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1. User Account 

An	
  Admin	
  User	
  account	
  is	
  required	
  to	
  
access	
  the	
  	
  SprookimanagerTM	
  

Administra4on	
  System	
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1.1 Sign In to your Account 

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

2.  Enter	
  your	
  email	
  address	
  
	
  
3.  Enter	
  your	
  password	
  

4.  Click	
  on	
  the	
  Sign	
  In	
  bu:on	
  

3

2

4	
  

2

4
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1.2 Forgot Password 

1.  Click	
  	
  ‘Forgot	
  Password’	
  

1
1
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1.2 Forgot Password 

2.  Input	
  your	
  registered	
  email	
  address	
  

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

your	
  inbox.	
  Follow	
  the	
  instrucIons	
  given	
  
to	
  reset	
  your	
  password.	
  2	
  

23	
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2. Navigation (Sidebar Menu) 

1.   Promo4ons	
  –	
  Add	
  or	
  edit	
  campaigns	
  and	
  offers	
  and	
  view	
  campaign	
  reports	
  

2.   Alerts	
  	
  

§  Featured	
  	
  Alert-­‐	
  Schedule	
  or	
  edit	
  locaIon	
  targeted	
  alerts	
  

§  General	
  Alert	
  –	
  Send	
  alert	
  noIficaIons	
  to	
  applicaIon	
  users	
  

3.   Events	
  –	
  	
  Schedule	
  new	
  events	
  

4.   Coupons	
  –	
  View	
  and	
  search	
  coupons	
  downloaded,	
  purchased,	
  redeemed	
  and	
  refunded	
  

5.   Customers	
  –	
  View	
  and	
  search	
  customer	
  profiles	
  and	
  acIvity	
  

6.   Directories	
  

§  Merchants	
  –	
  Add	
  or	
  edit	
  	
  Merchant	
  informaIon	
  

§  Malls	
  –	
  Edit	
  Mall	
  informaIon	
  

§  Categories	
  –	
  Add	
  or	
  edit	
  Categories	
  

7.   Admin	
  Users	
  –	
  Add	
  or	
  edit	
  admin	
  users	
  access	
  and	
  permissions	
  	
  

8.   System	
  Logs	
  –	
  Historical	
  records	
  of	
  admin	
  user	
  acIvity	
  

9.   Helpdesk	
  –	
  Submit	
  a	
  helpdesk	
  request	
  to	
  Sprooki	
  

10.   Reports	
  –	
  Generate	
  or	
  view	
  management	
  reports	
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3. Admin User 

Client	
  Admin	
  Users	
  are	
  able	
  to	
  schedule	
  campaigns	
  and	
  access	
  
informaIon	
  for	
  all	
  locaIons.	
  
	
  
Applica4on	
  Admin	
  Users	
  are	
  able	
  to	
  schedule	
  campaigns	
  and	
  
access	
  informaIon	
  according	
  to	
  the	
  ApplicaIons	
  (Apps)	
  they	
  
have	
  been	
  permi:ed	
  to	
  access.	
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1.  Click	
  on	
  the	
  Admin	
  Users	
  tab	
  on	
  the	
  menu	
  
sidebar.	
  

3.1 Add Admin User 

1
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3.1 Add Admin User 

2

2.	
  Click	
  on	
  the	
  ‘Add	
  Admin	
  User’	
  bu:on	
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3. 	
  Enter	
  new	
  Admin	
  User	
  
Given	
  Name,	
  Family	
  
Name	
  and	
  Email	
  

4. 	
  Set	
  access	
  permission.	
  
Choose	
  Client	
  Admin	
  or	
  
Applica4on	
  Admin	
  from	
  
the	
  Role	
  dropdown	
  menu	
  

	
  
5.	
   	
  For	
  ApplicaIon	
  Admin	
  

Users,	
  select	
  ApplicaIon	
  
(s)	
  you	
  want	
  to	
  assign	
  
user	
  to.	
  Use	
  ShiY-­‐Click	
  to	
  
assign	
  MulIple	
  outlets	
  to	
  
one	
  user.	
  

