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1. Reminders Before You Begin
Must Read



1. Please Read Me &

The “Create Listings in Bulk” feature allows designers to generate up to 500 listing drafts at once using an Excel
(.xIsx) file, improving listing creation efficiency!

1. This function currently only supports . It is not yet available for workshops and digital products.

2. The system will provide an appropriate template based on the

language preference settings of your shop; if the products you want to add are available for overseas customers to

purchase, simply fill out a template. If you want to add listing titles, descriptions, etc. in other languages, please add
them directly to the same template.

3. Please use Google Sheets (highly recommended) or Microsoft Excel for editing.

4. Please . Please do not modify the column headers or instructions contained
in the first 5 rows. Do not add, delete, or modify the order of the columns, in order to avoid file reading failures.

5. Each template may contain a maximum of 500 listings; each listing can have up to 50 sets of variations. A

maximum of 25,000 rows can be added to a single template.

6. If you want to apply a new shipping option, please ensure that you have configured it under Shipping Options in

Shop Manager before downloading the template. You cannot create new shipping options directly on the template,

as it may cause draft creation failures. p


https://www.pinkoi.com/my/setting/basic
https://en.pinkoi.com/panel/settings/intl-shipping

2. Key Steps

e Download & Fill-Out Template
e Upload & Create Drafts
e Bulk Activation
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Create Listings in Bulk

Edit a template provided by Pinkoi, then upload it with completed listing information to create listing drafts in bulk. This feature makes it convenient for you to create a
large number of listings quickly.

Download Templates

Templates include all the required fields and default settings for listings. Please make sure to use a template provided by Pinkoi for editing and uploading. Use the
category for the listings you wish to create in bulk to select an appropriate template to download.

Download template

Upload Files

Since shop information and the fields in the system may be updated periodically, it is recommended that you always download the latest templates for editing before
uploading each time.

The bulk creation feature only supports the uploading of files in the xlsx format. Files cannot exceed 10 MB in size or contain more than 500 different sets of listing
information.

If there are drafts that failed to be created, you can download a file with the failed drafts to correct them before uploading again.

For more detailed information, please refer to our FAQ.

Upload file

Upload Recor Records will only be maintained for 30 days




® Select Template = Download

Learn More:

Download Listing Information Template File X

Reminder

When creating listings in bulk, you can only create listings for the item type
that you were approved to sell when you opened your shop. If you wish to
list other item types, please see our shop FAQ for more about the
application process. Unauthorized listings will be dealt with as described in
the Shop Guidelines.

[ “fice Managex Create Listings in Bulk Pt Tjpe®

Edit a template provided by Pinkoi, then upload it with completed listing information to create listing drafts in bulk. This feature makes it conveni¢ e Ongmal DeSIgn

| ber of listi ickly. . . . .
S OUSSOHIS N g 8e A product that is designed and/or created by a designer (or their

team/manufacturer). Its design should show originality. The product should not be
@B Listings Download Templates listed as a prohibited item in the Allowed & Prohibited Items Policy.

Templates include all the required fields and default settings for listings. Please make sure to use a template provided by Pijkoi for editing and uj Authorized Representation
category for the listings you wish to create in bulk to select an appropriate template to download.

A product that is designed by someone else, but the designer or brand

owner/company has signed a document stating that you are an authorized seller of
that product.

. Antique and Vintage
Upload Files

A product that is graced with age (10+ years), in good condition, and rare.

Since shop information and the fields in the system may be updated periodically, it is recommended that you always downlpad the latest templal
uploading each time.
The bulk creation feature only supports the uploading of files in the xIsx format. Files cannot exceed 10 MB in size or contain more than 500 diffe

Required Fields*

information.

If there are drafts that failed to be created, you can download a file with the failed drafts to correct them before uploading ajain.

For more detailed information, please refer to our FAQ. ® General

- If you wish to list items that are not food or cosmetics, please select this option.
Upload file

Food Information

Upload Record Records will only be maintained for 30 days If you wish to list items under the “Food & Drink” or “Pet Food” categories, please
select this option.

Cosmetics Information

If you wish to list items under the “Beauty & Personal Care” category, please select
this option.

