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I.Registration steps

1 - User Registration

a.	Click on the SIGN UP at the top right corner 
of the website.

b.	Fill in the form. 

※	Please verify your company information as 
it will be applied to your invoice details.

c.	 Submit the form.
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I.

II.Log in

III.Forget password

a.	Click on the LOGIN at the top right corner of 
the website.

b.	Click on Forgot Password.

a.	Click on the LOGIN at the top right corner of 
the website.

b.	Fill in your username and password.

c.	Click on the SIGN IN.

c.	Reset your password by filling in your email 
address, validating the code, new password 
and confirming password.

d.	Click on the SUBMIT.
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2 - User details changes

I.User details 

II.Changing Email

a.	Log into your account and click on the 
account icon.

b.	Go to Profile page and under User Profile

c.	Amend changes as needed.

d.	Click on the SUBMIT CHANGE.

a.	Log into your account and click on the 
account icon.

b.	Go to Profile page and under User Profile

c.	Go to Change Password.

d.	Once done, click on the SUBMIT PASSWORD 

a.	Modify the email address for receiving system 
emails through Email address amendment.

※	Please note that the login account email 
address remains unchanged. Please use the 
originally registered email address to log in.

III.User password
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3 -  Recharge process

a.	Log into your account and click on the 
account icon.

b.	 Go to Recharge page.

c.	Fill in the Recharge Amount and Remark (if 
there is any)

d.	Click on Paypal to proceed.

I.Recharge steps

II.Recharge with Bank TRansfer

a.	Click Pay with Bank Transfer.

b.	Select the Bank Account that you wish to 
make the payment with.

c.	Click into Pay Now and it will lead you to 
Submit Payment with Bank Transfer Page.

d.	Submit Payment with Bank Transfer .
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a.	Once Paypal processed successfully, it will 
show that you've recharged successfully.

a.	Go to Dashboard page.

b.	Click on the eye icon to check your 
available balance.

c.	You can also check the balance on the 
Recharge page.

III.Recharge successfully

IV.Check available balance

e.	Please fill in the Receipt  Number and 
upload the Transaction Receipt, and 
click Submit to proceed.
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I.Add products into the cart

a.	You can select individual products by 
ticking on the photo or click on the ADD 
button.

a.	Click on the cart basket icon on the top 
right corner.

b.	Cart list will pop up.

c.	Click on the SUBMIT.

a.	You can select individual products by 
ticking on the photo or click on the  Add to 
Cart button .

4 - Product selection

II.Visit watch list products

III.Add products into watch list



9

VI.Remove products from cart

a.	Click on the cart basket icon on the top 
right corner.

b.	Cart list will pop up.

c.	Hover mouse to the product that you want 
to remove.

d.	Bin icon will appear.

e.	Click on the Bin icon.

f.	 Click on the CLEAR to remove.

IV.Visit watch list products

V.Delete watch list products

a.	 Log into your account and click on the 
account icon.

b.	Click on the Watch List page.

a.	Log into your account and click on the 
account icon.

b.	Click on the Watch List page.

c.	Click on the Bin icon on the right for 
individual product.

d.	You can tick on multiple products and click 
on Batch Remove.
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VII.Import Watch list products

a.	Log into your account and click on the 
account icon.

b.	Click on the Watch List page.

c.	You can tick on multiple products and click 
on Export Checked.

d.	Click on Export All to export all the products 
in Watch List.
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I.Product Inventory Inquiry

5 - Product Inventory status and next ETA date Inquiry

a.	You can view the inventory status through 
the product catalogue page.

b.	Filter the active products through Watch 
List.

c.	Obtain inventory and ETA information 

on the product details page.the product 
details page.

※	Inventory quantity prompt： 
When inventory quantity is less than 10 
units, it will display the exact quantity 
available.  
When inventory quantity is more than 10 
units, it will display a prompt information of 
more than 10 units is available.

※	If there is no inventory available, the status 
will show as SOLD OUT and ETA (Estimated 
Time of Arrival) will be displayed.

d.	Export product information including 
inventory level and next ETA date through 
the Watch List page.
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I.Template download

6 - Import sales orders

a.	Log into your account and click on the 
account icon.

b.	Go to Orders heading and Click on Import.

c.	Click on the “Click here to download 
template XLSX”.

II.Fill in template
a.	Open downloaded template xlsx file.

b.	Fill in the details correctly to prevent 
upload failure.

c.	The system will proof check SKU, Order 
ID, Date Placed，Address and Postcode.

d.	In the exported file, it's now added Top 
sellers, New Arrivals, Deals and Offers, and 
Clearance column.

e.	Fill in the template under SKU Sale Price 
and Ship Company ABN to generate 
invoice under your company details to 
your customer. If it's not filled in, invoice 
will not be generated.

f.	 Leave a message regarding customer 
request or specific instruction, in order to 
process your order enquiries in a timely 
manner.

