5’#" AbeBooks.co.uk  Faccion for books

User Guide:
Your AbeBooks Members Menu

To access your Members Menu:

Go to www.abebooks.com (not AbeBooks.co.uk!)

Click on [my account] at the top right hand side of the screen

Enter the email address and password you gave when setting up your account
Click [Sign On].
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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.
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1. SET YOUR SHIPPING RATES & SPEEDS

To access your Shipping Matrix, click on [My Shipping Rates] under ‘My Personal Information’
in your Members Menu.

Shipping Matrix Select the country 3 [ S=lect Country to Add to Matix -
of destination
Save Changes
Buyer's Country Service Min. Time Max. Time First Item (£} Ewtra Item (£)
. e Kinad e Priority 1 = 2 'I IS.SD 1.80
Domestic{United Kingdam) (Modifie
¢ ? i ) Standard 2 X 5 'I I3.50 1.80
Priarity 1 = 2 VI |26.DD 4.45
International {(Modified)
Sta d 4 = 12 'I 10.00 3.00
Dulowis 1 = 4 Vl IZEDD 4.45
CanadaiMadified)
Enter the I 7=  Yr— ET—
delivery = 7= | Definethe —
France(Modified) speeds in days B 7= | shipping costs B
e Priority 1 = 2 'I I18.DD 4.00
G lal
AR Standard - 7 'I IB.DD 3.00
Priarity 1 = 2 VI |16.DD 2.65
Italy{Modified
v ' Standard 3o 7 'I IS.DD 215
Priarity g = 14 Vl |25 ili] 4.45
SpainiMaodified
PEITGIRENEE) Standard 3 x 7 'I IB.EIEI 215
(Modified Priority 1 = 2 'I |25.DD 6.00
U.5. 4. (Modifie
4 = 10 = |12.DD 6.00
— | Save your -
Ramove selacted Countries —_—
changes 2

Shipping Matrix Options

| Restore Default Shipping Matrix |

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. NOTE: Your shipping rates and
speeds also define when a buyer can first initiate a refund with the reason "Item Did Not
Arrive”.

Further information can be found on our online bookseller help pages:
‘Manage Your Account’ -> How can [ adjust my shipping rates and speeds?

In the ‘"My Personal Information’ section you can also update your email address, postal address,
password and accepted payment methods, and your AbeBooks Storefront.

Further information can be found on our online bookseller help pages: Manage Your Account

2. PROCESSING YOUR ORDERS AND REFUNDS

Click on New Orders or View and Process Orders to access a list of your pending sales.
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From this page you can:

- Call up an order based on the date, order number, etc.

- View the status of each order (Pending, Cancelled, Expired, etc.)
- Process and update orders

- View details of orders already processed

- Initiate a refund

To view and process a pending order:

Click on Process Order on the pending order

Verify the payment method selected by the buyer (in red at the right hand side of
the page)

3. Refer to the corresponding instructions below

N —

2.1. PROCESSING ORDERS PAID VIA CREDIT CARD — PAYMENTS ARE PROCESSED BY
ABEBOOKS

Ecommerce orders must be updated or processed within 4 days. Orders that are not processed
within that period will expire and the customer will be informed that their order has been
cancelled.

Order Ovenview

Payment processed by Abebooks
= Choose a status for every book in this order and then click the [Save Order Changes] button (abebooks.com)

= |f you update the order to "Will Ship", a shipping manifest will be avtomatically made available. Please
print two copies of the shipping manifest; it is designed o be used as both a label and order information If order confirmed, payment will be

for the buyer. sent to you by Abebooks.

w Selecting [Extra Charges] and then clicking the [Save Order Changes] button allows you to enter the Mo of Booke: 7
amount you'd like to increase the charge by, plus a reason. The buyer will be sent an e-mail with these 0. 0f BaokE:
details asking them to confirm the charges. Total Book Price US$ 4890
Shipping Price LIS 3.99
Total: Us§ 8.89
Status Book Title Author Book  Details Order Information
No. Price Abebooks
: KUD01321 Unrepentant Hatlat, Scatlot; US54.90 Book Purchase Order
Will Ship Leigh, C Details No.:
Extra Charges 0867195543 New book may show
il o g some slght shelf or Status: seller notified
Previously Sold ISBN: Program: Abebooks (abebooks.com)
Rejected 0867195843 Purchase Payment processed by
Method: Abebooks (abebooks.com)
Shipping Time: 5 - 14 days
[Help with ISBN Matching] Date Ordered:  June 21,2011 7:41:05 An
Special Instructions from the Buyer or Buyer Credit Card Billing Address: None FOT
Buyer E-mail:
Sawve Order Changes | Destination: MY, US.A 12827

Shipping Company (Optional):

———

Tracking No. {Optional):

—

If the book is available and the postage is correct:

Click on Will Ship

. Click Save Order Changes

3. The buyer will then be charged. If payment is successful, a button for the Shipping
Manifest will appear. Click this icon to access the buyer’s delivery address and ship the
book.

