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CHECKLIST FOR A PRODUCT
Please make sure you read all the important information at the bottom of the document
	University Faculty/School/Division
	

	University Department

	

	Name of requestor
	

	Details of product


	Title 
	

	Description (blurb)

	

	Gross price(s) 
We can build simple products or variations i.e. if you are selling several colours and sizes of a T-shirt we can still have these under one store but create variations for size and colour.
	

	No. in stock
	

	How many items can each person purchase?

We can restrict this per a customer’s individual visit to the store (session), or per account (customer). Please specify which you require or put N/A if no limit.
	

	Contact Details for customer enquiries:
Please include a Telephone number and E-mail address, and ideally a contact name
	

	E-mail address for confirmation of payments (this address will receive a sale notification email for each successful transaction)
	

	Stock level for notification (if required)
For Example:  If you have 100 items in stock and need to re-order before you run out, we can set the system to email you if your stocks reach a minimum level such as 10, 15, 20 etc.
	

	Last date for purchases (if applicable)
	

	Questionnaire: Would you like questions to be asked?
Please keep this as minimal as possible to make the payment process smooth for the customer.
	

	Payment confirmation email content, extra info you might want to insert, if any (this is the email the customer will receive from us after payment is made)
	

	Finance Code : Needs to be setup BEFORE

we can go live. 13 characters long e.g. MH01234 1704 09
	                                                                                        

	VAT Status of all products:

Please check status with VAT Office: james.gillen@manchester.ac.uk and attach email response when sending this checklist to us.
	

	Head of School Finance (or similar) 

Approval of Receivable activity code creation 

Email approval acceptable
	

	General T/C attached. If you are happy to use these, please select the relevant answer.


	YES 

NO



What to do now:

If you have an image for the product please attach this as a .JPEG File to the email containing your checklist. If you do not have an image, the Uni of Manchester logo is set as the default. 

IMPORTANT INFORMATION
· Please allow up to two weeks for your store to be built.
· Please provide as much detail as possible and do not send any information on a separate document. If you require further guidance, then please call or email us.

· Please note: The estore is an online payment system for secure card transactions and cannot be used for any other payment methods, or used purely as a booking system. We cannot host free events and invoicing is not possible before or after payment.

· Very important! Computers, laptops and any mobile devices owned by the University are strictly forbidden to be used as a payment terminal. Please do not offer this as an option to customers.
Please email this completed form to store@manchester.ac.uk 
