com

24

SELLER – Stock Management

Choose a product to 
enter stock:

- You can select 
only enabled 
products which 
are already 
registered as 
products of 
interest for your 
company 
(marked black)

- Products with 
previously 
defined stocks 
are marked red 
and current 
number of stocks 
per product is 
shown in 
parenthesis.
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SELLER – Stock Management

Enter your 
authorization code 
after filling in all 
necessary information 
about your stock.
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SELLER – Stock Management

You can see your 
new stock entry 
under “Stock List” 
and view details of 
your posting, update 
or delete it by using 
the icons on the 
right. 
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SELLER - Postings

• You can create postings only for products with
defined stocks.

• You can create more than one posting for the
same product with different sales terms and
for different profiles.

• There are 3 types of postings:

- Firm Offer: These postings are binding once the
buyer company accepts your offer within the
validity time of the posting. A deal is concluded
as soon as the buyer accepts your offer. No final
approval on your part is required.

- Subject to Approval: Once the buyer company
sends his request, these postings are subject to
your final approval for the deal to be concluded.
You need to respond to the buyer within the
request response time you set before.

- Unlisted Price: These postings are created
without price information. Interested buyer
companies can contact you by sending a
message on OrbisStore.

• You can put your posting for sale as soon as you create the
posting or you can place it on hold to sell later.

• You can automatically replenish your firm postings after
each concluded deal.
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Customize your storefront

Define approved customers

Manage customer profiles

Create stock items

OrbisStore Sales Process

•Working Days and Hours
•Holidays 
•Storefront Customization
•Warehouse
•Discount
•Payment Terms
•General Terms and Conditions
•Request Response Time
•E-mail and SMS
•Product Pictures
•Markets

Storefront 
Management

•Customers Awaiting Approval

•Rejected Customers

•Approved Customers

•Application Settings

Application 
Management

•Create Profile

•Edit Profile

•Delete Profile

•Profile Search

Customer 
Management

•Stock Entry

•Stock List

Stock 
Management

You are ready to create 
your postings
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SELLER - Postings

Click the “Create 
Posting” image once 
you select the 
product.
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SELLER - Postings Select profile(s) to identify the customers 
who will view the posting. You are also 
able to tell the system if you want this 
posting to be visible to anonymous or 
not approved customers with limited 
info.

Enter trading type, posting type 
and destination country. 

Enter payment and shipment terms. If you 
have predefined payment terms, they will 
automatically appear here. You can 
manually make changes. 

Enter posting quantity and 
price information.

Enter discount information. If you have 
predefined discounts, they will 
automatically appear here. You can 
manually make changes.

Upload general terms 
and conditions for the 
posting. If you have 
uploaded a document 
under Storefront 
Management, it will 
automatically appear 
here. You can manually 
make changes.
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SELLER – Postings 

You can search and view 
your active postings  
under “Postings for Sale”. 
You can also put your 
postings on hold if you 
wish. 
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SELLER – Buy Requests

• You can track buy requests waiting for your
final approval under “Requests Awaiting
Approval”

• You can view the concluded deals with
contract details under “Concluded Sales”

• Buy Requests which you have rejected can be
found under “Rejected Requests”

• All buy requests which you haven’t replied
within the pre-set request response time will
be automatically rejected and can be viewed
under “Rejected Requests”

• Once a buyer accepts your firm offer, a deal
will be concluded and will be viewed under
“Concluded Sales” with all contact details.
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Buyers have to check “I read 

and accept” when creating 

buy offers

Without checking “I read 

and accept”, “Buy Now” 

button will not be activated

SELLER – Buy Requests
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SELLER – Buy Requests

Concluded Sales
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SELLER – Buy Requests

Rejected Requests
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SELLER – Buy Requests

Requests Awaiting Approval

You can view buy 
requests subject to your 
approval, accept or reject 
them. 
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Storefront Status

1. Active: Storefront can be used within the limits of the seller’s package 

rights

2. Inactive: Storefront is not operational.  

• The last payment date is overdue (optional date)

• Remaining number of postings=0

• The end date of package has passed

3. Suspended: The storefront has been suspended due to exceeding 

transaction/posting limits.

4. Will be Suspended: The transaction/posting limits of the storefront 

are used up. Once the storefront closes, the status will be changed to 

“Suspended”. 

5. Critical: At least 90% of the transaction/posting limits has been used 

up. 
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 Low customer acquisition cost

 High resource efficiency

 High sales and marketing effectiveness

Why OrbisStore?

• Cost: very low compared to alternatives (fairs, visits, etc.) thanks to 24x7,

365 days access to its ever expanding global and refined community

• Efficiency: very high due to utilizing complicated business rules for more

effective usage of resources (people, time and money) thanks to technology

• Effectiveness: very high due to presenting your sales offers professionally 

and completely, evaluating potential sales leads while they still exist and 

reaching your potential customers while you’re still sleeping
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“Meeting Point for Plastics Community”

www.chemorbis.com

ChemOrbis Turkey
19 Mayis Mahallesi, Ataturk Caddesi
Seref Yazgan Is Merkezi, No:72, Kat: 6, D: 16
Kozyatagi - 34736
Istanbul, Turkey
Phone: +90 (216) 468 10 25
Fax: +90 (216) 360 57 88

ChemOrbis China
No. 18, Middle Xizang Road, 
Harbour Ring Plaza, 18F, Unit 1807, 
Shanghai, P.R. China, 200001
Phone : +86 (21) 5385 2525
Fax: +86 (21) 5385 2525 ext. 6868

ChemOrbis Egypt
21 Ebbad El Rahman St. – Sheraton Area, 
Cairo, Egypt
Phone/Fax: +20 (2) 2268 1485

ChemOrbis Malaysia
Suite B-11-01, Level 11, Block B, 
Plaza Mont Kiara No 2, Jalan Kiara, 
Mont Kiara 50480 Kuala Lumpur, Malaysia
Phone: +60 (3) 6203 9717
Fax :+60 (3) 6203 9769

ChemOrbis Italy
Via La Spezia 1
20142 Milan - Italy
Phone: +39 (02) 8941 5593
Fax: +39 (02) 8941 5587


