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1. 设置Setup

点击“Global Settings”查看整体
设置

Click on "Global Settings" to setup overall settings of 
your business

点击“View Website”，查看
看您的网站

Click on "View Website" to see your website

管理员帐户
Admin account
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输入您的网页业务
名称

Name of your online 
business

将鼠标移到符号上显示进一步说明
Put cursor on question mark (?) symbol for further 

description

贵公司的联系信息
Your company contact 

information

对您的业务简述
Brief description about your 

business
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付款方式
Payment 
method

填写银行转账户口资料
高达3个银行

You can fill in details of bank 
transfer payment up to 3 account 

bank

勾选启用付款方式
Check the box to enable payment 

method
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请输入产品分类。例如
颜色，大小等

Check the box to insert product 
option. For example color, size etc. 

选择否开启使用库存
量记录库存

Choose enable stock quantity to 
enter stock quantity

开放销售
数量

For product 
sold

存货数量
For product 

delivered

可下载的产品
Downloadable product 显示示产品品牌

To show product brand

运输区域
Set shipping zone

点击“Submit”
保存

Click "Submit" to save

会员价Reward & Membership
和Referral Bonus

Member price, Reward & Membership and 
Referral Bonus

注：

此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only
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注：

此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only



管理员板面/最爱
菜单

Admin dashboard/ favourite 
menu

点击图标可设置管理板面/最爱
菜单

Click icon to setting admin dashboard/ 
favourite menu
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点击“Favourite Menu”，
显示常用选项

Click “Favourite Menu”, only favourite 
menu will appear

点击“Advances Menu，
显示所有高级选项

Click “Advances Menu”, all menu will 
appear

点击 “General Setting”
Click “General Setting”
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你的社交
网络链接

Your social 
network link

Check box if you want to link 
with your social network icon

开启网页维护模式，开启时
网页资料将不会显示

Customer can not access to your web 
content

开启商品目录模式，开启时
订购系统关闭

Your web content will be catalog. “Add To 

Cart” function disable

挂钩手动确认订单
Check the box for admin to approve 

order if stock available

注：
此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only
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编辑/更新支付网设置
Edit/Update payment gateway settings

GST资料
GST information

挂钩以启用支付网收费
Check box to enable payment 

gateway
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短信功能
SMS function

点击“SMS 
Messaging Setting”
Click "SMS Messaging Setting"

管理员将收到订单
短信

Admin will recieve order 
SMS

可选，您需要购买此短信群发得到这个服务点击这里
Optional, you need to purchase this SMS Bulk to get this service Click here

客户收到短
讯订单通知

Customer will 
recieve order and 

delivering SMS

短信群发
账号

Bulk SMS 
account 点击“Submit”保存

Click "Submit" to save
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https://www.firstonline.com.my/eweb/catalog.php?catid=3&subcatid=10
https:/www.firstonline.com.my/eweb/catalog.php?catid=3&subcatid=10


点击这里，预知如何获取短信群发服务
How to get this Bulk SMS service you can order from here

您可以编辑自己的
短信内容

You can edit your own SMS 
contents

注：请注意，不要更改或删除
“{}”里面的字，以避免错误
Note: Please be careful, do not change or 

delete word inside { } to avoid error

https://www.firstonline.com.my/eweb/catalog.php?catid=3&subcatid=10
https:/www.firstonline.com.my/eweb/catalog.php?catid=3&subcatid=10


添加另一种语言
Add another language

点击“Add 
Language”

Click "Add Language"

请不要删除以备将来之
需，只需启用和禁用
Do not delete for future use, just 

enable and disable it



点击“Add 
Currency”

Click "Add Currency"

添加其他货币
Add another currency



示例：
货币名称 - USDollar
货币代码 - USD
MYR =1，0.24

Example:
Currency Name - USDollar

Currency Code - USD
MYR = 1 , 0.24  

点击“Add”保存
Click "Add“ to save

填写货币名称及代码
Fill in currency name and code

复选框以选择支付网
Check box to choose payment 

gateway
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点击“Add Shipping”添加运
输方式