※	For import file template guidance, please 
refer to https://edrop.com.au/user/orders/
xlsx/introduce

III.Upload template

a.	Go to Step 2. 

b.	Click on the “Click to select XLSX files to 
upload”. 
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IV.Check unpaid orders

a.	Log into your account and click on the 
account icon.

b.	Go into Orders heading and Click on 
Unpaid.

※	If there is an Error shown on orders, please 
check XLSX file and reupload.

V.Reupload template	

a.	Go to Step 2.

b.	Reupload amended xlsx file by clicking on 
“Click to select xlsx files to upload”.

c.	System will replace order information. 
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7 - Shipping charges enquiry

I.Postcode 

II.Order details

a.	Click on the product.

b.	Go to the product details page.

c.	Enter the postcode to calculate the 
shipping charges.

a.	Go to Orders heading and Click on Unpaid.

b.	Click on the Order Number or the Details 
icon.

c.	Order details page will pop up separately. 

d.	You can check the Shipping Total on the page.
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8 - Delete unpaid orders

I.Steps to delete unpaid orders

a.	Log into your account and click on the 
account icon.

b.	Go to the Orders heading and Click on 
Unpaid.

c.	Click on the Bin icon to delete.

I.Steps to make payment

9 - Make order payment

a.	Log into your account and click on the 
account icon.

b.	Go to the Order heading and click on 
Unpaid.

c.	Select multiple orders from the list and 
click on the Payment Orders.

d.	Or click on Orders Checkout page.

e.	Click on Paypal to procee

d.	Bulk delete function .
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10 - Orders Checkout

a.	Go into Unpaid, select the orders that you 
want to make the payment for, and click 
into Payment Orders to proceed to the 
Orders Checkout page.

b.	To look into the details of each order, click 
the down arrow to expand the order.

a.	Price may change before the payment is 
made.

b.	If you agree with the price change and tick 
the box, it will automatically calculate a 
new price for payment processing.

c.	If you disagree with the price change, you'll 
need to reimport and generate a new order.

※	By checking this box, you are agreeing to 
the price and shipping cost change to this 
order.

a.	Click into Pay withBalance.

b.	If there's insufficient balance, you can go to 
Recharge tab to top up the balance.

I.Checking Orders Details

II.Price Change Notice

III.Pay with Balance
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IV.Pay with Paypal

V.Pay with Bank Transfer

a.	Click into Paypal.

b.	You can complete the payment through 
Paypal page. 

a.	Click Pay with Bank Transfer.

b.	Select the Bank Account that you wish to 
make the payment with.

c.	Click into Pay Now and it will lead you to 
Submit Payment with Bank Transfer 
Page.

d.	Submit Payment with Bank Transfer .

e.	Please fill in the Transaction Number and 
upload the Transaction Receipt, and 
click Submit to proceed.
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11 - Payment List

12 - View Paid Orders Details

13 - Download Orders

I.Checking Order Payments Transactions

I.For successfully paid orders, there is a notification email sent to you.
II. You can also check with the following steps:

I.To download the Orders, please follow the following steps:

a.	Click into Payment tab. 

b.	Display all of the orders transactions and 
payment status.

Payment Fail

Payment Success

Payment Detail

Submit Bank Transfer

Cancel Payment Order

a.	Go to Paid tab.

b.	Click into the order to view order details.

a.	Go to Paid tab.

b.	For multiple orders, you can select the 
orders and click on Download Orders to 
save a PDF copy for each order.
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I.Steps to cancel order

II.Withdraw cancellation

14 - Cancel order 

a.	Log into your account and click on the 
account icon.

b.	Go to Orders heading and click on paid.

c.	Go into the order details.

d.	Click on the Cancel Order icon.

※	If the icon has not been updated, please 
refresh the page.

a.	Go to the Orders heading and click on Paid.

b.	Search the order.

c.	Click on the Withdraw Cancellation icon.

※	If the icon has not been updated, please 
refresh the page.
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15 - Download Invoice

a.	Go to Paid tab.

b.	Click on the Invoice icon of the individual 
order to save a PDF copy.

c.	For multiple orders, you can select the 
orders and click on Download Invoice to 
save a PDF copy for each order.

a.	Go to Paid tab.

b.	Select the paid orders that you need an 
invoice copy.

c.	Click on Resend Invoice Email to send 
the invoice copy to your registered email 
address.

※	Invoice from eDrop allows eDrop to 
generate invoice under eDrop header.

※	 Invoice from me allows eDrop to generate 
invoice on your behalf.

I.After payment has successfully processed, you’ll receive a payment confirmation email and invoice.