	
  
6. 	
  Click	
  Submit	
  User	
  

3.1 Add Admin User 

3	
  

4	
  

5

6	
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4. Promotions 

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

1.  Click	
  on	
  the	
  Promo4ons	
  tab	
  on	
  the	
  menu	
  sidebar.	
  
	
  	
  
Note:	
  Campaigns	
  can	
  only	
  be	
  created	
  for	
  Outlets	
  which	
  have	
  been	
  
added	
  to	
  SprookimanagerTM.	
  See	
  SecIon	
  7.4	
  to	
  add	
  new	
  outlets	
  

1
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4.1 Add Campaign 

2

2.  Click	
  the	
  Add	
  Campaign	
  bu:on	
  
	
  
Note:	
  Campaigns	
  can	
  only	
  be	
  created	
  for	
  Outlets	
  which	
  have	
  
been	
  added	
  to	
  SprookimanagerTM.	
  See	
  secIon	
  7.4	
  to	
  add	
  new	
  
outlets	
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4.1 Add Campaign 

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

3

4
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4.1 Add Campaign 

5.	
  Enter	
  Campaign	
  Name	
  –	
  the	
  
headline	
  for	
  the	
  campaign	
  &	
  alerts	
  
(90	
  characters	
  limit).	
  

	
  
6.	
  Enter	
  campaign	
  descripIon	
  (500	
  

characters	
  limit).	
  
	
  
7.	
  Upload	
  campaign	
  image.	
  Images	
  

must	
  be	
  in	
  the	
  correct	
  file	
  format	
  
and	
  size	
  to	
  publish	
  the	
  campaign.	
  
	
  Image	
  format	
  required:	
  PNG,	
  
JPEG	
  or	
  GIF	
  (at	
  least	
  640x270	
  
pixels).	
  
	
  	
  
	
  	
  

5

6

7
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4.1 Add Campaign 
	
  
8.	
  	
  Select	
  either	
  TransacIonal	
  (Pre-­‐pay	
  via	
  

mobile)	
  or	
  Non-­‐TransacIonal	
  (Pay	
  in-­‐
store)	
  coupon.	
  	
  

9.	
  	
  For	
  TransacIonal	
  only:	
  Enter	
  retail	
  and	
  
coupon	
  value.	
  

	
  
10.	
  	
  OpIon	
  to	
  set	
  coupon	
  limit	
  per	
  app	
  

user,	
  if	
  required	
  (e.g.	
  1).	
  

11.	
  	
  OpIon	
  to	
  set	
  the	
  product	
  limit.	
  If	
  no	
  
product	
  limit,	
  set	
  to	
  significantly	
  high	
  
volume.	
  (e.g.	
  1000)	
  	
  

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

	
  
	
  

8

9

10	
  

11	
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4.1 Add Campaign 

12.	
  Enter	
  promoIon	
  code	
  if	
  you	
  want	
  
your	
  POS	
  operator	
  to	
  enter	
  into	
  the	
  
system	
  for	
  tracking	
  purpose.	
  

13.	
  Upload	
  barcode	
  image	
  if	
  you	
  want	
  to	
  
use	
  this	
  feature	
  to	
  redeem	
  coupons	
  
at	
  the	
  point	
  of	
  sale.	
  

	
  
Note:	
  It	
  is	
  not	
  required	
  to	
  enter	
  the	
  
Merchant	
  Redemp=on	
  Code	
  when	
  adding	
  
a	
  new	
  Campaign.	
  It	
  is	
  generated	
  
automa=cally	
  from	
  the	
  Merchant	
  name	
  
and	
  Outlet	
  Code	
  in	
  the	
  ‘Directories/	
  
Outlets’	
  sec=on.	
  
	
  

12	
  

13	
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4.1 Add Campaign 

14	
  

15	
  

14.	
  Select	
  Start	
  and	
  End	
  dates	
  for	
  the	
  
Campaign.	
  The	
  coupon	
  will	
  appear	
  in	
  
the	
  App	
  between	
  these	
  dates	
  unless	
  
ended.	
  

15.	
  Select	
  Start	
  and	
  End	
  date	
  for	
  the	
  
Coupon	
  Validity	
  Period.	
  AYer	
  the	
  end	
  
date,	
  a	
  purchased	
  or	
  downloaded	
  
coupon	
  will	
  expire	
  and	
  no	
  longer	
  be	
  
redeemable.	
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4.1 Add Campaign 

16.	
  The	
  system	
  can	
  target	
  a	
  promoIon	
  to	
  
appear	
  only	
  to	
  users	
  who	
  register	
  aYer	
  a	
  
certain	
  date	
  period.	
  All	
  other	
  users	
  will	
  
not	
  be	
  able	
  to	
  see	
  the	
  promoIon.	
  

	
  
This	
  feature	
  is	
  useful	
  for:	
  

	
  
-­‐  A	
  low	
  price	
  offer	
  to	
  a:ract	
  new	
  

applicaIon	
  downloads	
  &	
  registraIons.	
  
