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Overview of Package Reservation Process

Mall sellers with brand 
portal access  to create 
package reservation roles 
and assign access rights to 
the PICs involved in 
package reservations
accordingly

Sellers to book packages 
from Brand Portal

Book packages from Brand 
Portal by searching for the 
relevant package name

Mall 
Sellers

RMs/KAMs to book the 
packages on behalf from BD 
Center (internal system)

Non Mall 
Sellers/ 
Supermarket 
sellers

Once the order is created > 
status of order changes to 
“Created” / 
“Pending Approval” on Brand 
Portal

MS will approve the package 
from BD Center. Status of order 
changes to “approved” / “Pending 
contract” on Brand Portal (front 
end)

Seller keys in the relevant asks 
by referencing to the campaign 
package commitment and submit 
the order

An advertising contract will be generated on 
BD Center by SGMS and will be uploaded to 
Brand Portal (for mall sellers) reference. 
Note: No endorsement required by Mall 
sellers. Endorsed agreements from 
Non-OS/Supermarket sellers packages 
reserved via BD Center will still be required.
Order status changes to “Contract Available” 
when contract is generated.

SGMS will proceed with 
billing set up and 
coordinate with SG 
Finance for issuance of 
invoices

Once the invoices are 
issued and uploaded to 
Brand Portal, order status 
on Brand Portal changes to 
“Pending Payment” 

Read through the 3.15 
campaign pitch deck 
carefully and inform your 
Account Manager your 
participation interest in the 
3.15 campaign. Once 
confirmed, a whitelisting 
process will take place 
thereafter backend before 
sellers can reserve the 
packages.

Brand to make payment
1)Pay via SVS payment link 
for orders with wallet 
deduction as payment 
method
OR 2) Conduct bank xfer for 
the expenses (to quote 
invoice #)

Once all the related 
payments for the marketing 
orders have been verified by 
SG Fin and approved by 
SGMS, order on Brand 
Portal  changes to 
“Completed”

Getting Access 
on Brand Portal

Ordering & Tracking of Packages on Brand Portal
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Flow of packages: 
Created -> Approved 
-> Pending invoice -> 
Pending payment

Exactly same as 
current SF

Sellers able to see 
historical package 
purchases

Along with agreement 
/ invoices for 
download
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Part 1: Getting Access
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Logging In

HOW TO ACCESS BRAND PORTAL

Visit https://brandportal.shopee.com/seller/login and log in with your 

email and password (for users who had MSP access - follow that of 

your MSP details).

● If you have forgotten your password > do click on “forget 

password” to reset the new password (look out for email: 

info@shopee.brandportal.com)

IMPORTANT:

For safety purpose, do not share your login information to anyone.

https://brandportal.shopee.com/seller/login
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Granting Access to Sellers on BP: (1) Create Role, (2) Assign Role

Head to Access Control Panel

Create the ROLE needed for package access

Fill in the details needed for the “package access” role + configure the level 
of access for the role

Create USER Access

Fill in the details needed 
for the particular user and 
assign the role to the user

1

2
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Brand Portal

Tracking of packages Payment and completion of packagesOrdering of packagesGetting Access
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Video Recording - Getting Access to Package Reservation on Brand Portal

Video Recording Link HERE 
(note: to adjust quality to 1080px)

Only new users to Brand Portal 
will receive this email

Brand Portal

https://docs.google.com/file/d/1KWq5SttOziyNZ4_Hntq7btnK7Eoo_ug_/preview
https://drive.google.com/file/d/1KWq5SttOziyNZ4_Hntq7btnK7Eoo_ug_/view?usp=sharing
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Helpful FAQs for Access to Brand Portal
Brand Portal

For point 1) if you already had existing access to MSP > please use the same credentials from 
MSP to login to Brand Portal. 
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Part 2: Reserving Campaign 
Packages on Brand Portal



How to Access Package Reservation?

PACKAGE > PACKAGE RESERVATION

1) Select “Marketing Solution” module on the Top Banner.

2) On the left side panel, there will be “Package”.

3) Click on “Package Reservation” to see available 

campaigns and packages.



How to Access Package?

PACKAGE > PACKAGE RESERVATION

After selection, you will be prompted with the 

Shopee Brand Portal Terms of Service 
("Terms of Service") to which you are 

expected to read and consider such Terms of 

Service carefully before proceeding by checking 

the acknowledgement box.

By agreeing to such Terms of Service, you have 
rendered your electronic signature which 

shall be accorded the same legal status as a 

“wet ink” signature to the Terms of Service. 



