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1. Setup

Click on "Global Settings" to 
setup overall settings of 

your business

Click on "View Website" to 
see your website

Admin account
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Name of your 
online business

Put cursor on question mark (?) 
symbol for further description

Your company 
contact information

Brief description 
about your business
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Payment 
method

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

Check the box to enable 
payment method
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Check the box to insert 
product option. For 

example color, size etc. 

Choose enable stock 
quantity to enter 

stock quantity For 
product 

sold

For 
product 

delivered

Downloadable product To show product brand

Set shipping zone

Click "Submit" 
to save

Member price, Reward & 
Membership and Referral Bonus

Note: For 
Premium & Plus 

package only

Note: For 
Premium & Plus 

package only
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Admin dashboard/ 
favourite menu

Click icon to setting admin 
dashboard/ favourite menu
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Click “Favourite 
Menu”, only favourite 

menu will appear

Click “Advances Menu”, 
all menu will appear

Click “General Setting”
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Your social 
network 

link

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

Customer can not access 
to your web content

Your web content will be catalog. 
“Add To Cart” function disable

Check the box for admin 
to approve order if stock 

available
Note: For 

Premium & Plus 
package only
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Edit/Update payment gateway settings

GST information

Check box to enable 
payment gateway
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SMS function

Click "SMS 
Messaging Setting"

Admin will recieve 
order SMS

Optional, you need to purchase this SMS Bulk to get this service
Click here

Customer 
will recieve 
order and 
delivering 

SMS

Bulk SMS 
account

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


How to get this Bulk SMS service you can order from here

You can edit your 
own SMS contents

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


Add another language
Click "Add 
Language"

Do not delete for 
future use, just enable 

and disable it



Add another currency
Click "Add 
Currency"



Example:
Currency Name - USDollar

Currency Code - USD
MYR = 1 , 0.24  

Click "Add“ to 
save

Fill in currency 
name and code

Check box to choose 
payment gateway
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Click “Add Shipping” to add 
shipping method



Click “Submit” 
to save

Fill-in shipping information

You can set 
shipping zone

You can set shipping 
method. For example: 
PosLaju, DHL, Skylink
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Click “Add Administrator” 
to add another admin user



Fill-in new admin 
user information

Click “Submit” 
to save

You can set login 
level admin user 
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You can choose 
color theme

Click “Edit” to edit your 
logo/banner/announcement/

left banner
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To update your website logo

Choose image file 
from your folder 

The required size:
Width – 350
Height – 80

Click “Submit” 
to save
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To update your bill letter head

Choose image file 

The required size:
Width – 750
Height – 120

Click “Submit” 
to save
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To update your header banner Click “Add Header Banner” to 
add your own designed banner



The required size:
Width – 980
Height – 200

Choose image file 

Fill-in banner name

Click “Submit” 
to save

Key-in URL link to product 
website
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Click “Add Left Banner” to add 
your own designed left banner

To update your left banner

You can insert sort 
number to set which 
banner you wish to 

come out first 

Check the box to 
enable banner appear 

on your website

Click "Update 
Display" to save

Click "Update 
Sorting Order" 

to save
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The required size:
Width – 200
Height – 200

Choose image file 
from your folder

Fill-in banner name

Click “Submit” 
to save

Key-in URL link to product 
website
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To update announcement

Edit your announcement here

Click “Submit” 
to save

1

2



Click “About Us” to update 
description or introduction 

of your website

Click “Submit” 
to save

Edit your information here

1

2

3



Edit your footer information of 
your website here



To update “How To Shop”

Edit your information here

Click “Submit” 
to save
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To update “Shipping Info”

Click “Submit” 
to save

Edit your shipping information 
here
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To update “Refund Returns”

Edit your information here

Click “Submit” 
to save
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You can edit your 
own email contents

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

to avoid error



Select radio button, it will be 
your default homepage

Click "Create New Page" 
to add new page

You can enable and disable 
page, edit and delete page

Click "Create New Page" 
to add new page

Click "Save" to save

Click icon to 
edit page

To create new page
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Click "Submit" to save

Important you need 
key-in Sub Menu Title

Fill-in your new 
page detail here

Fill-in Meta Title, 
Meta Keyword and 
Meta Description  
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A new page created



2. Product

Click 
“Product”



Click “Category/Sub Category”

Click “Add Category” 
to add new category

To add new product category
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Insert product category name

Member Reward: 
1 point every $1 
purchase. Enter 

100% for 1 point

Referral Bonus: 
0.1 point every $1 

purchase. Enter 
10% for 0.1 point

Note: For 
Premium & Plus 

package only

Click “Submit” 
to save

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

Check the box to enable 
product comparison
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Update product settings

Check the box to insert 
product option. For 

example color, size etc. 