-­‐  A	
  database	
  privacy	
  policy	
  which	
  requires	
  

only	
  the	
  most	
  recent	
  users	
  to	
  be	
  sent	
  
offers.	
  

16	
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4.1 Add Campaign 

17	
   17.	
  Select	
  the	
  parIcipaIng	
  outlet(s)	
  
for	
  the	
  chosen	
  campaign.	
  	
  
	
  	
  

Note:	
  For	
  Loca=on	
  Admin	
  users,	
  only	
  	
  
those	
  users	
  with	
  permission	
  for	
  those	
  	
  
outlet	
  loca=ons	
  will	
  be	
  able	
  to	
  

schedule	
  	
  
campaigns	
  for	
  these	
  outlets.	
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4.1 Add Campaign 

18	
  

18.	
  Select	
  the	
  Categories	
  applicable	
  to	
  
the	
  campaign.	
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4.1 Add Campaign 

19.	
  Enter	
  the	
  specific	
  Terms	
  &	
  Policy	
  
for	
  the	
  campaign.	
  	
  

19	
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4.1 Add Campaign 

20.	
  	
  Click	
  Save	
  Draa	
  if	
  you	
  have	
  not	
  
finished	
  entering	
  details	
  and/or	
  
wish	
  to	
  save	
  the	
  campaign	
  
details.	
  

21.	
  Click	
  Submit	
  Campaign	
  to	
  
publish	
  the	
  campaign.	
  The	
  
campaign	
  will	
  appear	
  in	
  the	
  
mobile	
  app	
  as	
  of	
  the	
  Campaign	
  
start	
  date.	
  

21	
  20	
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4.2  Edit Campaign 

1	
  

1.  To	
  edit	
  a	
  draY	
  campaign,	
  
click	
  on	
  the	
  campaign	
  
name.	
  

	
  
On	
  the	
  next	
  screen,	
  edit	
  	
  
Campaign	
  details	
  and	
  save	
  as	
  	
  
draY	
  or	
  submit	
  campaign	
  to	
  	
  
publish.	
  
	
  
Note:	
  Only	
  draL	
  campaigns	
  
can	
  be	
  edited.	
  Published	
  or	
  
live	
  campaigns	
  can	
  not	
  be	
  
edited.	
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4.3 End Campaign 

1.  Click	
  on	
  the	
  End	
  Now	
  bu:on	
  to	
  end	
  the	
  campaign.	
  

Note:	
  Published	
  or	
  live	
  campaigns	
  cannot	
  be	
  edited.	
  

1	
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5. Events 

Event	
  informaIon	
  can	
  appear	
  in	
  the	
  applicaIon.	
  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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5. 1 Add Event 

1	
  

1

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

5.1 Add Event 

2
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5.1 Add Event 

	
  	
  
3.	
  	
  	
  	
  Enter	
  the	
  Event	
  Name:	
  the	
  headline	
  for	
  the	
  

event	
  &	
  alerts	
  (limit:	
  90	
  characters).	
  
4.  Enter	
  the	
  Event	
  DescripIon	
  (limit:	
  500	
  

characters).	
  
5.  Upload	
  an	
  Event	
  Image.	
  Images	
  must	
  be	
  in	
  

the	
  correct	
  file	
  format	
  and	
  size	
  to	
  publish	
  the	
  
campaign.	
  	
  

•  Landscape	
  image	
  formats	
  of	
  PNG,	
  JPEG	
  
and	
  GIF,	
  at	
  least	
  640x270	
  pixels.	
  

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

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	
  applicaIon.	
  

	
  

3

4

5

6

7
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5.1 Add Event Organiser & Venue 

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

8.  To	
  add	
  Organiser,	
  Ick	
  the	
  box	
  ‘Choose	
  
Organiser’.	
  Select	
  from	
  a	
  list	
  of	
  exisIng	
  
Organisers/outlets	
  or	
  Add	
  New	
  Organiser.	
  

9.  To	
  add	
  Add	
  Venue,	
  Ick	
  the	
  ‘Choose	
  Venue’	
  
box.	
  Select	
  from	
  a	
  list	
  of	
  exisIng	
  Venues/
outlets	
  or	
  Add	
  New	
  Venue.	
  