Package Reservation

PACKAGE > PACKAGE RESERVATION

After agreeing to the Terms of Service, you will be directed to Package Reservation Page to see available 

campaigns and packages.
2. Select the different type of campaign package available1. Select Date Range

2. Select the different type of 
campaign package available

3. Search packages based on the desired 
Campaign Name or Package Name



Package Reservation
After agreeing to the Terms of Service, you will be directed to Package Reservation Page to see available 

campaigns and packages.
2. Select the different type of campaign package available

3. Click 'Refresh' or 'Apply' for confirm data selection

2. Click 'Reset' to set default data selection

1.  Select different packages based on the different types:
a. Ongoing: Campaign start date <= today <= Campaign end date
b. Upcoming: Campaign start date > today
c. Ended: Campaign end date < today

PACKAGE > PACKAGE RESERVATION



Package Reservation
1. Click on the dropdown to view more information 
on the different packages available

PACKAGE > PACKAGE RESERVATION

2. Hover over to view package details



Package Reservation - Standard Package

PACKAGE > PACKAGE RESERVATION

1. If package is available for early bird, there will be a ‘Early Bird’ 
tag above the package price
2. Hover over the “Early Bird’ Tag to view more details such as: 
“Early bird including xx% discount” 3. Click to Reserve Package to add to 

shopping cart

Note: It will indicate as “Sold Out” if 
package is no longer available



Package Reservation - Bidding Package

PACKAGE > PACKAGE RESERVATION

1. Click to Reserve Package, it will indicate as “Sold Out” if 
package is no longer available



Package Reservation - Add on Package

PACKAGE > PACKAGE RESERVATION

1. Click to Reserve 
Package, it will indicate as 
“Sold Out” if package is no 
longer available



Package Reservation - Reserve Package
1. Select related shops 
where Related shop will 
show list that tied to the 
email address and is 
whitelisted to the package  
(only Official Shops)

PACKAGE > PACKAGE RESERVATION

2. Hover over to view more 
information on the 
payment option



1. Select related shop that this package request is for.
2. Commitments marked in (*) are mandatory to fill in. You have to fill in 

based on the required value. You are allowed to fill it with higher value 
than the minimum value.

3. Choose to pay via Cash or Barter. Payment option decides the exact 
cash value and barter value per order based on your dropdown selection. 
The value you input for each commitment should be the Ads Spend.

4. Bidding package will have a bidding tag alongside.
5. Visit refers to the amount of visits required to be driven during the period 

in order to take up this package. Visits are auto-populated based on the 
value you input.

6. Click         to see the explanation and conditions for each program. 
You shall register your interest with brand KAMs to which a verification 
process will occur thereafter before the discount of selected program 
can be awarded.

7. Click Confirm when it is done.

Add Package to Shopping Cart

PACKAGE > PACKAGE RESERVATION
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How to Access Shopping Cart?

PACKAGE > SHOPPING CART

Select “Marketing Solution” module on the Top Banner.

On the left side panel, there will be “Package”.

Click on “Shopping Cart” to see available campaigns and 

packages.



Package Reservation - Reserve Package
1. Packages with two or more (different) campaign types cannot be checked at 
the same time
2. When the packages under the shop dimension are of the same campaign type, 
it will automatically select all package(s) under the shop when the checkbox to 
the left of Shop Name is checked

PACKAGE > SHOPPING CART

3. Click on “Delete” to delete package



Package Reservation - Reserve Package
1. Able to search the different campaign names and package names

PACKAGE > SHOPPING CART

2. Click on “Edit” 
to edit package 
details



Package Reservation - Reserve Package
1. Able to search the different campaign names and package names

PACKAGE > SHOPPING CART

2. Click “Submit” 
to submit the 
reservation



Package Reservation - Reserve Package
1. Able to select “Yes” or “No” for Purchase Order Method

- Do note this means that the brand/seller has to 
upload their PO document and submit it to SHOPEE. 
Shopee is not responsible for uploading the PO.