4. Enter the tracking information if available. This will prevent automatic refunds if the

book should not arrive by its estimated delivery date.

N —

If it's necessary to increase the postage:

1. Click the option Extra Charges
2. Click Save Order Changes

User Guide : 3
Your AbeBooks Members Menu



3. Enter the extra amount to be charged and click confirm

The buyer then has 4 days to accept, or reject, those charges and a confirmation will be sent to
you via email. Should the charges be rejected you have the possibility to ship the order at the
original cost, or to reject it.

Once you receive a response, return to the order page:

1. If the sale is ready, click Will Ship and Save Order Changes

2. If the payment is successful click on the Shipping Manifest icon to retrieve delivery
information and send the book.

3. If the buyer does not respond or the extra charges are refused, click Rejected and Save
Order Changes. The client will be informed that the order has been cancelled. NOTE:
You can also choose to accept and ship the order at the original shipping cost quoted.

If the shipping costs heed to be reduced:

1. Select Reduce Shipping
2. Click Save Order Changes
3. Enter the amount to be deducted and confirm.

In the case of a shipping cost reduction, buyer confirmation is not required. You are able to
directly process the order and ship the book.

Status “Credit Card Rejected”:

You will be notified immediately if a buyer’s credit card should be rejected. The order will be
cancelled and the book will be relisted in your online inventory. The customer will also be
notified via email and asked to place a new order.

Further information can be found on our online bookseller help pages:
How can | process my orders?

2.2. PROCESSING ORDERS BY ALL OTHER PAYMENT METHODS: PAYMENT PROCESSED
BY THE BOOKSELLER

NOTE: Should the order not be updated within 4 days, the status will automatically change to
Availability Confirmed

1. If the book is available, select Availability Confirmed
. Click Save Order Changes
3. Contact the buyer and confirm the details of payment (cheque, PayPal, etc.) and
shipping
4. Click on the Shipping Manifest icon to retrieve delivery information. Do not send the
book until payment has been received (or agreed upon with buyer).

Adjusting the shipping costs: It is not necessary to inform AbeBooks of these changes. They can
be discussed directly with the buyer when finalising payment details.

2.3. CANCEL OR REFUND AN ORDER THAT HAS ALREADY BEEN PROCESSED

You can cancel or refund an order up to 90 days after it is processed, for example in the case of
a buyer cancellation, a return or a lost book.
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On www.abebooks.com click on My Account

Click on View and Process Orders

Locate the order

Click on Request a Refund

Select the Return Reason and enter a comment - it will be sent to the buyer.
Save and confirm

oukwN =

For orders paid with credit card, AbeBooks will be responsible for the repayment to be buyer.
The commission will also be credited back to your account.

For other payment methods you are advised to agree to the refund terms with the buyer.
Commissions will be credited back to your account.

Further information can be found on our online bookseller help pages:
Processing returns, refunds and cancellations

3. MANAGE YOUR BOOKS AND IMAGES

3.1. UPDATE YOUR INVENTORY

To ensure your listings are up to date, we recommend that you update your inventory file
once per week (or more depending on the number of listings you have).

A book ordered via AbeBooks will automatically be removed from your online inventory.
However, it is very important to update your listings in HomeBase marking that book as sold to
ensure that in your future uploads the book is not accidentally reloaded.

To mark your books as sold in HomeBase 2.3, double click on the entry for the book you need to
update, change the status to [Sold] and click [Save] to update the listing.

PLEASE NOTE: It is very important that you do not delete books in HomeBase. Your books will
only be completely removed from your AbeBooks inventory if you have marked them as [Sold].

3.2. PREPARING TO UPLOAD YOUR LISTINGS

1. In HomeBase, click on 'View' and ‘Options’
2. Enter the UserID and Password for your AbeBooks account
3. Click 'OK’ to save these settings.

You can then send your inventory to AbeBooks to ensure your listings are up-to-date:

In HomeBase, click on ‘File’ -> ‘Import/Export’ -> ‘Export/Send to AbeBooks’

(93]
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3.3. SEND DATA TO ABEBOOKS
1) Choose which data you would like to send to AbeBooks:

0 For the complete inventory: Click on the [Upload Books] and ensure that you
removed the tick in ‘Upload all changes since last load dates'.

U For just a portion of your inventory: Click on [Upload all changes since last
load date]. This will upload those books updated during the period when you
last opened the HomeBase program.

2) Ensure that you have selected ‘Send By FTP".

3) Click on the [Send] button.

4) A Dialogue box will appear - a file name will already have been generated.
5) Click [Save].

6) Select [OK], to create the data. The Export box will appear.

7) Click on [Connect].

8) Select [Send Datal.

9) Finally click the [Exit] button.

Should you see that your online inventory does not match the data that you uploaded, please
contact our Customer Service team.

