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1. User Account 

A Merchant User account is required to 
access the  SprookimanagerTM 

Administration System 
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1.1 Sign In to your Account 

1. Go to your Sprookimanager client website: 
  http://<ACCOUNTNAME>.sprookimanager.com/  

 
2. Enter your email address 
 
3. Enter your password 

 
4. Click on the Sign In button 

3 

2 
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1.2 Forgot Password 

1. Click  ‘Forgot Password’ 

1 
1 



Business Confidential & © 2015 Sprooki Pte Ltd Page 7 

1.2 Forgot Password 

2. Input your registered email address 
 

3. Click on the Submit button 
 
4.    A password reset Email will be sent to 

your inbox. Follow the instructions given 
to reset your password. 

 
2 

2 3 
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2. Navigation (Sidebar Menu) 

1. Campaigns 

▪ Promotions – Add or edit campaigns and offers and view campaign reports 

▪ Events - Add events 

2. Directories 

▪ Merchants – Add or edit  Merchant information 

3. Profile 

▪ Followers  – view followers by outlet 

4. Helpdesk – Submit a helpdesk request to Sprooki 

5. Reports – Generate or view management reports 

 

 

NEW MENU 
JUNE 2015 
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3. Campaigns: Promotions 

Promotions appear in the app as coupons for a certain period of time. They 
can be scheduled ahead of time to start on a specific date, or immediately. 
Campaigns can be created, saved, edited, published and ended through 
SprookimanagerTM.  



Business Confidential & © 2015 Sprooki Pte Ltd Page 10 

3.1 Add Campaign 

 
 
1. Click on the Promotions tab on the menu sidebar. 
  
Note: Campaigns can only be created for Outlets which have 
been added to SprookimanagerTM. See Section “Outlets” for 
outlet creation. 

 
 

1 
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3.1 Add Campaign 

 
 

2. Click the Add Campaign button 
 
Note: Campaigns can only be created for Outlets which have 
been added to SprookimanagerTM. See Section “Outlets” for 
outlet creation. 

 
 

2 
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3.1 Add Campaign 

3. Select the Merchant that will run the promotion  
 
4. Click on ‘Next’  
 

3 

4 
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3.1 Add Campaign 

5. Enter Campaign Name – the 
headline for the campaign & 
alerts. 

 
6. Enter campaign description. 
 
7.  Upload campaign image. Images 

must be in the correct file format 
and size to publish the campaign. 

 Image size required for each user 
is listed underneath the ‘Upload 
Image’ button. (example: 512 x 
512).  

  

5 

6 

7 
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3.1 Add Campaign 

 
8.  Select either Transactional (Pre-pay via 

mobile) or Non-Transactional (Pay in-store) 
coupon.  

 
9.  For Transactional only: Enter retail and coupon 

value. 
 
10. Set coupon limit per app user from the 

dropdown menu. 
 

11. Product Volume: sets the product/service limit 
for that campaign. If there is no limit for your 
campaign, we recommend setting to a 
significantly high volume. (e.g. 1,000)  

 
Note: if a campaign reaches 95% of the product 
volume available, the system will automatically 
end the campaign. 

8 

9 
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3.1 Add Campaign 

 
12. Enter promotion code if you want 

your POS operator to enter into the 
system for tracking purposes. 

 
13. Upload barcode image if you want to 

use this feature to redeem coupons 
at the point of sale. 

 
 

12 

13 
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3.1 Add Campaign 

14 

15 

14. Select Start and End dates for the 
Campaign.  

 
15. Select Start and End date for the 

Coupon Validity Period.  
The coupon will appear in the App 
between these dates unless ended. 
 
After the end date, a purchased or  
downloaded coupon will expire and no  
longer be redeemable. 
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3.1 Add Campaign: Targeting 

 
 
16. The system can target a promotion to appear 

only to certain App Users (e.g. 20 year old) OR 
Users Groups  (50 year old males who have 
downloaded a coupon from X date). All other 
users will not be able to see the promotion. 

 
Certain profiles , such as age, can be manually   
specified (e.g. Age: custom  range from 18-19)if 
required. 
 
The Targeting options feature is useful for: 
 

- A database privacy policy which requires only 
the most recent users to be sent offers. 

 
 

16 

NEW FEATURE  
JUNE 2015 
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3.1 Add Campaign 

 
 
 
Groups can be “Saved” in a list for use in future 
campaigns: Example: Male over 50 years and 
above, who have viewed offers. 
 
17. Tick on ‘Select Profile’ 
 
18. Choose relevant targeting options for your 
particular campaign (e.g. age, gender, activity) 
 
19. Click on ‘Save Profile’ and choose a name 
for that group (e.g. Males over 50).  
The new Group will be saved under the ‘All 
Groups’ dropdown menu. 

 
 

 

19 

17 

18 

NEW FEATURE  
JUNE 2015 
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3.1 Add Campaign 

20 

20. Select the participating outlet(s) for 
the chosen campaign.  

  
Notes:  
Only  users with permission for those  
outlet locations will be able to schedule  
campaigns for these outlets (e.g. 
Location Admins or Merchant Users) 
 
It is not required to enter the Merchant  
redemption Code when adding a new  
Campaign. It is generated automatically  
from the Merchant name and Outlet  
Code in the ‘Directories/ Outlets’ section. 
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3.1 Add Campaign 

21 

21. Select the Categories applicable to 
the campaign. 
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3.1 Add Campaign 

22. Enter the specific Terms & Policy 
for the campaign.  

22 
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Submit for Approval 

3.1 Add Campaign 

 
23. Click Submit for Approval to 

submit the campaign for admin 
user to approve. The campaign 
will appear in the mobile app 
after it is approved. 

