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Introduction
Welcome to the Moose Jaw Marketplace, Moose Jaw and District's
premium online shopping experience! This guide contains all of
the most important information you need when it comes to being
a vendor on this platform. 

If you have any questions or need help with anything, please don't
hesitate to email us at moosejawmarketplace@gmail.com, we're
here to help! 

Please note that the hyperlinks in this document do not always
work properly on mobile devices, but should function perfectly on
desktop or laptop computers. 

-Moose Jaw Marketplace Admin. Team
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Setting Up Your Account 
Q: How do I register to become a vendor?
A: Click here for a link to the sign-up page, or click on "Vendor Account" in
the footer of www.moosejawmarketplace.ca. You can register for an
account by clicking "Join Now" and follow the required steps. Note that this
is the same page where you will log-in to your account after it has been
created. You can now complete your profile information, but your store will
need to be approved by administrators before you can add products. 

Q: How do I complete my profile information?
A: Under the "Profile" drop-down menu, click "My Account". Here you can
put in your Seller Name, Shop Name, Address, Contact Info (Phone
number or email address), as well as your store description, seller policy,
and professional business logo. Make sure your description and policy
sections detail all important information, so customers are aware of your
return/refund policies, pickup/delivery hours, and any other important
information. 

A: Under the "Configuration" drop-down menu, click "Store Pickup
Configuration". Under "Want Store Pickup" click the red button, which will
prompt you to input your store location and other important information
for this step. After this is completed, go back to the "Store Pickup
Configuration" page, click the same red button, and it should turn green,
with additional menu options appearing.  

Under "Configure For" Choose "All Product", and under "Customer Option
For Product" choose what you want to offer as a store, either "Only Store
Pickup" or "Store Pickup + Delivery".

Q: How do I configure my delivery/pickup options? 

https://jdixon-2.sp-seller.webkul.com/index.php?p=login
http://www.moosejawmarketplace.ca/


SUMMER 2021VENDOR GUIDE + FAQS

4

Setting Up Your Account (cont'd) 
Q: Can I update my information and products after they are created?
A: Yes! You can always update your information if anything changes. To do
so you need to go back to the same place on your account, make the
desired changes, and click the "Save Changes" button at the bottom of
the page.  

Q: Do I need to have a professional logo as my Profile Image?
A: Yes, a professional business logo is required to upload in BOTH the
"Seller Profile & Status" and "Seller Shop Logo" upload sections. The one
exception to this rule is if you do not have a professional business logo,
you can take a high-quality picture of your business card and upload that
as a temporary placeholder until you have a professional logo. 

If you don't currently have a professional logo, there are websites online
that allow you to design custom logos for free! Click here to check out one
of the many websites you can use to design a logo for free. 

https://secure.logomaker.com/step1
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Products
Q: How do I upload products to the Moose Jaw Marketplace?
A: Once you've logged in to your vendor account, select "Products Listing"
from the "Products" drop-down menu and click the green "Add Product"
button on the top-right of the page. Fill out the required fields on the next
page, add some product photos, as well as a compelling description that
outlines the necessary product details, such as materials, as well as what
makes the product special! Customers will be more likely to purchase your
product on the Moose Jaw Marketplace if the products are set up with
high-quality photos and detailed descriptions. 

NOTE: Leave the "Requires Shipping" box un-checked, since the platform
does not currently support shipping. Inventory details are not required to
use, but you can use this section if you want to track your inventory on the
platform.  

Q: I'm an out-of-town business. How do I add my products to my
community's "Shop by Community" collection?
A: To add your products to your town's "Shop by Community" page, you
will need to add your town's name in the "Product Tags" section followed
by a comma. The current towns that will be recognized as a product tag
are "Caronport," "Mortlach," "Gravelbourg," "Mossbank," "Assiniboia,"
"Chamberlain," "Craik," "Belle Plaine," "Chaplin," "Tuxford," "Eyebrow,"
"Central Butte," "Drinkwater," "Rouleau," and "Avonlea,". If your account has
been approved but your community is not mentioned in the list, simply 
 add the product tag "Other community,". 
NOTE: It is essential that you write the name of your town followed by a
comma, so the system recognizes it as a product tag. 
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Products (cont'd)
Q: How many products can I list on the Moose Jaw Marketplace?
A: You can list as many products as you want on the platform! At this time
we require a minimum of  1 (one) products available for purchase per
business, but the more products the better! We recommend listing at least
5-10 items for sale, but some vendors have 50+ products available on the
platform. 