10. Click	
  the	
  Submit	
  Event	
  bu:on	
  to	
  confirm.	
  	
  
	
  
Note:	
  If	
  Organiser	
  is	
  not	
  added,	
  the	
  organiser	
  will	
  	
  
be	
  the	
  applica=on	
  brand	
  by	
  default.	
  If	
  Venue	
  is	
  	
  
not	
  added,	
  the	
  venue	
  informa=on	
  will	
  be	
  blank	
  in	
  	
  
the	
  applica=on.	
  	
  
	
  

9	
  

8

10	
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6. Featured Alerts 

Featured	
  Alerts	
  are	
  locaIon-­‐targeted	
  alerts.	
  They	
  noIfy	
  
app	
  users	
  of	
  a	
  specific	
  campaign	
  when	
  they	
  are	
  within	
  a	
  
certain	
  proximity	
  of	
  the	
  relevant	
  mall(s)	
  or	
  outlet(s).	
  These	
  
are	
  scheduled	
  over	
  a	
  specified	
  Ime	
  period.	
  	
  
	
  
Featured	
  Alerts	
  are	
  frequency	
  capped,	
  meaning	
  if	
  a	
  user	
  has	
  
received	
  an	
  Alert	
  for	
  Campaign	
  “offer	
  A”	
  once,	
  it	
  is	
  unlikely	
  
they	
  will	
  receive	
  the	
  same	
  alert	
  again	
  within	
  a	
  24-­‐hour	
  
period.	
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6.1 Scheduling Featured Alerts 

1.  Click	
  on	
  the	
  Featured	
  tab	
  on	
  the	
  menu	
  
sidebar.	
  1	
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2.  Click	
  Add	
  Featured	
  Alert	
  

6.1 Scheduling Featured Alerts 

2	
  

3	
  

3.	
  	
  	
  Select	
  your	
  ApplicaIon	
  
and	
  click	
  on	
  ‘Next’	
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6.1 Scheduling Featured Alerts 

4	
  

4.	
  	
  	
  Select	
  Merchant	
  and	
  click	
  
on	
  ‘Next’	
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6.1 Scheduling Featured Alerts 

5
6

7

5.	
  Select	
  ApplicaIon.	
  
	
  
6.	
  Select	
  Merchant	
  for	
  

Featured	
  Alert.	
  

7.	
  Select	
  Campaign.	
  

8.	
  Select	
  outlet	
  (s)	
  
locaIons.	
  

	
  
9.	
  Select	
  the	
  Featured	
  
	
  	
  	
  	
  Start/End	
  Date.	
  

10.	
  Click	
  	
  on	
  the	
  Submit	
  
	
  	
  	
  	
  	
  Featured	
  bu:on	
  to	
  
	
  	
  	
  	
  	
  confirm.	
  

9

8

10	
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6.2 Edit Featured Alerts 

1.  Click	
  on	
  the	
  Featured	
  tab	
  on	
  the	
  menu	
  
sidebar.	
  1	
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6.2 Edit Featured Alerts 

2.  Browse	
  Featured	
  Campaigns	
  and	
  click	
  Remove	
  or	
  Unfeature	
  if	
  campaign	
  is	
  no	
  
longer	
  required.	
  	
  

	
  Note:	
  the	
  Remove	
  op=on	
  will	
  terminate	
  scheduled	
  Featured	
  Campaigns	
  that	
  are	
  
not	
  yet	
  ac=ve.	
  Unfeature	
  will	
  end	
  Featured	
  campaigns	
  which	
  are	
  live.	
  
	
  

3. 	
  Click	
  Feature	
  Again	
  to	
  reschedule	
  a	
  Featured	
  Alert	
  in	
  the	
  future	
  for	
  the	
  selected	
  
Campaign.	
  

3

2



Business Confidential & © 2013 Sprooki Pte Ltd Page 41 

6.3 Scheduling General Alerts 

General	
  Alerts	
  are	
  used	
  to	
  send	
  alert	
  noIficaIons	
  to	
  the	
  
enIre	
  user	
  opt-­‐in	
  customer	
  base	
  of	
  an	
  applicaIon.	
  General	
  
Alerts	
  will	
  only	
  be	
  received	
  by	
  users	
  who	
  have	
  given	
  their	
  
permission.	
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6.3 Scheduling General Alerts 

1.  Click	
  on	
  the	
  General	
  tab,	
  under	
  Alerts,	
  on	
  
the	
  menu	
  sidebar.	
  

1
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2. 	
  Click	
  	
  on	
  the	
  Add	
  General	
  
Event	
  bu:on.	
  