7 ‘ Cancel ’ Download template


https://pinkoi.zendesk.com/hc/en-us/articles/115004341674
https://pinkoi.zendesk.com/hc/en-us/articles/115004341674

® Fill Out the Template

o View lemplote Guidelines

| A B | c D | E | F | G

[Please do not delete or modify the content or
1 order of cells A1:AU9 so that the file can be

W
2 Listing Upload Number Allowed Item Type l Authorized Brand Listing Images ":::‘I::; . Listing Category How It's Made
3 Required Required Select from drop-down list. Required Required Required Required
1. Please enter the upload
number for your listings
sequentially starting from the 1. You may only enter URLs
number “1”. ending in jpg, jpeg or png.
2. If you have different variations . 2. If you have multiple image 1. Handmade / Machine-made /
? sy : 1. Required when the allowed 2 <
for a single listing, please fill in = S : links, please separate them using Select the appropriate category Neither
: . Select the item type you were item type is “Authorized : — ; o ; o
the information for each of the S a comma. A maximum of 9 may Prioritize the most important for your listing. If you are filling 2. If your listing does not match
; approved to sell when you Representation”. Can be left blank : s
variations in the rows directly B P AT be entered. information at the beginning of this field out manually, please the options we’ve provided,
4 under the first variation. Each P Y p- fypes. 3. If you do not have URL links for  the title. Please do not include  find the listing category in the “4. please select the one that is most
TR types include: Original Design, 2. You may only enter the names : : 2 G ; 2 S ;
variation should take up one row. . . . your images, you can leave this your shop name or any special Listing Categories Table similar to your production
Authorized Representation, of authorized brands that you : :
You should fill in the same upload . . pa . part blank. After this file is characters. worksheet, and enter the process and provide a detailed
SN2 Antique and Vintage. have already created listings for in . G G
number for each variation along o A——— uploaded and drafts are created, corresponding category code. description in the “Listing
with the information for P Gek you can use the function for bulk Description” field.
variation, SKU, quantity and price. editing listing images in Shop
Other listing information only Manager to add images.
needs to be filled in for the first
variation.

1. Required when the allowed
item type is “Authorized Images provided in links must be
Representation”. Can be left blank in JPG or PNG image with a
for other allowed item types. resolution of 72 dpi. They must  Must be between 3-80 characters
2. You may only enter the names also have a width of at least 1000 for English.

Select from drop-down list or
enter the correct listing category Select from drop-down list.

When uploading a template, all
5 Example: 1,1, 2, 3, 3, 3... listings on the template must be

BiEnG =Fue aliowed HHenyiype. of authorized brands that you  px and be no larger than 10 MB in code.
have already created listings for in size.
Shop Manager.




@ After drafts have been successfully created= Goto |
Drafts haven’t been successfully created = Download the file
with the failed listing information, correct it, then upload

again. Upload Files

Since shop information and the fields in the system may be updated periodically, it is recommended that you always download the latest templates for
editing before uploading each time.

The bulk creation feature only supports the uploading of files in the xlsx format. Files cannot exceed 10 MB in size or contain more than 500 different sets of
listing information.

If there are drafts that failed to be created, you can download a file with the failed drafts to correct them before uploading again.

For more detailed information, please refer to our FAQ.

Upload file

Upload Record Records will only be maintained for 30 days

Pinkoi_bl_template_ag-fiti_v1_0_202
30529.xIsx

Uploaded on 2023/05/29 (Mon) 18:11

ly3e-test_Pinkoi_bl_template_en-dr_
v1_0.xIsx
Uploaded on 2023/05/29 (Mon) 14:30

ly2e-test_Pinkoi_bl_template_en-dr_
v1_0.xlsx
Uploaded on 2023/05/29 (Mon) 14:29


https://pinkoi.com/panel/listings/draft

I, Common Reasons for Listing Failures:

not filled out
do not meet system specifications

"Non-regular listings" (workshops, digital products) were selected during bulk activation.

Learn More;

All Listings

Listing title, Variation, SKU

Drafts s4 Regular Listing(s) 14 Workshop(s) z Digital Product Listings 4

m v Bulk Actions \, Sort View
Modify Listing Images

Delete

v
%

10

@ Drafts » Bulk Actions -» Activate -» Listings Completed


https://pinkoi.zendesk.com/hc/zh-tw/articles/6506835145113
https://pinkoi.zendesk.com/hc/zh-tw/articles/115004688014

3. Template Guidelines
DOs & DON'Ts | Examples
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Directory

Name Page Name Page
Listing Upload NE Stock
Number ‘W Srice
AIIov_I\_/ed ltem Material &
ybe Color
Authorized .
Brands Unique Features

Listing Images

Listing Tags

Listing Title

Listing Summary

Listing Category

Listing

How It's Made

Description

Where It's Made

Shipping Options

How to Purchase

Variations
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Listing Upload Number

Listing Upload Number

Required

1. Please enter the upload
number for your listings
sequentially starting from the
number “1”

2. If you have different variations
for a single listing, please fill in
the information for each of the
variations in the rows directly
under the first variation. Each

variation should take up one row.
You should fill in the same upload
number for each variation along

with the information for
variation, SKU, quantity and price.
Other listing information only
needs to be filled in for the first
variation.