PACKAGE > SHOPPING CART

3. Click “Confirm” to confirm your package reservation

2. Able to select Payment methods such as  “Bank Transfer”, 
“Wallet Deduction”, “CN Issued to SCM” or “Paypal”

Note: 
a. Wallet deduction: Charges will be deduct don seller 

wallet balance
b. Paypal: Make online payment through PayPal using 

credit/debit cards
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Video Recording - Reserving Campaign Packages on Brand Portal

Email notification will be sent to the contract PIC 
automatically after the marketing order for the campaign 
package is successfully submitted

Video Recording Link HERE 
(note: to adjust quality to 720px)

- Make sure “PO Needed” is only selected if you are uploading a PO on your 
end

- Fill in the updated PIC name under contract PIC and Finance PIC fields 
respectively to avoid reduce unnecessary amendments later on in the invoicing 
stage

https://docs.google.com/file/d/1ZiuqAlxBOgEZiia1x49ahSo--FRYcI2Y/preview
https://drive.google.com/file/d/1ZiuqAlxBOgEZiia1x49ahSo--FRYcI2Y/view?usp=sharing
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Some reasons as to why you cannot see packages on Brand Portal

1.Time filter does not fully include the campaign period
2. Not whitelisted on BD Center (Do reach out to your account manager on this)
3. Blacklisted on BD Center
4. Wrong principal selected 
5. Campaign/package name filter is wrongly input
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Part 3: Editing/Tracking of Orders



How to Access Track Campaign Package Status?

PACKAGE > MY PACKAGE

Select “Marketing Solutions” module on the Top Banner.

On the left side panel, there will be “Shopee Package”.

Click on “My Package” to see available campaigns and 

packages.



How to view orders

PACKAGE > MY PACKAGE

1. Search campaigns through Campaign Type, Campaign Name or Package Name

2. Click on drop down to filter based on Order status
a. All Order Status
b. Pending Approval
c. Approved
d. Pending Contract
e. Contract Available
f. Pending Payment

g. Completed

3. When there is any change in order status, you will receive an email 
notification.



1. Click ‘Edit Reservation’ to edit your 
reservation - only for packages on 
Pending Approval status and only if:

a. Package is a valid item
b. Shop is not a blacklisted shop

Editable information are:

- Related Shop 
- Commitment
- Program
- Payment Option
- PIC email/name
- Order remarks

How to view orders - Edit Reservation

PACKAGE > MY PACKAGE



How to view orders - Delete Reservation

PACKAGE > MY PACKAGE

2. There will be a pop- up window to 
confirm the deletion of package. 
Once deletion is confirmed, the 
package will be deleted.

1. Click “Delete” to delete reservation



How to view orders - Edit Reservation

PACKAGE > MY PACKAGE

1. Click ‘Edit’ to edit your reservation

2. There will be a 
pop up window to 
edit the 
reservation 
details.

3. After editing, 
click “confirm” to 
confirm the 
changes.

4. Click the dropdown to view the 
breakdown for cash and marketing barter
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Video Recording - Editing/Deleting Campaign Packages on Brand Portal
Brand Portal

Video Recording Link HERE 
(note: to adjust video quality for clearer view)

- Make sure “PO Needed” is only selected if you are uploading a PO on your end.
- Fill in the updated PIC name under contract PIC and Finance PIC fields respectively to avoid 

reduce unnecessary amendments later on in the invoicing stage

https://drive.google.com/file/d/1odBQGSq3UZ6PLJfhwyfA4u41HqGNivYZ/view?usp=sharing
https://docs.google.com/file/d/1odBQGSq3UZ6PLJfhwyfA4u41HqGNivYZ/preview
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Part 3a: Email notifications on 
order status changes



Scenario 1:
- Package 1 status: Rejected

- Unable to edit package
- Package 2 status: Pending Approval

- Able to edit package
Resulting: Overall order status: Pending Approval

Email notification:
Package 1 rejected + Package 2 no actions taken --> no email 
notification

Email Notification on Order Status Changes (1/4)

PACKAGE > MY PACKAGE

Package 1

Package 2



Scenario 2:
- Package 1 status: Rejected

- Unable to edit package
- Package 2 status: Rejected

- Unable to edit package
Resulting: Overall order status: Rejected

Email notification:
Package 1 rejected + Package 2 rejected --> receive email 
notification

Email Notification on Order Status Changes (2/4)

PACKAGE > MY PACKAGE

Package 1

Package 2



Scenario 3:
- Package 1 status: Rejected

- Unable to edit package
- Package 2 status: Approved

- Unable to edit package
Resulting: Overall order status: Approved

Email notification:
Package 1 rejected + Package 2 approved --> receive email 
notification

Email Notification on Order Status Changes (3/4)

PACKAGE > MY PACKAGE

Package 1

Package 2



Email Notification on Order Status Changes (4/4)

PACKAGE > MY PACKAGE

When there is any change in order status, 
user will receive an email notification.



