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Welcome to AbeBooks i the worlds largest marketplace for new, used, rare and
antiquarian books.

Your AbeBooks bookseller account has been opened and your first books will soon be
available online. The following guide has been designed to introduce you to the most
important functions of your bookseller account.
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THE BEGINNING: GET TO KNOW YOUR MEMBERS MENU
To access your Members Menu:

1) Go to www.abebooks.com (not AbeBooks.co.uk !) click on [my account] at the
top right hand side of the screen.

2) Enter the email address and password you gave when setting up your account,
into the [Existing Accounts] box and click [Sign On].

If you have forgotten your password, enter the email address with which you set up
your bookseller account and click the [Forgot your password?] button. An email will
automatically be sent to that email account with the details of your password. Please
be advised that your password is case-specific.

You can access all the important functions from the main page of your Members Menu:
Members Menu FROM THE FORUM

Announcements

3. Upload » Updates to AbeBooks LISA,

your file Shipping Matrix
\ Il Back R = Customer Support - Update
all Back Request

- Sept. 10

Your Books Web Site Status

Your Wants = Order Processing lssue -
Your Sales LUPDATE - Sept 7
Your Purchases

Bookseller Programs

our Personal Infl::rma?i__g-_ra)

our E-mail

News &
Updates

Hu‘l..nl

Your Shopping Basket

2. Process your
ur Storefront

orders

4. Update

your details bloads

wnloads /
HomeBase QUICK LIN

Bookseller Central

Help ( * Process Your Orders }

#* Put Your Books on Yacaton

* View Your Order Fulfillment
Rate

1. Set your shipping
rates and speeds AbeBooks Policies
* AbeBooks Policies

* Security & Trust

Latest AbeBooks Messages
* April Bookseller Digest

* Update to "Buyer Changed
Mind" Returms Process

More

Bookseller Cenbr-al
Further information can be found on our online bookseller help
pages: Manage Your Account
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http://www.abebooks.typepad.com/sellerhelp/manage_your_account/index.html
http://www.abebooks.com/

1. SET YOUR SHIPPING RATES & SPEEDS

To access your Shipping Matrix, click on the Quick Link [Adjust Shipping Rates] on
the right hand side of your Members Menu.

Shipping Matrix

Buyier's Couwntry

Domestic{United Kingdam)

Intemational

Canada

France

Garmany

Spain

LL.5.4,

| Ramove Selected Countries |

Shipping Matrix Options

Favwa Thanges

Sarvice olir. Tirne

| select Countny o Add to Matrix |

Max. Tima

N

First Ttem (£)  Extra [tem (£)

Prinrty @ i
Select different

Star;y

Enter the

delivery

speeds in days

(Min. - Max.)
Standard
Prionty
Standard
Priority
Standard
Prinrty
Standard

L

o boare DheFault Shippineg Makrix

10

10
45

10
45

w

shipping destinations
from the drop down
menu

To.on g i | )

Define the costs
that will be shown
on your invoices.

45 [ 410 215

10 = 10.08 10.08

Y 504 7]
([ Saen thanges [

NG

Save your changes

1) Using the drop down menu on the top right hand side of the table, you can add
additional countries to your matrix and set the individual rates and speeds for

each country.

2) You can also define the rate and speed of shipping based on both standard and

priority mail and the number of books ordered.

3) Remember to click on [Save Changes].

The information entered in your Shipping Matrix will be visible in your book search
results so that buyers know what shipping rates and speeds to expect.

PLEASE NOTE: By setting your shipping rates and speeds you also define when a buyer
can first initiate a refund with the reason “Item Did Not Arrive” (see Paragraph 5:

Returns & Refunds)

Further information can be found on our online bookseller help
pages: How can | adjust my shipping rates and speeds?
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http://www.abebooks.typepad.com/sellerhelp/2007/05/how_can_i_edit_.html

2. PROCESSING YOUR ORDERS

You will see the following page as soon as you click on the Quick Link [Process Your
Orders] on your Members Menu:

List Orders
Abebooks Ordar Mo.: - O - Program: Al Programe &
Sales Order No.: A Status: Al »
Buyar Email Addrass: *Dates From: 08312007 Tai 0971452007
[y didfypyy) [ ddfyppyy)
1 List Drdars .
Mux. 3 manth range

Click to update
the order: W ll
ship, rejected,
request extra

Orders: 1-29 {of 29)

\ Book No.  Title

shipping Select the
B117A5KM10 Pillars of Government and Other Essay
State an order(s) you
Grdered: Sep 14 2007 02:04 AM wish to view,
Procassed: ---

Program: sbabooks

e.g. using the
order number,

54"":'5"'9 Review Order] DD1436 Taleration and the Limits of Liberalism
79 processed)) (Review Order ' status or

Review the
order status

13 2007 05:06 AM [Request a Refund]
Initiate
a refund
d) [Fevigw Ordar] B2E276xH ht of Religious Toleration in JORDAM (W.K.}
England
7 04: 16 AM [Beguest 3 Refun
(07 10:47

.

