
 

 

 
 

   
 

Online Marketplace 2020 – Vendor Support Guide 

 

1. Create your Account: 
• To create and log into your account, visit: https://mcrc-marketplace.sp-

seller.webkul.com/index.php?p=login  

 

• At any point, you can log in using the above URL. Once the Marketplace opens to the public on 
November 1, you can also click the log in link on the MCRC Marketplace homepage. 

 

• Once you have created your account, you will see your seller dashboard. Here is where you will 
add and edit your products, see and manage orders and payments, set up your seller profile, 
and set up your business payment.  

https://mcrc-marketplace.sp-seller.webkul.com/index.php?p=login
https://mcrc-marketplace.sp-seller.webkul.com/index.php?p=login


   
 

   
 

 

• Create your seller profile: Hover over profile tab > drop down menu > my account. Add your 
account details including location and the email you would want shoppers to contact you at, add 
your logo or store photo, etc.  

 

 

2. Link your PayPal Account 
• You will need a PayPal business account to receive payments from MCRC’s Marketplace. 
• You can link your existing account by entering the email address associated with your account. 

Hover over profile tab > drop down menu > payment details 

 



   
 

   
 

 

• If you do not have a PayPal Business account, you can create one for free at 
https://www.paypal.com/ca/business/ 

• If you have a personal PayPal account, you will need to upgrade it to a Business Account 
https://www.paypal.com/mt/smarthelp/article/how-do-i-upgrade-from-a-premier-to-a-
business-account-faq1317 

 

3. Upload Your Products: 
• On your seller homepage you will see a green “Add Product” button in the top right corner, 

which will bring you to the following page: 

 

https://www.paypal.com/ca/business/
https://www.paypal.com/mt/smarthelp/article/how-do-i-upgrade-from-a-premier-to-a-business-account-faq1317
https://www.paypal.com/mt/smarthelp/article/how-do-i-upgrade-from-a-premier-to-a-business-account-faq1317


   
 

   
 

• Fill in your product name and choose your product type from the drop-down menu. If your 
product does not fit into any of the listed categories, please email madelynb@mcrc.on.ca to 
have a new product type added for you.  

• Important step: please ensure your ‘requires shipping’ box is unchecked. 
We are using handling fees to compensate for shipping costs, so you do NOT need to worry 
about adding a shipping method. *It is very important you add your handling costs, which is 
explained in the following step. This also means the weight and shipping details are NOT 
necessary to fill out.   

• Note: we are NOT collecting any commission off your orders. 

*If you check the requires shipping box, shoppers will be unable to complete their checkout 
with your product(s) in their cart. You must leave the box unchecked.  

 

• Important step: adding a handling fee. Our checkout will appear to have free 
shipping to our shoppers. Your product price will be displayed as the sales price (your original 
product price + the handling fee) on the website. Please do your research and take into 
consideration what you are shipping/how large the item is/how much the item weighs when 
determining what handling fee you are setting. 

 

mailto:madelynb@mcrc.on.ca


   
 

   
 

• Important step: adding disclaimer to every product description  
Sellers must state in every product description that shipping and handling is included in the 
final price and that shoppers will NOT see additional shipping charges in the checkout. The 
checkout also does not include a breakdown of the price (I.e. $15 original price + $5 shipping 
and handling), all the shopper sees is the final sales price (I.e. $20). That is why it is important 
to include the explanation in the product listing.  

 

• Please note: sellers are responsible for shipping out their orders. Once the order is paid for and 
complete, sellers are responsible for fulfilling and shipping their orders in their own time with 
their own preferred shipping method. 

 

• Inventory: The product page will default to NOT track inventory. If you have only one or a 
limited amount of stock for a product, you must enable inventory tracking for that product. 
Track inventory > drop down menu > track this product’s inventory. Add set designated 
quantity.  



   
 

   
 

 

• Adding variants: If you need to add variants to your product I.e. different sizes, scents, colours, 
etc, click ‘add variant’ under variant details.  

 

• Adding a variant will first open up a simple step to complete. The option name refers to the 
different variant you are adding (I.e. colour, scent, size). The option value is the specific variant 
(I.e. green, lemon, large). You may add as many options as you need. 

 
• Important step: complete variant details. Once you’ve filled out the required areas, click save 

changes at the bottom of the page. When the page has been saved and reloaded, you will now 
see your options under variant details. TO ADD/EDIT price and quantity click edit details. 



   
 

   
 

 

 

• Here, you can add different quantities per option and add different prices. If the size large is 
more expensive than the size small, you can adjust the prices for each size accordingly.  

 

• To see the above pop-up and further information, including photos of specific variants, click on 
the three blue dots under ‘action’ column and select ‘edit’.  

Which will bring you to this page:  



   
 

   
 

 

• To match up the different photos with the appropriate variant, select variant image. In this 
example, we are selecting the grey teddy photo, so that when shoppers click “grey” as their 
colour option, it will display the correct photo. **You will need to ‘add a variant’ for EACH 
colour of the teddy in order to have a drop-down menu selection displayed to shoppers. 

 



   
 

   
 

 

• You can change the price per variant added. In this example, the grey teddy costs more than the 
original colour. For the grey option, we changed the price from $15.00 to $25.00. Now, when 
shoppers select the grey teddy in their drop-down menu, the price will update accordingly.  

 

• After you have added your product(s), you will be able to view the upload(s) by clicking on the 
product tab > product listing: 



   
 

   
 

 

 

• Here is what our final Teddy product looks like to shoppers on the Marketplace: 

 

 

 


