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1. Introduction

This manual is a supplementary guide for users, who have registered as vendors to sell goods on
Prestashop web-stores that use the DropShip module as the main source of administration for

registered vendors.

The main aim of this guide is to provide basic instructions and describe the main steps which
should be taken to create your first products and start promoting them on the store where you are

registered as a vendor.

For more explanations and detailed instructions, please, refer to the Prestashop official guide.



http://doc.prestashop.com/display/PS15/Adding+Products+and+Product+Categories
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2. Creating a New Product

Once you become an approved and registered vendor on a Prestashop store, you will receive

login details to access your personal account in the administration panel where you can create

and manage the products that you are going to sell as well as configure other settings such as

orders, shipping settings etc.

To first thing you need to do to start selling goods in the store is to create a product.

Go to the Catalogs — Products section. This section contains the list of all your products which you

currently sell on the store. When you create a new product it should be first approved by the shop-

admin, only after that the product will become available online for purchase. Trusted vendors have

their products approved automatically.

List of products and their status

Catalog » Products W =

Filter by category

Fage V)1 |Display S0 v (Zresulis Filtar Rsssl

1D Photo Name Reference Category Base price Final price Quantit Staties Actions
I Y

- v a va v a -a v a

The status of each product is reflected in the Valid column. If a product is valid this means that it

has been approved by the administrator and thus can be sold online.

To create a new product click Add New. You will become redirected to the Product Edit Page

where you will need to fill in the necessary fields.

The Page contains the following tabs:
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Information tab

The first thing you should do is to give name for your product, indicate its type and status.

Naming the product

Indaritetion Product gicbal information

Q ﬁ I it is obligatory to select
EANTY or JAN otba: ke \ the type of the product, Viesay  Everyaters ¥
& Come name the new product o st b
and specify the status ~ i 310y 1

Next, write description for your product. The short description will be used for this product when it

is listed with other products, while detailed description will appear directly on the product page.

Giving description for the product

D B|ZI | U|S = | = | stes v  Heading 1 v | FontFamily | v | FontSize - =
) || X 3| B8 (=] =] =)= i B se|ml|lal-lz- B2

H H »”

2-in-1 ultraportable laptop with 10” tablet

Path: h1.product-slogan 4

o it D B I | U|S| E|=||=| =] Styles v | Format v | Font Fami v  Font Size - =
ars in the bod

MREEEREE ¢ | Bl eN\al Az /(D
« Windows 8.1 or other editions available

« Small and fight, with an Intel® quad-core processor

o Comfertable keyboard dock and IPS display

e Upto 11 hours battery life for all-day mobile use

Path: div.product-intro » ul » li 4

‘ @ Do you want an image associated with the product in your dej, iption? Click here V

Tags

Provide description
for the new product
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Price tab

On this tab you need to indicate the price for your product.

Indicating the product price

Product price
Prices G
v{’éi‘ muSt aer effet Bhe pretar retl ¢ the refakl prce Wweth tax The nput Aeid sl e sctomatcally calculated

Specific prices
Hule Lombination Lurrency Lountry Group Customed Hxod price impact Porlod (quangity) Action

Priority management

R Wl g Lo Cos B it ISR plos e Friootes 8

SEO tab

The next tab which you will need to visit is the SEO tab. Although this is not an obligatory option to
fill in this section from the functional point of view, however this section is a must if you care about

how well your page is doing on search engine results.

¢ Meta title — the title of the product page;

e Meta description — short description for your page. This information is used by search
engines as a description for your page when it is listed on the results page;

e Meta Keywords - enter a set of keywords which characterize your page and your product;

e Friendly URL - you can indicate your own URL for the page, which will be easy to

remember or readable for search engines.
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Applying page Meta data
SEO
tSata itle LM
SEO
Méta descnplion -y
Mota koywords ™
frendly URL  asusSransformer-book-4100 .y
Ganerste  Wendy URL fram the product nam

The product line will oo live e htlg

Associations tab

In this section you need to specify the categories to which your product will belong.