Example: 1,1, 2, 3, 3, 3...

Reminders

Listing Upload Number and SKU are different, please do not fill in your
SKU here.

DOs

Oxford Shoes Brown 23

Oxford Shoes Brown 24 Same Listing, Same Upload Number

Parisian Boots Red 23

DON'Ts

(D Do not fill in identical numbers

@ Do not fill in numbers > 500
on non-consecutive rows

Oxford Shoes Brown 23
1 Oxford Shoes Brown 23

2 Parisian Boots Red 23

P



Allowed Item Type

K owad limir Tepe Reminders

Please use separate templates to upload your listing information if
you are creating listings for more than one allowed item type.

Required

DOs

Oxford Shoes Brown

Select the item type you were
approved to sell when you

opened your shop. Allowed item Pa r| S|a N BOOtS REd

types include: Original Design,
Authorized Representation,

Antique and Vintage. DO N'TS
@ Do not fill in more than one allowed item type on the same templat

Oxford Shoes Brown

Parisian Boots Red

When uploading a template, all

listings on the template must be ® Do not fill in the wrong template

of the same allowed item type.

14

e.g. Use the Original Design template to fill in Antique and Vintage Iistiﬁgs.



Authorized Brands

15

Authorized Brand

Select from drop-down list.

1. Required when the allowed
item type is “Authorized
Representation”. Can be left blank
for other allowed item types.

2. You may only enter the names
of authorized brands that you
have already created listings for in
Shop Manager.

1. Required when the allowed
item type is “Authorized
Representation”. Can be left blank
for other allowed item types.

2. You may only enter the names
of authorized brands that you
have already created listings for in
Shop Manager.

Reminders

The template will automatically show your authorized brands when
you download it.

You may fill in listings from different brands that you're currently
authorized to sell.

If shops that have already been opened wish to add another new
brand that they are authorized to sell, they can apply by sending an
email to service@pinkoi.com (making sure to include formal
authorization documents, product descriptions and photos of the

products to be sold).

Learn More:


https://pinkoi.zendesk.com/hc/en-us/articles/900007705743

Listing Images

Listing Images

Required

1. You may only enter URLs
ending in jpg, jpeg or png.

2. If you have multiple image
links, please separate them using
a comma. A maximum of 9 may
be entered.

3. If you do not have URL links for
your images, you can leave this
part blank. After this file is
uploaded and drafts are created,
you can use the function for bulk
editing listing images in Shop
Manager to add images.

Images provided in links must be
in JPG or PNG image with a
resolution of 72 dpi. They must
also have a width of at least 1000
px and be no larger than 10 MB in

size.
16

Reminders

Use a comma () to separate different image links.
You may upload up to 9 images for one listing. Read
to find out more.

Fill in image links in the first row if the following rows are variations for
the same listing.

If you'd like to upload variation images, please do so in the “Drafts”
section of Shop Manager.

DON'Ts

A Do not upload unsupported image formats
https://live.staticflickr.com/example?2.



https://live.staticflickr.com/example2.jpg
https://en.pinkoi.com/faq/shop_guidelines?question=pinkoi-photo-guidelines

Listing Title

Listing Title
(English)

Required

Prioritize the most important
information at the beginning of
the title. Please do not include
your shop name or any special

characters.

Must be between 3-80 characters

for English.
17

Reminders

Avoid using all uppercase letters (e.g., PINKOI)

Avoid using symbols and spaces between characters (e.g., Pinkoi/
d<sign)

Avoid using special characters, symbols and emojis.

Use words that customers can easily search for (e.g., use “18 degrees”
instead of “18°”)
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Listing Category

Listing Category

Required

Select the appropriate category
for your listing. If you are filling
this field out manually, please

find the listing category in the “4.

Listing Categories Table”
worksheet, and enter the
corresponding category code.

Select from drop-down list or
enter the correct listing category
code.

Reminders

If you are using Google Sheets: Select your category from the
drop-down list.

If you are using Microsoft Excel: Refer to the “4.Listing Categories
Table” tab to copy and paste your category.

DON’Ts

Do not only fill in the category name or number.
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How It's Made

How It's Made

Required

1. Handmade / Machine-made /
Neither
2. If your listing does not match
the options we've provided,
please select the one that is most
similar to your production
process and provide a detailed
description in the “Listing
Description” field.

Select from drop-down list.

Reminders

You may only enter “Handmade”, “Machine-made” or “Neither”.
You may fill in the above options or select them from the drop-down
list.