Program ! Abebooks

64389835 (Processed) [Ravigw Ordar] B10039XH3 Thié Song of Lewes SONG OF LEWES

Orderad: Sep 12 2007 12:12 PM

Processed: Sep 13 2007 12:06

Al

Program: Abobooks

Orders which have not yet been processed remain in the status [Ordered] until

processed.

All other order statuses (processed, rejected, cancelled, expired) show that the order
has been processed.

To view all processed orders, choose the [All] status, enter the time frame you would
like to review and click [List Orders].

There are 2 different types of order, depending on the buyer’s chosen payment

method:

e Ecommerce: Those orders where AbeBooks processes the payment for you
(payment cards)

¢ Bookseller direct: Those orders where you are responsible for securing the
payment and processing the order yourself (see below).

Further information can be found on our online bookseller help
pages: Process Your Orders
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2.1. ECOMMERCE ORDERS - PAYMENT CARDS

Payment processed by Abesbooks

Process order: {absbooks.co.uk)

confirm

availability, If apfer confirmed, payment will be
reject the order, nt to you by Abeboaks,

or request extra o R R £1172
charges Check the payment £395
method E1ET

Boak Title Anithor Book Details vilien lifaimatian
Ha. Frice Abehooks
GSCOTS2442147 Lite In The Victerian And.., Higgs, Michebe  £11.72 Book | |Purchase

Datalls | |iider Ha.:

BRAND NEW PAPERBAGK
28X T72mm. 102 Slalus: siller ndtified

e Hishary Prograne:  Absbooks (abehooks coouk)
ISEN: Purchie  Payment processed by Absbooks
OFS2IAZ14T Maihod: {akbook s co.uk)

Shipping 3 -B& days
Remember to Time:
Dian Seplember 14, 2007 & 20 32 AM
enter any f):ered: 3II::-'II I“
_ — available tracking Buyo:
af Lhang H : E-miail:
|nf0rmat|0n for astimation: , Lnited Kingdom
\ the order! S plng Company iOpilonaly:
Sav e Order
Changes

1) Should the book be available, and you are happy with the shipping costs, click
on [Will Ship] and ensure that you also click on [Save Order Changes].

2) The payment will be attempted. If the payment is successfully taken, a button
for the [Shipping Manifest] will appear and you will be able to view the
buyer’s full contact details.

| + Wiew Shipping Manifest |

3) Should payment not be successful, the message [Credit Card Rejected] will
appear on your screen.

Should you need to change the cost of shipping, you will need to do so BEFORE you
agree to ship the book. You have the possibility to either request [Extra charges] or to
[Reduce shipping] — (see below).

4) Remember to enter any available tracking information for your orders
(IMPORTANT NOTE: you can update this once the order has been processed).
This will help to ensure that the order can not be cancelled for the reason ,Item
Did not Arrive”. This allows you to trace the order with the shipping company
concerned and make a claim where appropriate.

PLEASE NOTE: Ecommerce orders must be updated within 4 days. Orders that are not
processed within that period will expire and we will automatically inform the customer
that their order has been cancelled.
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2.2. CHANGE THE SHIPPING COST OF AN ORDER (ONLY APPLIES TO THOSE
ORDERS WHERE ABEBOOKS PROCESS THE PAYMENT).

1) You can change the shipping costs of any order before you confirm availability.
You can update the status to [Extra Charges] or [Reduce shipping].

2)

Further information can be found on our online bookseller help
Q pages: Order Processing

Process order: PayPal processed by bookseller
Confirm Mo, of BoaT
availability or Total Baok Price £3m
iect th Shipping Price £335
reJeC e Tolad f 635
order
View payment
method
51 Book Tila At Drder Infermation
Mo, Frice Ababorks EAA20427
002194 Plays: Two Lear, The Sea.... Edward Bond £ 300 Book Purchass Ovder
ISEH: [hasnails Hao.:
Q11319270 Status seller notied
Pragram: Abebooks
(3bebooks couk)
[Halp with ISBN Matching] Fuichass FayFal procested by
r Methoid: bonksaller

Special Instructions from the Buyer or Bayer Credit Card Billing Address: None

\ If available,
please enter your

tracking number!

Save Order

Changes
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Shipping Time: -2 days

Date Ordered:  September 14 2007
4:49°53 AM POT

Buyer E-mail:

Destination: , United Kingdom

Shipping iy {0 ptienal):

Tracking Mo, {Gptional):



http://www.abebooks.typepad.com/sellerhelp/2007/05/how_can_i_proce.html