Specifying product categories
Assoclations

AssnCarted calogones

Agsociations "
riiseds Select the categqories
? \/ to which your product will belong

.
‘ @ The defaul camegory 12 the category Saoptayed by vetaulk

— Chopss (opaonal}— ¥ ) Creale new mamfaciuess

Shipping tab

Here you need to specify the dimensions and weigh of your product — these numbers will be used

by the store when calculating the shipping price.
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Shipping settings
Information Shipping
Prices
= Width (package): 104 in
SEQ
t Height (package): 6.7 in E t d t

Associations nrer your proauc

Depth (package): | 0.41 in K/ dI'PVle :?I‘OVISP
Shipping n.

Weight (package). 1.2 ]
Combinations

Additional shipping cost(per $ 0.00

Quantities quantity): | be
Images
Features
Customization
Attachments

Combinations tab

The same product may be sold in different colors, sizes, dimensions and other parameters. Quite
often a product may include a combination of these attributes. Therefore, this section allows you to

create or add new attributes for your product.

To create a combination of attributes for the product click the New Combination button on the right
upper corner. This will launch the window where you can create and add a combination of

attributes for your product.
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Add or moaify combinations foe this proguct

Product combinations

Crapame A FIOOUNE COMOMONE GENIN 1 geter th mitsricyl create » sot of
Ao 153 .
Vuve 2 Choose and add the attributes
Cantinateny aai ICU 103G inist G 2 0w \,./ far this product
i Delets
@- 3412 [} j
Mt Progsttcom 5 0 (Loave piane if e prce 0309 DOt Shange) w g N
e s TS indicate the refevence, if necessary.
st o Wi Hire . mm ”ﬂmb"s may b‘ ““d
R i (670 by your warehouse or your carrier
e
e ol 0L Tas a2 2 AR IT YO0V
Aratalts dain A X " . .
v s e atvat e Here you can specify if the price
J will change or not if the customer
selects these attributes on the store
— |
Outaatt @ Pobm then ¢ fher phrtaent ¢ 31 tm peodiny

Quantities tab

In this part you are able to specify the number of items of your product which is currently available
in stock. The system allows using advanced and manual stock management, but for beginners we

recommend to manage your products manually, since this is the simplest way.

Quantities settings

Avallable quantities for sale

o Tris atertacs SMeas you D mEnaps valltie uanthes Mr 538 M pruowcts i S15a abows iU 1o Mend gs produc comminaiing » e cunsnt shop

Yéu can chocur whether o7 net ¥ use the advanced stock mansgeman system for Uy produd

Yéu can manualy specly e quanities for the producteach produtt comBnaion. of you can thaoey o autermalicafly Selermine Mese quartlies Sa509 0N yoor
3%0ck (If acvanced stocx management e acivated).

" s cate Juamities comespond 5 The teabaiock guanifies 1 the sarehous es Soonecied Wil Bie Summe! 2hop, o Saved g of shope

Imaoe For pacrn. IMithas srocuds thin o€ Advenced stoox manapaesent pou have 35 35200 8 COMMOn wrwhoude for Pege sroducs in the pack

£230, PIEE0 000 AT AN & SOCUCT AR COMDNARONA 25 SELI COMMNIANN WH DS LI3EZ 1N MO MO Manes

| want o ege Me aanced oo management seatben tie Il proouct - This reguines you to enable advanced sincs managemant

ew prodort

PN SO0 CLTTANE YOCuUCH na s ¢ INMAONA B Z3% 00 0N WM OUES S3(

1 80GHZ Im :‘«‘-‘D

Enter the number of itewms available

Thos Former e yOu 10 enathe sdvancnd S50k M0 arment giotsily O ol

& | wantlo speaty

Quantity
20

VUS{o quanites maouel

Designation

A3US Teansfotmer Soos T100 - 1ICU

Doy rdevs

Sow orean

Vimen out (8 stock

e Detauk Deny ovowr

5 860 Praferences

Avallabllity soﬂlngs
Mirgdayod o0t whan & stock &y
Desplayed toxt whon back .

NSeroan w sirwed
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Images Tab

Here you need to upload the image of your product.