DON’'Ts
Do not add or replace words.

e.g., Handmade
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Where It's Made

Where It's Made

Required

Please select the location where
the item was produced,
processed, or manufactured, or
where it underwent its last
substantial transformation.

Select from drop-down list.

Reminders

Only options provided in the template are allowed.

You may fill in the options manually or select them from the drop-down
list.

DON'Ts
@ Do not fill in different options for the
same listing:
Oxford Shoes 23
Oxford Shoes 24

Learn More:


https://pinkoi.zendesk.com/hc/en-us/articles/900003304586

How to Purchase

How to Purchase

Made-to-Order

General Order Davs Required for Prenaration Pre-Order
Days Required for Preparation After P nt Estimated Shipping Date
Required

Please select one field to fill out.

If the item is in stock, please
enter the number of days that it
will take to ship the item out after
payment is complete. 0 means
that the item can be shipped
within 24 hours (excluding Friday
to Sunday).

Please enter the number of days
that it will take to produce and
ship the item out after payment is
completed.

Please enter a number from 0-5. Please enter a number from 1-90.

21

Please enter the estimated
shipping date.

Date format: YYYY-MM-DD

Reminders

Please only fill in one of the three fields.

DON’Ts

A Do not fill in words or other symbols:

or

Learn More:


https://pinkoi.zendesk.com/hc/en-us/articles/115004695513-What-is-made-to-order-

22

Variations

Optional Optional

1. Please enter the second
variation.

2. The system will limit the
variations that can be selected
based on different listing
categories. Please refer to the “4.
Listing Categories Table"
worksheet to select a suitable
variation title. Please select
“Custom” if you do not wish to
use the variations provided by the

system.

I I I
A I I

1. Please enter the first variation.
2. The system will limit the
variations that can be selected
based on different listing
categories. Please refer to the “4.
Listing Categories Table"

1. Please enter the options for the
first variation.
2. Please enter the SKU, quantity

1. Please enter the options for the
second variation.

2. Please enter the SKU, quantity

and price for each variation in the
fields to the right.

worksheet to select a suitable  and price for each variation in the
fields to the right.

variation title. Please select
“Custom” if you do not wish to
use the variations provided by the

system.

—

< Reminder

* You may add up to 50
variations to one

Isting.

o Please list out all the

nossible combinations
if there're two types of

variations (e.g., Color +
Size).

—Listing A: You may add 47/
more variations

— Listing B: You may adgh48
more variations



Stock

Stock

Required

1. Please enter the stock for your
listing. You will need to enter this
for each variation, even if they
have the same quantity of stock.
2. A stock of 0 will mean that the
listing is sold out.

Please enter a number from
23 0-50000.

Reminders

If the same listing has different variations, each variations must have a
filled-in inventory quantity; it cannot be left blank.

A shared total quantity of stock for multiple variations cannot be
configured on this template.

"Auto restock" cannot be configured on this template.
With regards to the two points above, we suggest you go to the

“Drafts” section to edit the listings after uploading and creating drafts.

Learn More:


https://pinkoi.zendesk.com/hc/en-us/articles/16598588781593
https://pinkoi.zendesk.com/hc/en-us/articles/115004712974

Price

Price

(US$)

Required

Please enter the price for your
listing. You will need to enter this
for each variation, even if they
have the same price.

Please enter a number from

24 1-999999.

Reminders

If the same listing has different variations, each variation must have a
filled-in price; this field cannot be left blank.
If you have set and enabled international shipping
options, after the listing is created, the price adjustment set under "

" will be automatically applied to the specified selling regions.

DON’'Ts
A Do not add a quantifier: or

Do not use non-integers:


https://www.pinkoi.com/panel/settings/intl-shipping
https://www.pinkoi.com/panel/settings/intl-currencies/normal
https://www.pinkoi.com/panel/settings/intl-currencies/normal

Material & Color

Material Color

25

Required Optional

This can help customers to filter
This can help customers to filter  for your listings more quickly. If
for your listings more quickly. If  the item is available in different
your item is made from multiple  colors, please choose the item
materials please choose the main  color shown in the cover photo
one. for the listing so that it will match
with search results.

Select from drop-down list. Select from drop-down list.

Reminders

You can only fill in the options provided in the template.

You can enter keywords for the material or color you want,
and the drop-down list will show you options that match your
keywords.

For the same product with different variations, please fill in
the same material and color.

If your product has multiple color variations, please prioritize
the color in the cover photo to align with the system's search
results.