6.3 Scheduling General Alerts 

2
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There are 2 Types of General Alerts 

1.  ExisIng	
  Campaign	
  or	
  Event	
  
2.  New	
  Event	
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Adding General Alerts for an 
Existing Campaign or 

Existing Event 
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6.3 Scheduling General Alerts 
1.  Select	
  ExisIng	
  Campaign	
  or	
  ExisIng	
  

Event	
  from	
  the	
  list	
  of	
  Alert	
  Type.	
  

2.  Select	
  Merchant	
  to	
  appear	
  in	
  alert	
  
noIficaIon.	
  

3.  Select	
  Campaign	
  to	
  appear	
  in	
  alert	
  
noIficaIon.	
  

4.  Select	
  targeIng	
  opIons	
  such	
  as	
  the	
  
applicaIon	
  or	
  segment	
  of	
  users	
  you	
  
would	
  like	
  to	
  send	
  the	
  alert	
  to.	
  

5.  Select	
  when	
  you	
  want	
  to	
  send	
  out	
  
the	
  event	
  alert.	
  You	
  can	
  either	
  send	
  
immediately	
  or	
  schedule	
  it	
  according	
  
to	
  your	
  preferred	
  date	
  and	
  Ime.	
  

6.  Click	
  the	
  Submit	
  General	
  Alert	
  
bu:on	
  to	
  confirm	
  and	
  send	
  out	
  the	
  
event	
  alert.	
  

1
2
3

5

6
4
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Adding General Alerts for a 
New Event 
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1.  Select	
  “New	
  Event”	
  under	
  
Select	
  General	
  Alert	
  Type.	
  

2.  Add	
  your	
  “Event	
  Name”	
  for	
  
internal	
  reference	
  only.	
  

3.  Enter	
  details	
  on	
  “Add	
  Event	
  
Text”.	
  Please	
  restrict	
  text	
  to	
  no	
  
more	
  than	
  100	
  characters.	
  

4.  Select	
  the	
  Target	
  Applica4on	
  
5.  Select	
  Targe4ng	
  Op4ons.	
  
6.  Select	
  when	
  you	
  want	
  to	
  send	
  

out	
  the	
  event	
  alert:	
  
immediately	
  or	
  schedule	
  at	
  a	
  
future	
  date	
  and	
  Ime.	
  

7.  Click	
  on	
  ‘Submit	
  General	
  Alert’	
  
to	
  confirm	
  and	
  send	
  out	
  the	
  
alert.	
  

1
1

2

3

4	
  
4

6.3 Scheduling General Alerts 

6

5

7
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6.4 Edit General Alerts 

1.  Click	
  on	
  the	
  Alerts	
  tab,	
  under	
  General,	
  
on	
  the	
  menu	
  sidebar.	
  

1



Business Confidential & © 2013 Sprooki Pte Ltd Page 50 

6.4 Edit General Alerts 

2.  Browse	
  Event	
  Alerts,	
  and	
  for	
  desired	
  Event	
  click	
  Remove.	
  

	
  Note:	
  the	
  Remove	
  op=on	
  will	
  terminate	
  scheduled	
  Featured	
  Events	
  that	
  are	
  not	
  yet	
  
ac=ve	
  
	
  

3. 	
  Click	
  Edit	
  to	
  modify	
  Event	
  Alert	
  

2 3
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7. Merchants 

Merchants	
  are	
  retail	
  brands	
  which	
  run	
  campaigns	
  at	
  their	
  
respecIve	
  redempIon	
  outlets.	
  Merchants	
  can	
  be	
  created	
  and	
  
edited	
  in	
  the	
  client	
  system.	
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7.1 Add Merchants 

1.  Click	
  on	
  the	
  Merchants	
  tab,	
  
under	
  Directories,	
  on	
  the	
  menu	
  
sidebar.	
  

	
  

1
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7.1 Add Merchants 

2. 	
  Click	
  Add	
  Merchant.	
  
	
  
1

2
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3.  Input	
  new	
  Merchant’s	
  
details	
  (name	
  and	
  logo	
  
are	
  required).	
  
	
  
Image	
  format	
  
requirement:	
  
a)  Merchant	
  LOGO:	
  

PNG,	
  JPEG	
  and	
  GIF,	
  at	
  
least	
  320x320	
  pixels	
  

b)  Merchant	
  Image:	
  
PNG,	
  JPEG	
  and	
  GIF,	
  at	
  
least	
  640x400	
  pixels	
  

4.  Click	
  “Submit	
  Merchant”	
  
to	
  add	
  new	
  merchant.	
  	