Q: What are variants and how do I use them? 
A: Variants are important to use if you are selling items with multiple
options for colours, sizes, styles, etc. After you have completed the base
product, you will notice that, near the bottom of the page, the "Variant
Details" section has one product under it titled "Default Title". Here is where
you can add additional variants based on colour, size, etc. To do this, click
"Add Variant", and enter the title of the variant (ex. if the variants are
different colours, the title may be "Blue"). Select the variant image from the
images you uploaded to the base product, and when the variant is complete
click "Save Changes" at the bottom. 
If the product has multiple variants (ex. colour AND size), then you'll need to
add multiple variant options. To do this click "Edit Options", and add
another option. Change the "Title" of these options to the appropriate
variant category (colour, size, etc.), and then when adding new variants you
will be able to specify the colour, size, etc. on each separate variant category. 

A: Yes, your product immediately goes up for sale. If you want to add a
product now but make it available for purchase later, you can disable the
product on the "Products Listing" screen by clicking the three blue dots
under "Action", and clicking "Disable", and enable it at a later date. 

Q: Once I save my product, does it immediately go up for sale? 
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Products (cont'd)
Q: How should I upload my products to generate better visibility and sales?
A: The most important areas to pay attention to are your product photo(s)
and descriptions. The best product photos are professionally done with
solid white backgrounds. Product descriptions should be informative,
providing all of the details a customer may want to be aware of, while
keeping a friendly, conversational tone. If you were the customer, what
would you like to know if you were considering a product purchase? 

Q: How do I edit products after I upload them? 
A: To edit a product after it has been uploaded, simply go to the "Products
Listing" page under the "Products" drop-down menu. On the right side of
the product you want to edit, click the three buttons under "Action", and
click "Edit" in the drop-down menu. When your desired edits are complete,
click "Save Changes" at the bottom of the screen.

A: Product Tags are words that correspond with you product that a
customer may think of when looking up products in the website's search
bar. Thus, you want to add words that you think of when referring to the
product you are uploading. For example, if you are adding a bunnyhug to
the platform, you would want to add tags such as "hoodie", "sweater",
"shirt", and "clothing". 

You can add product tags when adding or editing a product, to do so type
in the desired keyword in the "Product Tags" box followed by a comma.
This will create a green box with the desired word inside, and you can do
this as many times as you want. 

Q: What are product tags and how do I use them? 
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Products (cont'd)
Q: I am offering services for sale. Do I need to set up my products
differently?
A: Your products do not need to be set up differently. However, in the
product description make the customer aware of how your service works, if
they need to go somewhere specific to receive the service, how they can
book a time to receive the service, etc. 

NOTE: Currently the Moose Jaw Marketplace isn't set up to sell custom-
priced products and services on the platform. If your service requires a
custom quote on every project, you won't be able to sell your services on
the platform at this time. That being said, you can still sell a product such
as a gift card on the platform! 
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Orders
Q: How will I be notified when I receive an order?
A: When you have received an order, you will receive an email notification
at the email address you used to sign-up for your account. This notification
will provide basic information regarding your order. Please regularly check
your junk and spam folders to make sure any notifications haven't been
placed in these folders. 

Q: What do I do after I receive an order?
A: After you receive an order, log into your Moose Jaw Marketplace vendor
account. Under the "Orders" drop-down menu click "Orders Listing". Here
you can view the order details of each order placed through the platform. If
you offer delivery and in-store pickup, check and see which option the
customer has selected. If the customer wants delivery, deliver the order in a
timely manner (1-3 business days). If the customer selected in-store pickup,
set aside the order and wait for the customer to pick it up. To confirm the
customer did place the order, you can ask to see a copy of the email receipt
that was automatically sent to them by the Moose Jaw Marketplace. 

A: At this time, the Moose Jaw Marketplace does not offer shipping through
the platform. Delivery is offered on a vendor-by-vendor basis, if vendors
wish to offer delivery there is functionality available to do so.  

Q: Does the Moose Jaw Marketplace offer shipping or delivery? 
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Orders (cont'd)
Q: What are Moose Jaw Marketplace return policies?
A: Return policies are on a vendor-by-vendor basis. As a vendor, it is
important to communicate your return and refund policies to vendors in
the "Policy" section of your vendor profile. 

Q: How do I process returns or refunds on the platform? 
A: If you need to process a return or refund for an order placed on the
Moose Jaw Marketplace, please contact administrators at
moosejawmarketplace@gmail.com. They will be happy to help you
process these requests! 
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Vendor Requirements
Basic Vendor Requirements 

Be a business located in Moose Jaw or the surrounding area (Caronport,
Mortlach, Gravelbourg, Assiniboia, Chamberlain, Craik, Central Butte,
Belle Plaine, Drinkwater, Eyebrow, Tuxford, Rouleau, Avonlea). If you
aren't located in one of these areas but are still within the vicinity,
contact us at moosejawmarketplace@gmail.com to see if you would be
eligible. 
 Have either a Moose Jaw business license, a Home Occupation business
license, or a business license for the area you reside. If you have any
questions about this, please contact us. 