Further information can be found on our online bookseller help pages: Upload and Manage
Your Inventory -> Quick Help HomeBase 2.3

3.4. UPLOADING IMAGES

Uploading images one-by-one:

Click on Manage My Books & Images under the “My Books” section
Search for the desired listing(s) and click View Items

Click on Update Images

Use the Browse button to locate the corresponding images

Click Send

unhkwN =

For details on how to upload multiple images using compressed (.zip) files or image URLs please
visit our help pages online.
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Further information can be found on our online bookseller help pages:
How can | upload pictures?

4. YOUR PAYMENTS AND INVOICES

My Account Stats: Messages From AbeBooks:

Bookseller Rating: vy Canada Post is currently experiencing rotating strikes in cities across Canada.
i Impact to AbeBooks orders shipped to, from, or within Canada should be

Completion Rate: 100% limited to delivery delays of no more than a few days. Updates will be posted

ou are abave the 85% minimum in the Weh Site Status folder of the Bookseller Forum as further information

Searchable Book Count: 1601 becomes available.

Based in the UK? Check out our May UK Bookseller Digest for information on
w £ '151'30] the London antiquarian Book Fair, upcoming holidays for our customer service
department, and some useful tips and tricks for online booksellers, Click here
to read more...

Members Menu

My To-Do List:
> Books Without Images: 404 View your sales and
account details

My Sales My P
ccount Details Book Count Report

onal Information My Books
wiew and Process Orders
My Shipping Rates Manage My Books & Images

(Last Adjusted: 11/17/09) Upload a Book ar Picture File
My Accepted Payment Methods Purge &l Listed Books

My Password

Wiew All Returns
Wiew sheBooks Emails
My Payments
( My Account Activity )

Filtered Books (3)
Wiew Bookseller Agreement

My Banking Information . ) Search & Browse My Books
My Credit Card (for fee V'?W S s Put My Books on Wacation
paymernts only) Edit My Storefront My ISBN Lookup Preferences

Each Friday, the details for that week’s orders are recorded and viewable from your Members
Menu.

Click on your Current Balance or My Account Activity to retrieve sales summaries by week or
month:

To view an invoice from an earlier month, specify the desired month and click View
For a weekly summary including payment details click Weekly Summaries for
Statement Period

e For details on commissions and processing fees for each sale, updated each Friday, click
on Sales Details for Statement Period

Further information can be found on our online bookseller help pages:
AbeBooks Payments and Fees > Where can | view details for payments and fees?

5. CHECK YOUR BOOKSELLER RATING

Your bookseller rating or ficompletion rateo, presented to buyers as your star-rating, reflects the
number of orders which are fulfilled as opposed to cancelled or refunded.
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To view the details of your bookseller rating, click on the link Completion Rate:

My Account Stats: Messages From AbeBooks:
Bookseller Rating: vrirérirdr Canada Post is currently experiencing rotating strikes in cities across Canada.
- Impact to AbeBooks orders shipped to, from, or within Canada should be
ompletion Rate: 100% lirnited to delivery delays of no more than a few days. Updates will be posted
ou are above the 85% minimum in the web Site Status folder of the Bookseller Forum as further information

Searchable Book Count: 1601 e

Based in the UK? Check out our May UK Bookseller Digest for infarmation on
the London Antiquarian Book Fair, upcoming holidays for our customer service
department, and some useful tips and tricks for online booksellers, Click here
to read more...

Current Balance: £ -151.80

Members Menu
My To-Do List:

> Books Without Images: 404

My Sales My Personal Information My Books
Wiew and Process Orders Account Details Book Count Report
Wiew All Returns My Shipping Rates Manage My Books & Images

(Last Adjusted: 11/17/09)

Wiew AbeBooks Emails Upload a Book or Picture File

From here, you can also view the number of orders which were completed, cancelled or
refunded and access the details of each of those orders.

AbeBooks booksellers are required to maintain a minimum completion rate of 85%. If your
completion drops below this level you will receive a warning message in your Members Menu.
By clicking on this message you will find helpful tips on how to increase your completion rate.

Further information can be found on our online bookseller help pages: Bookseller Rating

6. OTHER USEFUL FUNCTIONS

View AbeBooks Emails: Click here to view recent emails. Be sure to respond to all buyers and
AbeBooks staff emails within 2 business days.

Put My Books on Vacation: Use this function to temporarily remove your books from the
website and avoid receiving orders you cannot process, should you be away for more than 3
days.

Edit My Storefront: Customise your AbeBooks storefront and add your own personal details
and logo. Feel free to share this unique URL with your customers to lead them straight to your
account and listings!

Need Help? Easily locate our help pages, our Bookseller Blog or contact our customer service
team for assistance.

AbeBooks Customer Service
Contact Form

AbeBooks Europe GmbH
Ronsdorfer Str. 77a
40233 Dusseldorf

Tel. : +49(0)211-7117069- 40
Fax : +49(0)211-7117069- 19
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