  

7.1 Add Merchants 

2

1

3

4
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7.2 Edit Merchants 

1
1.  Go	
  to	
  Directories,	
  then	
  click	
  on	
  

the	
  Merchants	
  tab	
  on	
  the	
  menu	
  
sidebar.	
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2.  Click	
  on	
  the	
  Merchant’s	
  
Name	
  	
  to	
  edit	
  the	
  
respecIve	
  merchant’s	
  
details.	
  

7.2 Edit Merchants 

2
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3.  Edit	
  desired	
  fields.	
  

4.  Click	
  Update	
  
Merchant.	
  

Note:	
  If	
  the	
  selected	
  	
  
Merchant	
  is	
  to	
  be	
  	
  
removed,	
  click	
  Suspend.	
  	
  
This	
  will	
  not	
  delete	
  the	
  	
  
merchant	
  en=rely,	
  but	
  	
  
simply	
  remove	
  it	
  from	
  all	
  	
  
ac=vity.	
  

7.2 Edit Merchants 

3

4
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7.3 Merchant Admin user 

Merchant	
  Admin	
  Users	
  are	
  the	
  staff	
  of	
  merchants/retailers	
  
who	
  can	
  login	
  to	
  the	
  client's	
  SprookimanagerTM	
  system	
  to	
  
access	
  campaign	
  reports	
  and	
  submit	
  campaign	
  content,	
  for	
  
publicaIon	
  by	
  the	
  Admin	
  Users	
  within	
  the	
  applicaIon.	
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7.3 How to Add Merchant Admin user 

1
1.  Click	
  on	
  the	
  Merchants	
  tab,	
  

under	
  Directories,	
  on	
  the	
  menu	
  
sidebar.	
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7.3 How to Add Merchant Admin user 

2.  Click	
  on	
  the	
  merchant’s	
  
name.	
  

2
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7.3 How to Add Merchant Admin user 

3

3.  Scroll	
  down	
  the	
  page,	
  and	
  
under	
  secIon	
  ‘Merchant	
  
Users’	
  click	
  on	
  Add	
  Merchant	
  
User.	
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7.3 How to Add Merchant Admin user 

4.  Input	
  Merchant	
  Admin	
  user	
  details.	
  

5.  Click	
  on	
  Submit	
  Merchant	
  User.	
  

5

4
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7.4 Add Outlet 

1
1.  Click	
  on	
  the	
  Merchants	
  tab,	
  

under	
  Directories,	
  on	
  the	
  
menu	
  sidebar.	
  	
  

	
  



Business Confidential & © 2013 Sprooki Pte Ltd Page 64 

7.4 Add Outlet 

2

2. 	
  Scroll	
  down	
  to	
  bo:om	
  of	
  the	
  page	
  and	
  click	
  
on	
  	
  Add	
  outlet.	
  

2
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7.4 Add Outlet 

3.  Enter	
  the	
  new	
  Outlet	
  Name.	
  	
  Note:	
  
An	
  Outlet	
  code	
  will	
  be	
  automa=cally	
  
generated	
  by	
  the	
  system	
  for	
  
redemp=on.	
  	
  

4.  Select	
  the	
  Categories	
  for	
  the	
  outlet.	
  

5.  Select	
  the	
  Country.	
  

6.  Enter	
  the	
  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	
  bu:on	
  
to	
  confirm	
  

	
  

9

85

7

6

4

3
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1.  Click	
  on	
  the	
  merchant’s	
  
name	
  for	
  the	
  outlet	
  to	
  be	
  
edited.	
  

7.5 Edit Outlet Details 

1
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7.5 Edit Outlet Details 

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

2
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7.5 Edit Outlet Details 

3.  Edit	
  the	
  required	
  
fields	
  and	
  click	
  the	
  
Update	
  Outlet	
  bu:on	
  
to	
  confirm.	
  	
  

3
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8. Malls 

The	
  Mall	
  tab	
  is	
  used	
  to	
  edit	
  Mall	
  details.	
  These	
  Malls	
  house	
  
the	
  individual	
  merchant	
  outlets	
  that	
  run	
  the	
  campaigns.	
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8.1 Edit Mall 

1.  Click	
  on	
  the	
  Malls	
  
tab,	
  under	
  
Directories,	
  	
  on	
  the	
  
menu	
  sidebar.	
  

2.  Choose	
  the	
  Mall	
  
that	
  requires	
  
changes.	
  	
  

1

2
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8.1 Edit Mall 

3.	
  	
  	
  Edit	
  desired	
  fields.	
  