Image settings

information Add a new image to this product

Prices

SEO

Legend  ASUS Transformer Book T100 =S
Associations File T
Shipping

2 3 Filesize 8 60 MB

rmat JPG, GIF, PN size 8.00 MB max.

Combinations
Quantities

Images Image Legend Position Cover Action

Featires . ASUS Transformer Book T100 1 < &

Customization

Attachments

Features tab

In this tab you can specify product features such as weight, size, material, color and many others.

By default you may not have any features available to select, so all the fields may look as Not

Available.
List of features
Assign features to this product

foorure Pre dolined value ¢ Customized valoo
Height 4 AT £re-C0INET valuas st -~
nan WA § AD3 p0s-CRENGa valuns st -
Deoh NA § AD2 2re-298ned valuas fist -

i Naignt A J A0S 0os-20Ensd values st -
Heaachone N ADT Sra-CRinga saluas fest -
Wy Weiget . -
W Watenat v -
W, codar . -

J A3a 2 newfeatum

10



W CBELVG

|

FOR SUCCESSFUL
E-COMMERCE

In this case you need to create your own list of features.

Go to Catalog — Features — click Add a New Feature.

Give the name to your new feature. Try to use a unique descriptive name to distinguish it from

admin’s features which will also be visible in the list.

Nawming the new feature

| & Orders 8@ Customars SR Shipping ) Localizaten Advanced Parameters ) Dropship

Add a new feature V

¥ Featare

I — : Name the new feature. Try to use
ame iy Materals \- - adescriptive name to distinguish
— your features from admin’s features

Click Save and then click the Add New Feature Values button.

Adding feature value

I

fl Lt o g § Ordess f. Customers &% Shipping ) Localkzation Acvanced Parameters J Cropship
- g '

Add a new feature value & ﬂ 5 Ul

Seve Seve and a0¢ promer vave Dock ip the Heb
¥ Faatina value

Vahio' 12

Select your feature from the list

RERIVIRLL W s 2 \_,/ and enter its value

Select your new feature from the dropdown list and enter its value. Click Save.

Then go back to Catalog — Products — Features. There you will see your new features added to the

list.

11
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Selecting product features

Assign featuras to this product

I i ' a il v (] oo ™ helo

Feature Predefined value @t Customized value
Hesght NA - o8 Add pre-dehned saues Arst >
"an N - 1) Add pre-defined vaues Arst .
Dagtn N ) Add pre-afined vaues Arsl -
e Weight TOA - Add pre-asnnsd sauss Srst -
Headchene A j ADD ErE-0sNnga w55 Sist -

My Nateny

Wy ckor

400 8 iew seature Select values for your features

Customization tab

This section lets you add special Upload buttons and additional text fields to the order page. Your
customers will be able to add either some text or upload certain files where they can describe
certain options or suggestions concerning the order or purchased product. For example, you sell
clothes and offer customers to print images or text on t-shirts, so a customer is able to upload the

image or enter the text he would like to print on the T-shirt.

Customization settings

Add or modify customizable properties,

e histign K‘\ Number of‘ Up/oad buttonf

rexthests on the order page

Number of additional text fields on the order page

Costoomizasaon

12



W CBELVG

|

FOR SUCCESSFUL
E-COMMERCE

Attachments tab

In Prestashop you can make some files available for customers to download before they purchase
the product. It can be either a text or Excel file with the detailed characteristics of the product or a

manual which you want users to read before they make the purchase.

Adding attachments to the product page
Attachment

Filoname

Bwlapnrs QN SHIN ws Eneloan

Leloag stachmeant Rks

Attachments

Once you are finished with all these sections your first product will be ready to launch for selling

online. You can easily switch the product on/off by using the Status column.

Enabling/disabling the product

Page1/1|Disptsy 50 v I2resums Use the Status column to switch the product on/off  rne  res

D Photo Name Relerence Category Base price Final price Quantity Valid
- - . v . . - .

Actions
.

v

13
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3. Creating Shipping Rules

Before you start selling goods it is necessary to add your carriers (services which will deliver

products to your customers) and assign shipping rules which will be applied to the items you offer.