1. Click ‘Order Details’ to view more 
information 

How to view orders - Order Details

PACKAGE > MY PACKAGE



1. If status is “Rejected”, user cannot 
proceed further, please can reach out 
to account manager to enquire for 
more information

How to view orders - Order Details (Rejected)

PACKAGE > MY PACKAGE



1. Once order status changed 
from “Pending Approval” to 
“Approved”, user will be 
prompted to upload purchase 
order (PO)

How to view orders - Order Details (Approved)

PACKAGE > MY PACKAGE

Once order status changed from 
“Pending Approval” to 
“Approved”, user will be 
prompted to upload purchase 
order (PO) 



PACKAGE > MY PACKAGE

1. User will be able to 
upload the files in pdf, 
doc, docx format

2. Once upload has been 
completed, user will be able to 
download or delete PO file

How to view orders - Order Details (Approved)

3. Approved status means your 
order has been approved by 
Shopee.

For the next step, you will need 
to wait Shopee to generate your 
order agreement.
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Part 4: Payment and Completion 
of Marketing Orders



Agreement Available status means Shopee has 
generated your order agreement. You can 
download and check the agreement.
You can also upload PO when agreement is 
available.

IMPORTANT:
As you have previously agreed to the Terms of 
Service, you no longer need to sign the 
agreement. If there is any changes needed to be 
done in the agreement or you need the signed 
agreement, please inform your RM/KAM (max. 
3x24 hours after the document is received). 
After that, changes on the document will not be 
proceeded.

How to view orders - Order Details (Contract available)

PACKAGE > MY PACKAGE



Pending Payment status 
means Shopee has 
generated invoice(s) if 
required,  and you will be 
able to download them

How to view orders - Order Details (Pending Payment)

PACKAGE > MY PACKAGE

Click here 
to upload 
payment 
proof

User can download and delete the uploaded file

User can download the invoice document



How to view orders - Order Details (Completed)

PACKAGE > MY PACKAGE

1. When all payment proofs have been verified 
and approved by Shopee, your order status will 
change to Completed.

After campaign period is over, you can still 
access your order details, including 
downloading all the documents.
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Video Recording - Retrieving Advertising Contracts and Invoices
Brand Portal

Video Recording Link HERE 
(note: to adjust video quality for clearer view)

https://docs.google.com/file/d/1Yg_0N7KwVkjSQX4W3gPTpFDdqnxpzpxP/preview
https://drive.google.com/file/d/1Yg_0N7KwVkjSQX4W3gPTpFDdqnxpzpxP/view?usp=sharing
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Payment Link Notification (Applicable only to marketing orders with payment method 
as “Wallet Deduction”)

Note:
- [NEW]  A payment link will be sent via PN on seller center to notify sellers to make payments via wallet deduction for marketing 

orders where “Seller Wallet Deduction” was selected as the preferred mode of payment method 
- Should the payment failed to be made in time, expenses will be auto-deducted by the end day of the expiry date of the 

payment link (ie. 30 days from date of invoice issued)
- If the seller wallet does not have sufficient balance, the auto deduction will fail and order status will continue to remain 

at “pending payment” stage until the payment is settled.

1 2



Private & Confidential
49

Recap

Brand Portal

Portal Purpose ● Ext. self service platform - Mall Only
● MS: Brand traffic performance, generate UTM tagging, reserve campaign packages, CBP dashboard
● Ops: Penalty points
● Sales: JBP/Category Dashboard, Brand Ranking, FD performance etc

End user of Portal External Users - Official Store Sellers

Seller Type Mall sellers only

Getting access to the portals For existing mall sellers with MSP access previously > use the same credentials to login to Brand Portal. Thereafter, seller to assign package 
reservation rights to the Brand PICs involved. If you have forgotten the password > do click forget password on Brand Portal.

For new mall sellers with no prior MSP access nor BP access>  reach out to your dedicated Account Manager for registration.  Thereafter, seller 
to assign package reservation rights to the Brand PICs involved.

Viewing and tracking of 
reserved marketing orders

Sellers:
Go to “My package” module to view all reserved orders on BP > Click on order details to obtain the advertising agreement and invoices / upload 
POs 

Endorsement of contract 
needed?

No need, as seller would already have acknowledged to the terms of service contract the first time they booked the package on Brand Portal.

Historical orders on 
Salesforce

Will be migrated and made available on Brand Portal by end Feb/early march



Thank You
Learn more to grow your business at Shopee by visiting Seller Education Hub: 

https://seller.shopee.sg/edu

https://seller.shopee.sg/edu/home