	
  
Note:	
  
Image	
  format	
  required	
  
for	
  Mall	
  Logo:	
  PNG,	
  JPEG	
  
and	
  GIF	
  (at	
  least	
  160x160	
  
pixels)	
  

4.	
  	
  Click	
  Update	
  Mall.	
  

3

4
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9. Categories 

Categories	
  are	
  labels	
  to	
  group	
  Campaign	
  Offers	
  together	
  in	
  
the	
  app.	
  Categories	
  can	
  be	
  created,	
  edited	
  and	
  deleted	
  
through	
  the	
  Client	
  system.	
  An	
  offer	
  can	
  appear	
  in	
  one	
  or	
  
more	
  Categories.	
  Each	
  Mall	
  locaIon	
  can	
  have	
  its	
  own	
  list	
  of	
  
Categories.	
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9.1 Add Categories 

1.  Click	
  on	
  the	
  Categories	
  
tab,	
  under	
  Directories,	
  
on	
  the	
  menu	
  sidebar.	
  

2.  Filter	
  or	
  search	
  for	
  
categories	
  by	
  mall.	
  

3.  Click	
  on	
  Add	
  Category	
  to	
  
create	
  a	
  new	
  category.	
  3

2

1

2 3
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9.1 Add Categories 

4.	
   	
  Enter	
  your	
  desired	
  
	
  category	
  name.	
  	
  
	
  Note:	
  Categories	
  can	
  be	
  
edited	
  or	
  deleted	
  and	
  will	
  
only	
  appear	
  if	
  associated	
  
with	
  a	
  campaign.	
  

5.	
   	
  Select	
  the	
  App	
  or	
  Mall	
  
locaIon	
  to	
  apply	
  the	
  
category.	
  

6.	
   	
  Click	
  on	
  Submit	
  
Category.	
  

1

2

3

4

5

6	
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9.2. Edit Categories 

1.  Click	
  on	
  the	
  Categories	
  
tab,	
  under	
  Directories,	
  
on	
  the	
  menu	
  sidebar.	
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9.2. Edit Categories 

1.  Click	
  on	
  the	
  category	
  
name	
  to	
  be	
  edited.	
  

1
1
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9.2. Edit Categories 

2.  Enter	
  new	
  category	
  name.	
  

3.  Click	
  Update	
  Category.	
  	
  
	
  	
  

If	
  intending	
  to	
  remove	
  
category,	
  click	
  Delete.	
  

1

2

2

3



Business Confidential & © 2013 Sprooki Pte Ltd Page 78 

10. Customers 

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



Business Confidential & © 2013 Sprooki Pte Ltd Page 79 

10.1 How to Search for Customers 

1.  Click	
  on	
  Customers	
  on	
  the	
  
menu	
  sidebar.	
  

1
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10.1 How to Search for Customers 

2.  Browse	
  Customer	
  database	
  by	
  using	
  the	
  Search	
  Customer	
  field	
  for	
  specific	
  customer	
  
name	
  or	
  email	
  address.	
  

3.  Click	
  Export	
  to	
  download	
  database	
  of	
  customer	
  profile	
  data	
  including	
  Date	
  of	
  Birth,	
  
Sign	
  up	
  date,	
  Gender,	
  and	
  Coupon	
  purchases.	
  

3
2
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10.2 How to Reset Customer Password 

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

2.  Browse	
  Customer	
  Database	
  
through	
  the	
  Search	
  Customer	
  
field	
  to	
  find	
  desired	
  customer.	
  

3.  Click	
  on	
  Customer	
  Email	
  field	
  to	
  
enter	
  customer	
  detail	
  page.	
  

Note:	
  Customers	
  may	
  reset	
  their	
  
passwords	
  from	
  the	
  App	
  by	
  clicking	
  
on	
  “Forgot	
  Password”	
  found	
  on	
  the	
  
Sign	
  Up	
  page.	
  

2

31
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10.2 How to Reset Customer Password 

4. 	
  Scroll	
  down	
  the	
  page	
  and	
  click	
  
Reset	
  Password	
  

5. 	
  Click	
  “Ok”	
  to	
  confirm	
  reset	
  
password	
  

	
  
	
  Customer	
  will	
  be	
  sent	
  an	
  email	
  
to	
  their	
  registered	
  email	
  
containing	
  instrucIons	
  to	
  reset	
  
password.	
  

2

4 5
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10.3 Customer Refund 

Click	
  on	
  the	
  Customers	
  tab	
  on	
  
the	
  menu	
  sidebar	
  and	
  scroll	
  to	
  	
  
Customer	
  Coupon	
  	
  History	
  at	
  the	
  	
  
bo:om	
  of	
  the	
  customer	
  details	
  page.	
  