Choose enable stock 
quantity to enter 

stock quantity

For 
product 

sold

For 
product 

delivered

Note: For 
Premium & Plus 

package only
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Click “Update” 
to save



Click “Add Product” to 
insert new product

Update stock 
quantity here

Note: For 
Premium & Plus 

package only



(+) symbol to add 
another name

Select color & size 
if available

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

Price” only

Click “Submit” 
to proceed

Click “Draft”, this product 
will save as draft

Note: For 
Premium & Plus 

package only
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Fill-in product 
information
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You can upload 
product image up 

to 6 image

To delete image



Fill-in Feature Category

Click “Submit” 
to save

Product feature to enable product comparison
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Click "Add Feature" to 
add product features 

Enter product 
features name

Click "Submit" 
to save
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Click icon to manage 
features value

Click "Add" to add 
features value
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Sample Product Comparison Click "Remove All" to remove 
all product comparison 

Click "View Comparison" 
to view product 

comparison 

Click "+ADD TO COMPARE" to 
select product to compare1

2
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Result of  Product Comparison



Product description

Insert image, video, 
document, embed a 
Youtube video and 

Google Map

Click “Submit” 
to save

Check box to view product 
description on your website
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Click icon to 
duplicate product

Select another 
colorClick "Add 

Product"
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Promotion module

Select start and end date

Choose type of 
promotion

Click “Submit” 
to save

Note: For 
Premium & Plus 

package only

Click icon for 
promotion module
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Promotion Buy (x) Free (x)

Select start and end date

Click “Submit” 
to save

Enter promotion 
detail
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Click “Add To Cart” 
to proceedSelect quantity

Promotion Buy 3 Free 1
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Promotion Bulk Purchase Discount

Select start and end date

Click “Submit” 
to save

Enter promotion 
detail
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Click “Add To Cart” 
to proceedSelect quantity

Promotion Buy 5 Discount 25%
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Promotion Price

Select start and end date

Click “Submit” 
to save

Enter promotion 
price detail
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Click “Add To Cart” 
to proceed

Promotion Price from RM45.00 
to RM 40.00 save 11.11%
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Quick price update

Update price

Click “Submit” 
to save
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Click “Add 
Brand”



Click “Submit” 
to save

Create new 
brand name
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Create new 
product color

Click “Add” 
to save
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Click icon to edit 
product color

Click “Update” 
to save
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Create new 
product size

Click “Add” 
to save
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Click icon to edit 
product size

Click “Update” 
to save

1

2



3. Order

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



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

Click “Add To Cart”
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Click (-) or (+) symbol to 
add or reduce quantity

Click “Add To Cart”

Customer can see 
product description
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Change quantity Click icon to 
delete item 

Click icon to refresh 
after change quantity

To browsing 
another product

Proceed to 
payment
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Product name and 
price information

Note: For 
Premium & Plus 

package only
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Customer already 
have account

Click "Login" to login 
to your account

Click "Continue" to 
create an account

New customer need to 
create an account
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Fill-in E-Mail Address 
and Password 
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Create an account

Fill-in personal 
details

Fill-in company and 
address details

Your password

Click “Submit” as 
you confirmed to 
create an account
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Choose shipping 
method

Choose payment 
method

Click “Submit” to 
confirm order

Confirm 
shipping address
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Payment via PayPal



Payment via bank transfer

Bank account detail



The blinking 
"NEW!" shows 

new order

Click "New Order" to 
see list of order
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Sales Listing

Customer 
sales order 
information



Customer 
account

Click “My Order” to 
view order information
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Payment 
status

Click “Bank-in 
info” to update 

bank info
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Click icon to 
view sales order



Enter bank name

Enter bank in information. 
For example: date, bank-in 

place, bank-in no, etc.

Upload bank-in slip 
image as a prove

Click “Submit” to update 
bank-in payment detail

Message show bank-in info 
has update successfully

Customer need to fill-in bank-in detail
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Payment status. 
Waiting for admin to 

approve

The blinking “NEW!” 
will appear

Admin account



Blinking “NEW!” will appear and 
download bank-in slip image

Admin account

Admin can verify 
customer payment
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Admin click icon to 
view sales order



Click "Submit" to 
update payment 

information

Update payment 
information as you 

confirm the 
payment is valid
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The payment status 
update from 

Unpaid -> Paid

The delivery status 
Pending. Click at Pending 

to change status
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Update delivery status. Fill-
in info to inform customer 
about delivery detail and 

tracking number

Click "Submit" to update 
delivery information
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Delivery status with 
date of delivery

Click to send SMS of 
delivery information

Click to resend email 
of sales order 

Click to send email of 
delivery information



4. Q&A

Q. How to purchase order on the site?

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.

You may change this Q&A based on your company policy. 
This Q&A are sample only.



Q. How to change my account personal information and shipping address?

Log-in your account → Click on “My Account”→ Click "My Profile" → Edit your account information and
shipping address here.

Q. I forgot my Password for my account. What should I do to retrieve it?

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-mel and new password. You may change your
password.

Q. Can I cancel an existing order that have been made?

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 allready accepted and orders that are in shipping or shipped will not be cancel.
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Q. After purchase if I don't like the item, can I return it back and request for 
refund?

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



Q. What is the product's transaction currency?

All products transaction currency will be done in <<your-main-currency>>.

Q. How long does the delivery usually takes?

Delivery usually will takes about <<how many working days>> to <<how many working days>>

Q. How long does it takes to receive refund?

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.



Support Ticket 

If you have any problem please send support ticket at:

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

Click link below



Click "Register" if you do 
not have account



Click "Submit" 
to register

Fill-in your 
information
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Fill-in your email 
and password

Click "Login"
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Fill-in your 
problem

Your alternative 
email address

Click "Create 
Ticket" to submit

Welcome youremailxxx@gmail.com

youremailxxx@gmail.com

You can attach the 
screenshot of 
your problem
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THANK YOU