 
 

24 23 
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4. Events 

Event information can appear in the application. They can be 
scheduled as a one-off or repeat event and added to the user’s 
calendar. Events can be created, saved, edited, published and 
ended through SprookimanagerTM.  
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4.1 Add Event 

1 

1 

1. Click on the Events tab on the menu sidebar. 
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2. Click the Add Event button. 

4.1 Add Event 

2 
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Submit for Approval 

4.1 Add Event 

  
3. Enter the Event Name: the headline for the 

event & alerts  
 

4. Enter the Event Description 
 

5. Upload an Event Image. Images must be in 
the correct file format and size to publish the 
campaign.  Refer to format and size 
requirements under the ‘Choose files’ button.  

 
6. Select the Event Start/End Date and time. 

For events which repeat, check the box 
Repeat. Choose the frequency with which the 
event repeats. 

 
7. Enter the Start/End Date and Time during 

which the Event will be live in the application. 

3 

4 

5 

6 
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There is an option to add an Event Venue and/or 
an Organiser. 

 
8. To add Organiser, tick the box ‘Choose 

Organiser’. Select from a list of existing 
Organisers/outlets. 

 
9. To add Add Venue, tick the ‘Choose Venue’ 

box. Select from a list of existing 
Venues/outlets. 

 
10. Click the Submit for Approval button to 

submit event for Admin user to approve.  
 
Note: If Organiser is not added, the organiser will  
be the application brand by default. If Venue is  
not added, the venue information will be blank in  
the application.  
 

Submit for Approval 

4.1 Add Event Organiser & Venue 

9 

8 
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5. Profile 

Users are prompted to enter personal details such as Date of Birth, Gender and 
Mobile contact information upon sign up.  
 
This information is stored in SprookimanagerTM and can be viewed, edited and 
downloaded along with the complete customer database. 
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6. Directories: Merchants 

Merchants are retail brands which run campaigns at their 
respective redemption outlets. Merchants can be created and 
edited in the client system. 
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6.1 Edit Merchants 

1. Go to Directories, then click on 
the Merchants tab on the menu 
sidebar. 

 
 

1 
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2. Click on the Merchant’s Name  to edit the respective 
merchant’s details. 

6.1 Edit Merchants 

2 
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6.2 Add Outlet 

1 
1. Click on the Merchants tab, 

under Directories, on the 
menu sidebar.  
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6.2 Add Outlet 

2 

2. Scroll down to bottom of the page and click 
on  Add outlet. 

2 
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6.2 Add Outlet 

3. Select Merchant 
 

4. Enter new Outlet Name.   
 

5. Select Operating Hours  
 

6. Enter country, Street address, City 
& Province of the outlet. This will be 
mapped.  

 
7. Enter the Postal Code of the outlet. 

 
8. Enter the outlet’s primary contact 

person’s details (for internal use 
only). 

 
9. Click on the Submit Outlet button 

to confirm 

9 

8 
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1. Click on the merchant’s 
name for the outlet to be 
edited. 

 

6.3 Edit Outlet Details 

1 
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6.3 Edit Outlet Details 

2. Scroll down the page, and select the outlet that needs to 
be modified.  

  

2 
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6.3 Edit Outlet Details 

3. Edit the required 
fields and click the 
Update Outlet button 
to confirm.  

3 
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7. Helpdesk: Creating a Ticket 

If you encounter a problem that you cannot resolve by 
yourself, you can submit a help ticket to our Helpdesk for 
support. 
 
All Sprooki User Guides are available online at the top of the 
Sprooki Manager screen. 
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1. Go to Helpdesk on the menu 
sidebar. 

7. Helpdesk: Creating a Ticket 

1 
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7. Helpdesk: Creating a Ticket 

2. Click on ‘Create ticket’  

2 



Business Confidential & © 2015 Sprooki Pte Ltd Page 41 

7. Helpdesk: Creating a Ticket 

3. Choose Issue Type (e.g. Technical, 
Customer). 

 
4. Enter a Summary of the issue. 

 
5. Enter your name. 

 
6.  Enter the following details: 
- Contact Number 
- Contact Email 
- App username: if the issue affects a 

particular customer. 
- Coupon code: if the issue is related to an 

existing coupon) 
 

7. Enter a description of the issue. Please 
include as much information as possible.  

 
8.     Add attachment (e.g. screenshot of          
Sprooki Manager, or  of App). 

3 
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7. Helpdesk: Creating a Ticket 

You will be presented with a “Thank you” page after you successfully submit the ticket. 
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8. Generating Reports 

1. Click on the Reports tab on the menu 
sidebar.  

 

1 



Business Confidential & © 2015 Sprooki Pte Ltd Page 44 

8.1 How to download data into Excel Sheet  

2.  Reports are available for each application. Select the relevant 
application. 
 
3.  Select report type: 

 
→Customer Reports: includes User Profile (e.g. gender)  
 
→Promotions Reports:  only includes Promotions data (either in 

daily, monthly or yearly format). 
 
4. Select reporting period (some reports are only available Since 
the product was launched) 
 
5. Click on the Export button to download to .csv file, or Print 
button to view on screen and save in PDF format. 

2 

3 

4 

5 
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8.1 How to download data into Excel sheet  

When downloaded via  the ‘Export’ function, reports are available in .csv format and can 
be saved as Excel files. 
 
When downloaded via ‘Print’ function, reports are available in PDF format. 



Business Confidential & © 2015 Sprooki Pte Ltd Page 46 

Thank You  

  