To create shipping rules go to the Shipping — Shipping section.

Shipping parameters
Catalog = Orders & Customers :;Q’ 00 () Localization . Advanced Parameters % Dropship
Shipping O Y
Save Help

&0 Handling

@ Ifyou setthese parameters to 0, they will be disabled.
==~ Coupons are nottaken into account when calculating free shipping

=

Qndling charges 2 S ') SPCC/'fy amount OF fee
S~ for handling charges

Free shipping starts at 0

—

Indicate free shipping
options

Free shipping starts at 0

=4 Carrier options

Default carrier Bestprice ¥
Set your
Sortby  Price v default carrier
Order by Ascending ¥
Save

Once you are finished with the shipping rules go to the Shipping — Carriers section and click Add

New.

This will start a setup wizard which you should follow step by step to set up the necessary settings

for adding a new carrier which will deliver your goods.

14
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;\G Creating a new carrier

U Catafop W Orders B Customars IS0 ) Locakzation J* Advanced Parameters - J% Dropship

Shipping > Add new .‘

Back % ¥t

. Shitiping Wcations aixi couts . Skee; wemhl, and group sccess - Bummary

Carrier name  Incolvans -

Qerrey ngy Raplaged durng checkogt

For in-grore Pickuyp, enfer @ jo replnce the cgrmer mome with pour shop namr. -
)
Tronsittime 2 days

Extemated delbery Mene Ll be fopleged duritty checkesd

Speed grade

Endee 0”7 for & langcet shping defay, or “p” Jor Ihe shartret shdnping dedey,

Logo  Bubepwre Gain | ©ailn ue putpau

Format JPG, GIF, PG,
Camrend 21pe wened e

Sesze .00 M3 may.

Tracking URL

Delicery Inaciing LR Type § where (he trogking nusaber should appear, 1wl e Do
atstrmuttioelly repiaced by fAe trocking mimder

T Reguved fost

15
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4. Managing Orders

The statistics for all your orders is available under the Orders — Orders section.

List of completed purchases

Catalog [atETT] & Customers 8% Shipping ) Localizatior Agvanced Pacamatars . M Deopehip
e
Crders % -
Expont Helg
Page t/1|Display 30 * /1resultls Filtar Reget
() Rotarance Naw  Customer Total Paymeont Status Date PDF  Actlons
- v a v a v . . v . - .
Fro
v v
To

OVEHMCRHL O Yuresch $720.00 Sanw Wire =0 022772014 09 15-10
Here you can see the list of items which have been purchased from you, the status of the order
and the name of the customer.

If you click an order in the list you will see detailed statistics for this purchase.

Order details
Catadeg 8 Custermin B0 Sagping D Lecaeaten asances Parsrwhere S Drepaneg

7~ vy =
Order #9 (OVFNMCRHL | - Denls Yurevich 2 ] A
Parter 2% Sar “~ ol
e (ZOTZDM RN | Bessages 1 | WewCostomerNessages 8 | Produa 1 | Tl 97300 Ve bedits | OGN Ve Gabien shp | Lo Pt eom
A e Cedors
[ —mon
Rétaral Alex Simunzhik P4 DB 5108
J Debsna At Smiectin SN 082052 Datw Docpmant Nnbn Amot
"“ 18 4 QAT ywosce |t
Q014 09 18 12 Qa0 Crodk Sy #0002
. WOENID0Y
& Cust Iedorn

Denis Yarevieh «

Paymost
et Sebgfrd by
tered UZI2004 1) 2040 Duato Paymeat muthod Tromsactioo K1 Amount  Involce
14 Ew a
LR
4l R I - ar) 7 v
s
oS Shigping
> A -

Datu Typs Cauvier Weight  Shipgping cost Trocking umbes

SR Marchantiise retarin

16
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Through this menu you can also generate an invoice and provide refund if requested by the

customer.

There are two ways you can use to refund the purchase: partial refund and full refund.

