
Square Lemon’s Online Store for Vendors  

The online store:  

1. We aren't charging to put products up on the store, but we charge a 10% for any                  
item sold, and if the sale is made via card payments, we pass on the cost of the fees                   
to you. Currently those are at 2.65%.  

2. We charge HST on everything we sell online, but that doesn't impact your sale.  

3. Also depending on if the customer wants the item shipped out, then that cost is                
added separately by the store's software and we can print labels to facilitate that.  

We pay out any sales monthly via e-transfer. We let you know within 1-2 days when a                 
sale is made. We don’t retain your money other than to make a single payment to you                 
each month that a sale occurs. We pay out once a month to cut down on the excessive                  
banking fees we get charged for each individual e-transfer we send. 

Everything in our store is also featured on our Facebook and Instagram stores, unless              
they mark the items for review.  

Other sales channels such as Pinterest are being added as and when they become              
available 

We are gradually reopening to the public, and running a pop-up store format on              
Wednesdays and Thursday from 1-4pm and alternating Saturdays from September 16th           
2020. 

It is not obligatory to take part in the pop-up store, which costs $25 +HST per month to                  
participate in. You are very welcome to be online only. Your items will not be put on                 
display at the Boyd Ave location, but will be stored safely in the back, and will receive full                  
coverage in our social media advertising for the online store. 
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Adding Products to the Store:  

If you are interested in having your products online with Square Lemon, we will need               
information in order to successfully list store items, and we would like it in the following                
format:  

1. Photos of the items being sold, either sent in a zipped (compressed)            
folder to store@squarelemon.ca or a shared link on Google Drive  
 

2. A full list of items being sold, on a Google Sheet. We will send you a                
sheet, with the columns we need information on. You can then just fill in              
the information and we can add it to the store pretty quickly. 
 

a. Google Sheets is very easy to use.  
b. Open the link and start filling in the information.  
c. Google Sheets saves everything you add regularly, so you don’t          

need to worry about saving. 
d. Because the link is shared, we automatically see what you have           

added - you do not need to send us anything. 
e. Super Important: 

- please make sure to read any instructions on the sheet, for             
example, don’t add any text to the weights which must be in            
grammes, and don’t add a $ sign to your prices. 
- do not add any formatting - no bold, new font, etc. 
- do not change the layout of the sheet: - do not merge cells,              
or add extra columns.  
- you can add rows if you have more than 25 products, but the              
columns are set up to allow us to add your products quickly            
and efficiently to the online store. 
 

3. A bio of you. A couple of paragraphs telling customers who you are, why              
you craft, things like that.  
 

4. A photo. This can be a headshot or anything, as long as it shows you. If                
you were at a physical location, the customer could see who they were             
interacting with. (I know everyone hates photos of themselves, but this is            
a great marketing tool, so please, try to be brave, and send us a photo.)  
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Inventory  
The link that we send you should open up for you in Google Sheets online.  
 
Google Sheets saves regularly, so just open the link, and enter the information. When              
you have finished adding your products, just close the page/tab/window. Because the            
link is shared, we automatically see your products, and you do not need to send us                
anything. 
 
Lines on the sheet:  
 
1 product per line.  
 
Columns on the sheet:  

1. Photo Number column: If you are providing photos, save the photo with a             
number, like 001, and make sure you add that number, 001, into the sheet. It's               
sometimes hard to differentiate photos of products, and this will save a lot of              
time. Do not try to save the photos into the sheet! Please add those to a zip or                  
compressed file and send it to me separately or share a link using Drive  
 

2. Quantity column: How many of that item you are selling with us. 
 

3. Product Title column: The name of the product you are adding.  
 

4. Product Description column: Be as descriptive as you can be about your            
product. I don't know it as well as you do, and this is what helps to sell to                  
customers. 
 

5. Vendor Name column: your business name 
 

6. Product Weight (g) column: The weight per item. We need this in case we need               
to post an item via Canada Post. An approximate weight in grammes is fine, and               
please only put numbers in this column. 
 

7. Product Price ($) column: The price per item. Please do not put the $ sign in here,                 
just numbers.  
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Storage:  

All items that are on the online store must be stored at Boyd Ave.  

That way we can fulfill any doorstep deliveries more easily. And we are keen to reassure                
customers that everything is stored in a safe place. We can arrange for a Lemon to be at                  
Boyd so items can be dropped off, kerbside, or we can arrange to collect from you, within                 
a sensible distance. Either way, we aim to maintain social distancing.  

We are gradually reopening to the public, and running a pop-up store format on              
Wednesdays and Thursday from 1-4pm from September 16th 2020. Any online only            
items will be safely stored in the back of the building away from the public. This means                 
your products are kept in a hygienic environment - we clean whenever we are in the                
building, and, and each of us disinfects the place when we leave. This means that we can                 
say, with certainty, everything we send out as Square Lemon is hygienically packaged             
and posted.  

If you were to make a sale elsewhere, you can let us know, and we can immediately                 
remove that item from your collection with us. And then we can arrange for you to pick                 
that up.  

Shipping  

1. The volunteers that staff Square Lemon deliver any local doorstep delivery for $2. We               
deliver within the Ottawa area, and we most definitely cannot deliver to Gatineau with the               
restrictions that are in place with the COVID-19 crisis. We do this as a free service for the                  
vendor.  

2. If the order is outside of our delivery area, a customer is welcome to come to the                  
premises at Boyd Avenue in order to pick up their order from the doorstep.  

3. If the order requires shipping, that is, outside of our delivery area and too far for the                  
customer to collect, then we are able to pack the order and ship it using Canada Post.                 
The checkout on the online store offers three different levels of postage to the customer.               
The cost of postage is calculated by the Shopify software and that is charged on top of                 
the price of the product being purchased.  
This means that you, as a vendor, receive the price paid for your product (less our fees),                 
and the shipping/postage cost is not a cost for you.  
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