Click “Add Shipping” to add shipping method



点击“Submit”
保存

Click “Submit” to save

填运输信息
Fill-in shipping information

您可以设置发货区
You can set shipping zone

您可以设置运输方式。
例如：POSLAJU，DHL，

Skylink
You can set shipping method. For 
example: PosLaju, DHL, Skylink

1

2

3



点击“Add Administrator”
添加管理员用户

Click “Add Administrator” to add another 
admin user



填写新的管理员用
户信息

Fill-in new admin user 
information

点击“Submit”保存
Click “Submit” to save

您可以设置管理
员用户登录级别

You can set login level 
admin user 
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你可以选择主
题颜色

You can choose color 
theme

点击“Edit”来编辑您的标志
/布条/公告/迷你布条

Click “Edit” to edit your 
logo/banner/announcement/left banner
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更新您的网站标志
To update your website logo

从文件夹中选择图像
文件

Choose image file from your folder 

所需大小：
宽度 - 350
高度 – 80

The required size:
Width – 350
Height – 80

点击“Submit”保存
Click “Submit” to save
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更新您的账单的信头
To update your bill letter head

选择图像文件
Choose image file 

所需大小：
宽度 - 750
高度 – 120

The required size:
Width – 750
Height – 120

点击“Submit”
保存

Click “Submit” to save
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更新标题布条
To update your header banner

点击“Add Header Banner”添加您自己设计的布条
Click “Add Header Banner” to add your own designed banner



所需大小：
宽度 - 980
高度 – 200

The required size:
Width – 980
Height – 200

选择图像文件
Choose image file 

填空题旗号
Fill-in banner name

点击“Submit”
保存

Click “Submit” to save

键入URL链接到产品网站
Key-in URL link to product website
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点击“Add Left Banner”添加自己的设计的布条
Click “Add Left Banner” to add your own designed left banner

更新左边的布条
To update your left banner

填入编号以设置排列顺序
You can insert sort number to set 

which banner you wish to come out 
first 

勾选选用布条
Check the box to enable banner 

appear on your website

点击“Update 
Display”保存

Click "Update Display" to save

点击“Update 
Sorting Order”

保存
Click "Update Sorting 

Order" to save

1

2
3

4

5



所需大小：
宽度 - 200
高度 – 200

The required size:
Width – 200
Height – 200

从文件夹中选择图
像文件

Choose image file from your 
folder

填入布条名称
Fill-in banner name

点击“Submit”
保存

Click “Submit” to save

填入URL链接到产品网页
Key-in URL link to product website
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更新公告/新闻
To update announcement

在这里编辑您的公告
Edit your announcement here

点击“Submit”
保存

Click “Submit” to save
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点击“About Us”更新网站资料
Click “About Us” to update description or 

introduction of your website

点击“Submit”保存
Click “Submit” to save

在这里编辑您的信息
Edit your information here
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在这里编辑你的网站的页脚信息
Edit your footer information of your website here



更新“How To Shop”
To update “How To Shop”

在这里编辑您的信息
Edit your information here

点击“Submit”保存
Click “Submit” to save
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更新“Shipping Info”
To update “Shipping Info”

点击“Submit”保存
Click “Submit” to save

在这里编辑您的送货信息
Edit your shipping information here
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更新“Refund Returns”
To update “Refund Returns”

在这里编辑您的信息
Edit your information here

点击“Submit”保存
Click “Submit” to save

1

2



您可以编辑您自己
的电子邮件内容

You can edit your own email 
contents

请注意，不要更改或删除“{}”
里面的字，以避免错误

Note: Please be careful, do not change or delete 
word inside { } to avoid error



单选按钮选择默认主页
Select radio button, it will be your default 

homepage

点击“创建新页面”来添
加新的一页

Click "Create New Page" to add new page

您可以启用和禁用页面，
编辑和删除网页

You can enable and disable page, edit and 
delete page

点击“创建新页面”添
加新的一页

Click "Create New Page" to add new 
page

点击“Save”，保存
Click "Save" to save

点击铅笔图标，编辑页面
Click icon to edit page

创建新页面
To create new page
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点击“Submit”保存
Click “Submit” to save