Unique Features

Reminders

Unique Features

s You may select one or more features for your listing, including:
ptional

e Customizable
e Award-Winning Design

1. Before entering, please go to

Shop Manager to make sure you e Pinkoi Exclusive
are clear on the definitions and
guidelines for each unique e |Licensed Product
feature. You must also provide
further explanation in the ° ECO—Friendly

“Product Description” field.
2. Unique features you may enter:
Customizable / Eco-Friendly /
Award-winning design / Pinkoi

Exclusive / Licensed product LeCI rn MOre:

Please separate each feature
using a comma.


https://pinkoi.zendesk.com/hc/en-us/articles/900007691523-Licensed-Product-Guidelines
https://pinkoi.zendesk.com/hc/en-us/articles/16528894405017-Guidelines-for-Listing-Eco-Friendly-Products

Listing Tags

Tags

Optional

Using tags can help customers to
search and filter for your listings.
You can copy and paste the tags
that you have already used from
the “3. Your Listing Tags”
worksheet.

Maximum of 10. Please separate

each tag using a comma.
27 g 4

Reminders

You may only use a maximum of 10 tags per listing.
Tags in English or Thai can include a maximum of 20 characters. A
space counts as 1 character.

Tags in Chinese cannot have spaces or punctuation and can include a
maximum of 6 characters.

Tags in Japanese cannot have spaces or punctuation and can include
a maximum of 12 characters.

Tags using a mixture of languages (such as English and Chinese or
English and Japanese) will be subject to the character limit of the
language with the shorter limit.



Listing Summary

Listing Summary
(English)

Required

This is the text displayed in search
engine results. It should include
important keywords such as the

listing title and the item’s
attributes.

Must be between 15-360
28 characters for English.

Reminders

Use a call-to-action (e.g., Buy it Now)
Introduce your unique selling points (e.qg., Free shipping, special

discount)
Add a line break using the following keys (no need to use <br>)

Q

e if + Enter (Mac)
o Ctrl + Enter (Windows)
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Listing Description

Listing Description
(English)

Required

Please provide sufficient listing
information, which includes
information about product

features, customization options,
and any awards or certifications.

Must be between 15-10000
characters for English.

Reminders

To emphasize a point, you can embolden a sentence by placing it
between 2 asterisks. E.g., *Make me bold*.

To emphasize a point, you can underline a sentence by placing it
between 2 underscores. E.q., __Underline me__.

Copy and paste any image URL and it will automatically be
shown as an image. We recommend using Flickr.

Copy and paste any URL from Pinkoi and it will automatically be
shown as a hyperlink.

Copy and paste any YouTube URL and it will automatically be
shown as a video. We recommend using videos that are 30
seconds or shorter in order to maintain the loading speed of the

page.



Shipping Options

Shipping Options

Optional

Apply shipping options that have
already been configured under
“Shop Manager > Settings >

Shipping Options” to your listings.

If you haven’t configured any
shipping options, you can leave
this part blank and configure
shipping options after the listings
have been created.

Select from drop-down list. If left
blank, the preselected shipping

30 options will be applied.

Reminders

When downloading the template, the system will display the shipping
options you have already set up. You just need to select them from
the drop-down list.

If you cannot find the desired shipping options, togoto
Shipping Options.

If this field is left blank, the system will automatically apply your
preselected shipping options.


https://www.pinkoi.com/panel/settings/intl-shipping

4. FAQ




FAQ

Q1: Why can't | upload my completed template?
Al: Pinkoi currently only supports files in .xIsx format. If the uploaded file is not in this format, the system will not be able to recognize or upload it.

Q2: Why do some listing drafts fail to be created? How can | check the reason for failures?
A2: Failed drafts could be due to required fields not being filled in or incorrect information that was entered. We recommend you refer to the
template guidelines when filling it out.

If you encounter any failed drafts, you can download a file with the failed listing information to correct it. The file will also provide you with the
reasons for why the information failed.

If you still have questions, please email service@pinkoi.com with your shop account information and the file with the failed listing information.

Q3: If some listing drafts failed to be created while others were created successfully, do | need to upload the entire file again?
A3: No. To avoid creating duplicate drafts, we recommend you download the file with the failed listing information, correct it, then upload it.

Q4: If a listing has variations A, B, and C, and the draft for variation A fails to be created due to incorrect information, will variations B and C
also fail to have drafts created for them?

A4: Yes. If one variation has an error, all entries with the same listing upload number will be considered failures and will be added to the failed listing
information file. We recommend you download the file with the failed listing information, correct the error, then upload it once you are finished.

Q5: Can | add variation images or listing videos on the template?
Ab: Currently, only listing images can be uploaded as a link on the template. Please go to the "Drafts" section in Shop Manager to add variation
images and listing videos.

32
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