In order to be a vendor on the Moose Jaw Marketplace, you must:

Vendor Requirements in Regards to Products and Profiles

Vendors are responsible for delivering any delivery-eligible orders in a
timely manner (ideally 1-3 business days for businesses located in
Moose Jaw, and 5-7 business days for businesses located outside of
Moose Jaw). 

Vendor Requirements in Regards to Orders

Vendors are responsible for keeping their profile and product
information up-to-date, free of incorrect and misleading information.
Vendors are responsible for setting up their products correctly,
especially when it comes to areas such as charging (or not charging)
taxes on products. 
Vendors are responsible for keeping products that are available on the
marketplace in-stock, and must temporarily disable products that are
not currently available for purchase (unless your products are made on
a by-order basis, which must be clearly communicated to the
customer in the product description. 
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Vendor Requirements (cont'd)
Vendor Requirements in Regards to Communication with Customers 

Vendors are responsible for all communication with vendors in regards
to their products, orders, and profiles. If a customer communicates with  
a vendor via email, vendors should respond back within a timely
manner (within 1-2 business days). 
Vendors are responsible for communicating pickup and delivery
information to customers, whether this is communicated on each order,
or in the short profile description of the vendor profile. 

Vendor Requirements in Regards to Communication with Moose Jaw
Marketplace Administrator(s)

Vendors are responsible for reading and keeping up-to-date with any
communication sent out by Moose Jaw Marketplace Administrators
via email. When communication is sent out, it is assumed that vendors
have read and understood the communication if no reply is given.
Please regularly check your junk and spam folders. 

Since the expansion to include vendors from surrounding
communities is designed to offer businesses an opportunity to expand
their customer base to Moose Jaw, these vendors are required to offer
free delivery OR shipping on marketplace orders to Moose Jaw
customers. Delivery from out-of-town vendors should be fulfilled
within 5-7 business days, and if you choose to ship, orders should be
shipped within 3-4 business days. 
Vendors from surrounding communities must place their products in
their corresponding "Shop by Community" page, as per the
instructions on page 5 of this document.

Additional Requirements for Vendors in Surrounding Communities 
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Additional Information
Q: How do I contact Moose Jaw Marketplace administrators? 
A: The best way to contact the Moose Jaw Marketplace is via email at
moosejawmarketplace@gmail.com. We should get back to you within
1 business day! 

Q: Does the Moose Jaw Marketplace offer any incentives to vendors on the
platform?
A: Yes we do! The major incentive is that the platform is free to use as a
vendor. Aside from this we offer free social media features on our Facebook
and Instagram accounts. If you are interested in being featured, please
contact us and we'll make it happen! 

A: We use an AFT system to direct deposit vendors' earnings twice a month.
To pay you we'll need to set you up on this system, and to do so we'll need
some banking information from you. You can provide this to us by emailing
a copy of a void cheque to moosejawmarketplace@gmail.com, or by
delivering one in person to the Moose Jaw & District Chamber of
Commerce, located at 88 Saskatchewan St. E in Moose Jaw, SK.  

NOTE: Recently the province of Saskatchewan changed tax laws in regards
to marketplaces. Thus, the Moose Jaw Marketplace will remit all PST
earnings to the government directly, so these amounts will be removed
from vendor payments (this will be outlined in your payment invoice).  

Q: How do I receive payment after a customer makes an order?



SUMMER 2021VENDOR GUIDE + FAQS

14

Additional Information (cont'd)
Q: Are there any fees associated with being a vendor on the platform?
A: The Moose Jaw Marketplace is free to join with no commission or
monthly fees! The only cost to the vendor is a transaction fee charged by the
payment platform we use. This is a fee of 2.9% + 30cents per transaction. 

Q: Is someone able to help me set up my account and/or products?
A: Yes! The Moose Jaw Marketplace administrators would be happy to help
you get set up on the platform, and can even provide a 1-on-1 training
session to help familiarize yourself with the platform, either in-person, over
the phone, or on a video call. 

A: Currently, Direct Sales representatives are not able to sell their products
on the Moose Jaw Marketplace.

Q: Are any types of businesses currently not allowed to join the Moose Jaw
Marketplace?

Q: Can I charge delivery fees on orders made through the platform?
A: Unfortunately, there is currently no way for vendors to charge delivery
fees on the platform. Thus, when a vendor offers delivery as an option
through the Moose Jaw Marketplace, it is considered to be free delivery. 