您需要填写标题
Important：You need to key-in Sub Menu 

Title

填写您的新页面
详细

Fill-in your new page 
detail here

填写Meta Title, Meta 
Keyword 和 Meta 

Description
Fill-in Meta Title, Meta Keyword 

and Meta Description  
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新页面成立
A new page created



2. Product

点击
“Product”
Click “Product”



点击“Category/Sub Category”
Click “Category/Sub Category”

点击“Add Category”
来添加新的分类

Click “Add Category” to add new 
category

添加新的产品分类
To add new product category
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输入产品分类名称
Insert product category name

Member Reward: 
每购买$1得1点。
输入100％表示1点
Member Reward: 1 point 
every $1 purchase. Enter 

100% for 1 point

Referral Bonus ：
每购买$1得0.1点.
输入10%表示0.1点
Referral Bonus: 0.1 point 
every $1 purchase. Enter 

10% for 0.1 point

点击“Submit”
保存

Click “Submit” to save

复选框，以启用“Member 
Reward”和“Referral Bonus”

Check box to enable “Member Reward” and 
“Referral Bonus”

勾选启用产品比较
Check the box to enable product 

comparison
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注：
此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only



更新产品设置
Update product settings

输入产品选项。例如颜
色，大小等

Check the box to insert product 
option. For example color, size etc. 

选择使库存量记录库
存数量

Choose enable stock quantity to 
enter stock quantity

可销售库存
For product sold

可发货库存
For product 

delivered
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点击“Update”保存
Click “Update” to save

注：
此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only



点击“Add Product”将新
产品

Click “Add Product” to insert new product

此更新库存数量
Update stock quantity here 注：

此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only



（+）号添加另一
个名字

(+) symbol to add another 
name

选择颜色和大小
Select color & size if 

available

设置不同的价格。客户会看到预
设“Customer Price” 的价格

Set different price for Customer, Member & 
Dealer. Customer will see “Customer Price” only

点击“Submit”
继续

Click “Submit” to proceed

点击“Draft”，将该产品将
保存为草稿

Click “Draft”, this product will save as draft
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填写产品信息
Fill-in product information
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注：
此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only



您可以上传片多达6
个产品图像

You can upload product image 
up to 6 image

删除图像
To delete image



填写Feature Category
Fill-in Feature Category

点击“Submit”保存
Click “Submit” to save

产品特点，激活使产品比较
Product feature to enable product comparison
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点击“Add Feature”，以增
加产品的功能

Click "Add Feature" to add product features 

输入产品功能名称
Enter product features 

name

点击“Submit”
保存

Click "Submit" to save
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点击图标管理功能
Click icon to manage features 

value

点击“Add”增加新的
功能价值

Click "Add" to add features value
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样品产品比较
Sample Product Comparison

单击“Remove All”删除所有产品比较
Click "Remove All" to remove all product comparison 

点击“View Comparison”
查看产品比较

Click "View Comparison" to view 
product comparison 

点击“+ ADD TO COMPARE 
选择产品进行比较

Click "+ADD TO COMPARE" to select product 
to compare1
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产品比较结果
Result of  Product Comparison



产品描述
Product description

插入图片，视频，文档，
嵌入YouTube视频和

Google Map
Insert image, video, document, embed 

a Youtube video and Google Map

点击“Submit”
保存

Click “Submit” to save

挂钩选框以开启网站的产品说明
Check box to view product description on your website
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点击图标可以复
制的产品

Click icon to duplicate 
product

选择另一种颜色
Select another color点击“Add 

Product”
Click "Add Product"
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促销模块
Promotion module