To provide full refund just select the Refund status from the dropdown list and click Add

Providing full refund

Order #9 (OVFNMCRHL) - Denis Yurevich

Date 02/27/2014 09:16:10 | Messages 1 | New Customer Messages 0 | Products 1 | Total $720.00

—

< Refund ¥ | Add

& Refund Alex Simonchik 04/14/2014 08:51:35

[@ Delivered Alex Simonchik 04/14/2014 08:50:52

«/ Payment accepted Dzianis Yurevich 0212712014 09:16:26
Awaiting bank wire payment 02/27/2014 09:16:12

& Customer information

Denis Yurevich (#2)
(test_belvg@tut by)

\ Select Refund and click

Account registered 02/27/2014 03:28:48 :
SRR Add to provide full refund
Total spent since registration $6,110.00

To give partial refund for the purchase, click the Partial Refund button.
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Providing partial refund

219 ©

Partial refund J Back to list Help

Click Partial Refund to give p art/
of the sum back to the customer

[= viewinvoice || &R View delivery slip | @ Print order

Orders :
, Documents
Date Document Number Amount
02/27/2014 Invoice #INO00007 | $720.00
02/27/2014 Credit Slip #000002 -, $700.00

04/14/2014 Delivery slip #DE000001 | o, =

And then enter either the sum you wish to refund or the number of items.

Indicating the sum for partial refund

ul Proaducts
Produwct Unit Price Gty Refunded Remumed Aviiinhis Total* Pardal refund
quantirg
Quanty &
. ASIUS Transformar Eock T100 $700 00 ! \F J 0 70020

Amguret 8 200

*Fn iy Lot groug. peces s dagliped

a3 tax encluded Froduces

Merthandies retinns are S sshind shippng

Total

Specify either the quantity of the items
you wish to refund or the exact amount o

18
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5. Vendor Account Management

Your payments (the money which the site admin has to pay you off) are managed through the

Dropship menu in the admin panel.
The menu includes the following sections:

e Vendors
e Payments

e Stats
Vendors

This section shows the current status of your account as a vendor and also lets you edit your

account settings.

Vendors section
10ers B Customes &R Shoping O\ oTHLLaI 0 AQvanced Paramstins i

_ The section shows the status of your account and other general info.

Dropship > Vendors . ’ ‘
i You can click the account to enter its settings

Page1/9|0Ouplay 20 v 1 resutis Fieot Roset

Fee
o Lompany Locason Owner name Lustomer Customnot eomall bee 1 Status Trusted  Actoos
ypa
- - - . - - - -a - 4

If you click the account you will enter the account settings section where you can add or change

some info such as your location, description, return policy and other general details.

19
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Editing your account
Dropship » Vendors > Edit o/ !
Save Bac S
Field
Dwner name:  Alex =
Location Mncx, Sanapycs
Cpo s
3 ACTpaginue rapra "
L, anan0n CRare
3acnonns Sontaietut Cararmp
iy L BanLuoni w2
>0 |
- 'ay \ o K diaamue [
N Paromes ANOR MLt
74 Pormwn
Mufck
Weyesre Kiosnic
S
Maqdy mun
SAUNNIT™ Mereainng Covwroanuns
Faninan Cannmmib:
st ' -
Py Compan -
Public description B 1 : S | E 8 2 8 Sye v  Paragaph v | Font Fasdy v  ForiSae v %
& <20 ol =1 = 1Y o) @ A-2-H
b
Path. p
turn posicy if B J U 8 & B/ 3 8 5t v | Faragraph v  Font Famdy w | Font S0 - E:
~ 3 v —3 = =« @ A2 H
Path p

Payments

This tab shows you the information about your commissions — the money which the site admin
should pay you off for the products which have been purchased from you as a vendor. The Sum
column indicates the amount due for payment while the Status column specifies whether the

commission has already been paid off or not. You payments may have the following statuses:
e Request — your request has been sent to the admin but has not been processed yet;

e Processing — your pay off request has been received by the admin and is pending the
review;

20
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e Complete — your request has been successfully processed;

e Decline — admin has declined your request.