II.To download the invoice, please follow the following steps:

III.To resend the invoice, please follow the following steps:
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IV.Invoice information amendment

a.	Go to Paid tab.

b.	Click into the details page button or ORDER 
ID to check on order details.

c.	On Order Information page, click Edit 
Invoice.

d.	Modify ABN and SKU sale price in the pop-
up page.

e.	Return to Paid Orders page and click on 
Invoice from me to modify the invoice 
information of the order.

※	The modified content is only valid for the 
current order. Please fill in the correct 
information for each order when importing 
the bulk orders.
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16 - API application

I.Create API Token

II.Guide to APIs

a.	Log into your account and click on the 
account icon.

b.	Go to click on Api Settings.

c.	Enter the APP KEY and click Submit.

a.	Log into your account and click on the 
account icon.

b.	Go to click on Api Settings.

c.	Click on  APIs Guide.

※	Notice the APP KEY name cannot be 
modified or deleted

※	 User is able to use different API to create sales order, 

obtain order list, watch list items and stock availability etc. 

Please go to User Dashboard to downlad latest API user 

manual to get started.
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I.Step to check order status

I.For dispatched orders, there is a notification email with tracking number details sent to you.
II.You can also check with the following steps:

17 - Order status update

18 - View Tracking Number Details

a.	Log into your account and click on the 
account icon.

b.	Go to Orders heading and click on Paid.

c.	Check under Order Status.

a.	 Go to Paid tab.

b.	Click into the order to view tracking number 
details. 
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III.Steps to check notification

19 - Product changes notification

a.	Log into your account and click on the 
account icon.

b.	Go to the Dashboard page.

c.	Click on the Envelope icon to enter 
Notification page.

d.	You will find the changes on product listed 
by SKU, update, and dates.

e.	You will receive by email notification as 
well.

I.Steps to check log

II.Steps to check log

a.	Log into your account and click on the 
account icon.

b.	Go to the Dashboard page.

c.	Click on the Envelope icon to enter 
Notification page.

d.	Check logs details by update and dates. 

a.	For any new notifications, during your first 
login, a notification box will pop up on the 
main page. For example, delivery delay 
notice. 

20 - System log update
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21 -  Edrop Update

a.	Clearance section is added, you can now 
check items that has clearance price on.

2023-7-11    

2023-8-29 

b.	In the exported file, it's now added Top 
sellers, New Arrivals, Deals and Offers, and 
Clearance column.

a.	For any new notifications, during your first 
login, a notification box will pop up on the 
main page. For example, delivery delay 
notice. 

b.	On All Products page, inventory quantity 
prompt is now added.  
 
When inventory quantity is less than 10 
units, it will display the exact quantity 
available.  
When inventory quantity is more than 10 
units, it will display a prompt information of 
more than 10 units is available. 

c.	On the Product Details page, inventory 
quantity prompt is now added.  
 
When inventory quantity is less than 10 
units, it will display the exact quantity 
available.  
When inventory quantity is more than 10 
units, it will display a prompt information 
of more than 10 units is available. 
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a.	Clearance section has been adjusted on the 
main page( It has clearance price on).

2023-9-04    

b.	On the Product Search page, a Clearance 
label is now added.On the Product Search 
page, a Clearance label is now added.

c.	On the Product Details page, a Clerance 
label is now added.

d.	On the Watch List page, a Clerance label is 
now added.
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e.	On the Dashboard - Unpaid orders, bulk 
delete function is now added.

a.	Added the filling of customer company 
information

b.	Optimized the region selection on the 
registration page

2023-9-04    
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a.	Purchase List UI update Modify the invoice 
information through SKU Sale Price and 
Ship Company ABN. If not set, third-party 
invoices will not be issued.

b.	Fill in the template under SKU Sale Price 
and Ship Company ABN to generate invoice 
under your company details to your

c.	Leave a message regarding customer 
request or specific instruction, in order to 
process your order enquiries in a timely 
manner. customer. If it's not filled in, invoice 
will not be generated.

d.	Obtain inventory and ETA information on 
the product details page.

e.	Export product information including 
inventory level and next ETA date through 
the Watch List page.

※	If there is no inventory available, the status 
will show as SOLD OUT and ETA (Estimated 
Time of Arrival) will be displayed.
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f.	   On Order Information page, click Edit 
Invoice

i.	 Modify the email address for receiving system 
emails through Email address amendment

※	Please note that the login account email 
address remains unchanged. Please use the 
originally registered email address to log in.

※	Invoice from eDrop allows eDrop to 
generate invoice under eDrop header.

※	Invoice from me allows eDrop to generate 
invoice on your behalf.

※	The modified content is only valid for the 
current order. Please fill in the correct 
information for each order when importing 
the bulk orders.

g.	Modify ABN and SKU sale price in the pop-
up page.

h.	Return to Paid Orders page and click on 
Invoice from me to modify the invoice 
information of the order.