选择开始和结束日期
Select start and end date

输入促销资料
Choose type of 

promotion

点击“Submit”
保存

Click “Submit” to save

点击图标晋升模块
Click icon for promotion module
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注：
此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only



促销买（x）的免费（x）
Promotion Buy (x) Free (x)

选择开始和结束日期Select 
start and end date

点击“Submit”
保存

Click “Submit” to save

输入促销细节
Enter promotion detail
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点击“加入购物车”
继续

Click “Add To Cart” to proceed选择数量
Select quantity

促销买3送1
Promotion Buy 3 Free 1
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促销批量购买折扣
Promotion Bulk Purchase Discount

选择开始和结束日期
Select start and end date

点击“提交”保存
Click “Submit” to save

输入促销细节
Enter promotion detail
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点击“Add To Cart”
继续

Click “Add To Cart” to proceed选择数量
Select quantity

促销购买5折25％
Promotion Buy 5 Discount 25%
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促销价Promotion Price

选择开始和结束日期
Select start and end date

点击“Submit”保存
Click “Submit” to save

输入促销价格的细节
Enter promotion price detail
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点击“加入购物车”继续
Click “Add To Cart” to proceed

促销价格从RM45.00至RM40.00节省11.11％
Promotion Price from RM45.00 to RM 40.00 save 11.11%
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快速价格更新Quick 
price update

更新价格
Update price

点击“Submit”保存
Click “Submit” to save
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点击“Add Brand”
Click “Add Brand”



点击“Submit”保存
Click “Submit” to save

创建新的品牌名称
Create new brand name
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创建新的产品颜色
Create new product color

点击“Add”保存
Click “Add” to save
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点击图标，编辑
产品颜色

Click icon to edit product 
color

点击“Update”保存
Click “Update” to save
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创建新的产品尺寸
Create new product size

点击“Add”
保存

Click “Add” to save
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点击图标，编辑产
品尺寸

Click icon to edit product size

点击“Update”保存
Click “Update” to save
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3. Order

点击“Add To Cart”，产品
形象或产品名称

Click “Add To Cart” , product image or 
product name



点击（ - ）或（+）号，
以增加或减少数量

Click (-) or (+) symbol to add or 
reduce quantity

点击“加入购物车”
Click “Add To Cart”
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点击（ - ）或（+）号，
以增加或减少数量

Click (-) or (+) symbol to add or 
reduce quantity

点击“加入购物车”
Click “Add To Cart”

客户可以看到产品说明
Customer can see product description
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更改数量
Change quantity

点击图标删除项目
Click icon to delete item 

更改数量后，点击刷新
Click icon to refresh after change 

quantity

要浏览其他产品
To browsing another 

product

继续付款
Proceed to 
payment
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产品名称和价格信息
Product name and price 

information

注：
此功能只在Premium

和Plus配套
Note: For Premium & Plus 

package only



已经有账号的顾客
Customer already have account

点击“Login”登录到您
的帐户

Click "Login" to login to your account

点击“Continue”，
创建一个帐户

Click "Continue" to create an 
account

新客户需要创建一个帐户
New customer need to create an 

account

1

2

3

填写E-Mail Address 
和 Password 

Fill-in E-Mail Address and 
Password 
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创建一个帐户
Create an account

填写个人详细资料
Fill-in personal details

输入公司和地址详细
Fill-in company and address details

你的密码
Your password

点击“提交”，确
认创建帐户

Click “Submit” as you 
confirmed to create an account
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选择送货方式
Choose shipping method

选择付款方式
Choose payment method

点击“Submit”，确
认订购

Click “Submit” to confirm order

确认送货地址
Confirm shipping address
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通过PayPal付款
Payment via PayPal



通过银行转账付款
Payment via bank transfer

银行帐户详细
Bank account detail



闪烁的“NEW！”
显示新订单

The blinking "NEW!" shows 
new order

点击“New Order”看的
订单

Click "New Order" to see list of order
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销售订单
Sales Listing

客户销售订
单信息

Customer sales 
order information



客户帐户
Customer account

点击“My Order”查看订单
信息

Click “My Order” to view order information
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付款状态
Payment status

点击“Bank-in info”
更新银行信息
Click “Bank-in info” to 

update bank info
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点击图标查看销售
订单

Click icon to view sales order



输入银行名称
Enter bank name

在信息输入银行。例如：
付款日期，银行收据号码，

等等。
Enter bank in information. For example: 

date, bank-in place, bank-in no, etc.