	
  
1.	
   	
  On	
  the	
  Refund/Notes	
  column,	
  

add	
  free	
  text	
  notes	
  or	
  reference	
  
numbers	
  regarding	
  the	
  refund	
  
request.	
  

2. 	
  Click	
  on	
  the	
  Refund	
  bu:on	
  on	
  
the	
  right.	
  

Note:	
  this	
  is	
  for	
  system	
  repor=ng	
  
only.	
  Payment	
  must	
  be	
  handled	
  
separately	
  through	
  the	
  payment	
  
processing	
  system	
  or	
  cheque	
  refund.	
  

1 2
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11. Generating Reports 

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

1
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11.1 How to download data into Excel Sheet  

2.	
  	
  Reports	
  are	
  available	
  for	
  each	
  applicaIon.	
  
Select	
  the	
  relevant	
  applicaIon.	
  
	
  
3.	
  	
  Select	
  report	
  type:	
  
	
  
à Volume	
  report:	
  includes	
  transacIonal	
  and	
  
non	
  transacIonal	
  data	
  (either	
  in	
  daily	
  or	
  
monthly	
  format).	
  

	
  
à Sales	
  Value	
  report:	
  include	
  transacIonal	
  
data	
  (either	
  in	
  Daily	
  or	
  Monthly	
  format).	
  

4.	
  Select	
  reporIng	
  period.	
  
	
  
5.	
  Click	
  on	
  the	
  Export	
  bu:on	
  to	
  download	
  
to	
  .csv	
  file,	
  or	
  Print	
  bu:on	
  to	
  view	
  on	
  screen	
  
and	
  save	
  in	
  PDF	
  format.	
  

2

3

4
5
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11.1 How to download data into Excel sheet  

When	
  downloaded,	
  the	
  reports	
  are	
  available	
  in	
  .csv	
  format	
  and	
  can	
  be	
  saved	
  as	
  Excel	
  
files.	
  
	
  
The	
  Volume	
  Report	
  tracks	
  daily	
  or	
  monthly	
  users,	
  views,	
  transacIonal	
  &	
  non	
  
transacIonal	
  data	
  
	
  	
  
The	
  Value	
  Report	
  tracks	
  transacIonal	
  data.	
  



Business Confidential & © 2013 Sprooki Pte Ltd Page 87 

12. Helpdesk 

If	
  you	
  encounter	
  a	
  problem	
  that	
  you	
  cannot	
  resolve	
  by	
  
yourself,	
  you	
  can	
  submit	
  a	
  help	
  Icket	
  to	
  our	
  Helpdesk	
  for	
  
support.	
  
	
  
All	
  Sprooki	
  training	
  documents	
  are	
  available	
  online	
  at	
  the	
  
bo:om	
  of	
  the	
  Helpdesk	
  secIon.	
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1.  Go	
  to	
  Helpdesk	
  on	
  the	
  menu	
  
sidebar.	
  

12. Helpdesk 

1
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12. Helpdesk 

2.  Select	
  the	
  category	
  which	
  the	
  issue	
  
falls	
  under.	
  

2
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12. Helpdesk 

3.  Enter	
  the	
  Itle	
  of	
  the	
  issue.	
  

4.  Enter	
  your	
  name.	
  

5.  	
  Enter	
  the	
  following	
  details	
  
(opIonal):	
  

-­‐	
  your	
  contact	
  number	
  
-­‐	
  Enter	
  your	
  contact	
  email	
  
	
  
If	
  you	
  are	
  trying	
  to	
  resolve	
  the	
  	
  
customer’s	
  issue:	
  
-­‐	
  Enter	
  the	
  app	
  username	
  
-­‐	
  Enter	
  the	
  coupon	
  code	
  (if	
  applicable)	
  

6.  Enter	
  a	
  descripIon	
  of	
  the	
  issue.	
  
	
  

	
  	
  

3

5

4

6
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12. Helpdesk 

6.	
   	
  Type	
  the	
  Captcha	
  code	
  
provided	
  on	
  screen.	
  

	
  
7. 	
  Click	
  on	
  Submit.	
  

	
  	
  

6

7
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12. Helpdesk 

You	
  will	
  be	
  presented	
  with	
  a	
  “Thank	
  you”	
  page	
  aYer	
  you	
  successfully	
  submit	
  the	
  Icket.	
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Thank You  
	
  	
  