Payments section

Cropship Payments &

Sum N (ot omment Arvioos

To request the administrator to pay you off for the products which have been purchased from you,

click the Add New button.

In the Edit window you will need to indicate the sum you would like to request and also leave a

comment for the administrator, if necessary.

Sending request for payoff

Dropship » Payments > Edit ) ""r

Paymant

Vendor:  1d.2; Batance smount -465.0000. Company (tesi@g v

Indicate the sum
‘ ‘&\_..-/ due for payment

Stats Section

The Stats section provides the information about your successful sells and the amount of money

which you earn from each sell as well as about the admin profits. Here you can see the total

21
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number of items which have been sold, total orders sum and the amount of commission due for

payment.

Stats section

Dropshio 5 Stats 10tal sum for all _ The amount Number The amount The amount which
il successful orders | you can request  of orders \ which admin takes  has been payed Aa/f}”)
(L

111 oty 50 . ¥o withdmw\ as a profit \. per your request
Pege 1)1 | Dty S ¥ 12 esutis)

0 Owoer nome Company Valid orders sum :;':;?;;‘" Valid ondors Admins profe Paymaonts sum Actinns
- va - v -a
1 LT BanG $5,060.00 86000 $100.00 $100.00 -]
= = Crudit slips

1D Fedeivocs  New Cosomer  Total with sax Tolal prodects IO oI Valid ordee sum Paymane Status Dol Actions

» MOOOWH etk $1020.00 $1.01000 101680 Parmen ty chac>

& EPOMRLIW D Yuescn - $1.030.00 $1.020.00 - $1,020.00 Bank e

U UCHFNOCO D Yuresen -$3,040.00 $3.020.00 - $302.00 Bank Wi | Aevuinr ascasmn |

st " .00 00 o a0 1+

22
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6. Optional Sections

All sections which were described above are obligatory to know for proper management of your

products. However, there are several more sections which are not obligatory to use, although they

can facilitate your store management and improve shopping experience for your customers.

Customer Service

This feature allows you provide customer care option. All customer requests and messages will be

listed under this section so you will be able to promptly manage all the requests.

Customers >

Webmaster

] Customer

Advanced Parameters

Customer Service

Emoil

Customer semvice

Type
va

Language
va

Meaning of status

&

Status

v a

Employen

v a

Messages
.

Customer sevvice section

Customes sarvice - Statistics

o o O o o o

Fiter Res2l

Last message In odimin Actions

By default the Advanced Parameters section includes only the CSV import option. This option lets

you import a list of products from a CSV file, which is a great time saving feature because you do

not need to create each product individually but import a whole list of products from a single file.

23
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CSV import section

Advanced Parameters » CSV Import

s Import
Your CSV file (1 file): v @ Upload
Click to view our sample import csv files.
What kind of entity would you like to import? Products v
Language of the file English (English) ¥  The locale must be installed

1S0-8859-1 encoded file?
Field separator : &.0. "1;ipod; 129.90;5
Multiple value separator . £.9. "ipod;red jpg,blue jpo,green . jpo; 129.90

Use product reference as key?

Next step

Localization

By default this tab includes only Tax and Tax Rules sections where you can apply and manage

your local taxes and tax rates.

Creating a new tax rule

B = i i
Localization » Taxes » Add new O W I’Q‘
Save Back to list Help
Taxes
Name &
Rate

Enable v ®© X

* Reguired field

Do you have questions about extension configurations?

Contact us and we will help you in a moment.

24
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Our Office: M.Bogdanovicha 130, Minsk, Belarus

We look forward to your feedback. Comments, opinions and suggestions

are largely appreciated. Read our blog and follow us on Facebook, Twitter,
Google+ and LinkedIn to know BelVG latest news, analytics and discount

BelVG blog

Facebook page

Twitter page

E-mail

offers. See you online!

http://blog.belvg.com

http://facebook.com/BelVGcom

http://twitter.com/BelVG _com

store@belvg.com

Jol .1~

Google+ page http://gplus.to/BelVG

In page http://linkedin.com/company/belvg

Skype store.belvg
Phone US: +1 650 924 9963
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