上传银行收据图像作为
证明

Upload bank-in slip image as a prove

点击“Submit”，更新
银行的付款明细

Click “Submit” to update bank-in 
payment detail

消息显示银行的信息已成功更新
Message show bank-in info has update successfully

客户需要填写的银行详细
Customer need to fill-in bank-in detail
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付款状态。等待管理员批准
Payment status. Waiting for admin to 

approve

闪烁的“NEW！”将出现
The blinking “NEW!” will appear

管理员帐户
Admin account



闪烁“NEW！”将出现，
并下载银行收据图像
Blinking “NEW!” will appear and 

download bank-in slip image

管理员帐户
Admin account

管理员可以验证客户
付款

Admin can verify customer 
payment
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管理员点击图标来查看
销售订单

Admin click icon to view sales order



点击“提交”更新
付款信息

Click "Submit" to update 
payment information

更新付款信息，确认
支付有效

Update payment information as 
you confirm the payment is valid

1

2



从付款状态更新
Unpaid -> Paid

The payment status update 
from Unpaid -> Paid

交货状态 Pending. 按一下
Pending 改变现状

The delivery status Pending. Click at 
Pending to change status

12



更新交货状态。输入运输信
息，告知客户相关传递的细

节和跟踪号码
Update delivery status. Fill-in info to inform 

customer about delivery detail and 
tracking number

点击“Submit”，更新
传递信息

Click "Submit" to update delivery 
information
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交货日期及交货状态
Delivery status with date of delivery

点击发送运输消息的短讯
Click to send SMS of delivery 

information

点击重新发送销售订单
Click to resend email of sales order 

点击发送运输消息的
电子邮件

Click to send email of delivery 
information



4. Q&A

问：如何在网站上订单？
Q. How to purchase order on the site?

1.点击'Add to cart' 以把欲购买的商品添加至购物推车里

2.点击“Continue Shopping”继续添加其他产品到购物车，或者单击“Checkout”进行付款的产品。

3. 此时产品页面将会切换成登录页面。您需要输入账户资料登录网站，还没申请账号的话必须先申
请了才能进行购买。

4. 登录后确认'shipping address''栏里的地址是正确的，然后点击''next''。

5. 点击next后，选择运输方式。

6. 之后，再选择付款方式

7.在已经完成在此之前的步骤，您需要重新确认您的结算明细，并商定的条款和条件。

8.单击“Confirm Order”来完成订单。

1. Click “Add To Cart” button on the products you wish to purchase.

2. Click “Continue Shopping” to continue add other products into the cart or click “Checkout” to proceed your payment for the products.

3. You'll reach a log in page where you need to log in your account using your Username and Password. If you don't have an account created yet,
you need to register an account before you proceed your payment.

4. You'll need to confirm your shipping address on the “Shipping Address” page and click “next” button.

5. From here, you need to select your shipping methods.

6. Next you'll need to choose your payment method.

7. After the steps before this have been done, You need to reconfirm your billing details and agree on the terms and condition.

8. Click “Confirm Order” to complete the order.

您可以根据公司政策更改这个Q＆A。此问答为参考样本。
You may change this Q&A based on your company policy. This Q&A are sample only.



问：如何更改我的帐户的个人信息和送货地址？
Q. How to change my account personal information and shipping address?

登录您的账户→点击“My Account”→点击“My Profile”→在这里编辑您的帐户信息和送货地址。
Log-in your account → Click on “My Account”→ Click "My Profile" → Edit your account information and shipping address here.

问：我忘记了我的帐户密码。我应该怎么做才能找回？
Q. I forgot my Password for my account. What should I do to retrieve it?

点击“Login”→点击“Forgotten Password”，填写您用于注册的邮箱，点击提交。

您会收到恢复密码。请使用 E-Mail和新密码登录。您可以更改您的密码。
Click "Login" → Click on “Forgotten Password” and fill your email that used to register the account in the box.

Click Submit.

You will receive password recovery. Then login using e-mail and new password. You may change your password.

问：我能不能取消订单？
Q. Can I cancel an existing order that have been made?

可以，只有当订单仍然在等待状态。

- 请发邮件到我们的客户服务邮箱在<<您的客户服务电子邮件>>告诉我们，标题为“取消订单”，
以通知我们取消订单。

不能，付款接受后或出货运输后订单将不会被取消。
Yes, only if the order is still on pending status.

- Please send an email to our customers service email at <<your-email-for-customer-service>> with the message title “Request to cancel order” in
order to inform us about the cancellation order.

No, only if payment already accepted and orders that are in shipping or shipped will not be cancel.



问：如果我不喜欢这个产品，我可否退货并要求退款？
Q. After purchase if I don't like the item, can I return it back and request for refund?

可以，你可以在发货后<<多少天>>申请退货。请发邮件到我们的客户服务邮箱在<<您的客户服务电子邮件>>告诉我
们，标题为“退款”，以通知我们取消订单。退款必须是下列条件：

1.所有产品必须处于良好的状态，未使用并没有缺陷。

2.该产品必须完全包装。如需要请把它包好或找到其他合适的包装，以保证产品不被损坏。

请确保您提供以下信息供我们的参考：

1.姓名

2. 联系电话

3.电子邮件

4.订购的商品

5.订单编号

6.退款理由

7.退款付款方式和细节

Yes, you can return within <<how many days>> from receipt. Please send an email to our customers service email at <<your-email-for-customer-
service>> with the message title “Return and refund” in order to inform us about the return and refund. The refund must be following the
condition:

i. All products must be in good condition with no defective or used item.

ii. The products must be return with full packaging. If not please wrap it or find suitable packaging to ensure the product do not get damaged.

Please ensure you attach the following information with the products return for our references:

i. Name

ii. Contact Number

iii. Email

iv. Item Purchase

v. Order number

vi. Reasons for refund

vii. Refund payment method detail



问：你们接受什么货币？
Q. What is the product's transaction currency?

所有产品只接受<<您预设的货币例:RM>>。
All products transaction currency will be done in <<your-main-currency>>.

问：运输/交货一般需要多少天？
Q. How long does the delivery usually takes?

交货通常需要大约<<多少个工作日>>到<<多少个工作日>>
Delivery usually will takes about <<how many working days>> to <<how many working days>>

问：多久才能拿回退款？
Q. How long does it takes to receive refund?

在我们确认收到货品之后，并确认产品的完好度。退款时间在于您的付款方式，我们将通过E-Mail
通知退款。
After we receive returned items and ensure the product in good condition. Time to receive refund is depending on your preferred refund payment
method. We will inform the refund payment via e-mel.



支持票Support Ticket 

如果您有任何问题，请给支持票为：
If you have any problem please send support ticket at:

https://www.firstonline.com.my/support

点击以下链接 Click link below



点击“Register”，注册账号
Click "Register" if you do not have account



点击“Submit”注册
Click "Submit" to register

填写您的信息
Fill-in your information

1

2



填写您的电子邮件
地址和密码

Fill-in your email and 
password

点击“Login”
Click "Login"

1

2



填写您的问题
Fill-in your problem

您的替代电子邮
件地址

Your alternative email 
address

点击“Create Ticket”
提交

Click "Create Ticket" to submit

Welcome youremailxxx@gmail.com

youremailxxx@gmail.com

您可以将您的问题
以截图的方式告诉

我们
You can attach the 

screenshot of your problem

1

2

3
4



谢谢
THANK YOU


