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FOREIGN TRADE SALES MANUAL. 

Company: Chengdu punk e-commerce. 

Department: Sales Department. 

Position: Foreign trade salesman. 

Description: In this position you are in charge to keep update the catalog of the company and 

receive the arriving leads, then you are going to attend the inquiries of the customers about 

prices, sizes, colors and all the variables of the products. Also you will learn how to contact 

customers, with tools of the Alibaba platform.  

1- Introduction Alibaba.com 

 

Alibaba is the company's main platform, as it has all the necessary tools to make a successful 

and reliable sale for both the customer and the seller, which is why day by day more companies 

worldwide decide to stock up through this platform.  

 

 

 

 

 

 



2-Our webpage in Alibaba   

 

In Alibaba.com each company’s team can create their own website, where they can manage the 

business, advertise the products and receive customer inquiries primarily, and then be able to 

continue the sales and after-sales process. In the page we can find the following options: 

Home: Name of the company, brands, main products and advertising. 

Products: Categories of all products to organize and show it easier. 

Company Profile: Information about the company, experience, industry, main worldwide 

customers and structure. 

Contacts: Name of the sales and business consultants. 

Promotion: The products with discounts and seasons products. 

 

 

 

 

 

 

 



3-Catalog of products. 

 

In the product catalog part we can find all the posts of the company’s sellers, and it is divided 

by categories, where you can find: 

Cat 

Pet collar & leashes 

Pet training supplies. 

Cat litter box 

Cat product 

Pet festival accessories 

Pet bowl & feeders 

Feeders 

Bowls 

Pet clothes & Shoes & Accessories 

Pet bed& Accessories 

Pet Toys 

Pet grooming & cleaning 

Pet cages & portable bags & nest 

Pet travel & Outdoor supplies 

 

 



4- How to post products in the webpage 

 

To post one product on Alibaba webpage is necessary to have the photographs or videos, sizes, 

prices, measures, colors, dimensions of the packaging, etc. The best strategy for publishing 

products is to copy a similar product that has already been posted which is very easy and time-

saving.  

You should be careful when copy the products, the information must be published correctly 

according to the selected product.  

Below we are going to see the step by step of publishing the product on the platform. 

 

 

 



 

Firstly you must to define the category to which the product belongs, and then start with the 

basic information: 

Product name: You have to type the product name using 128 characters, in order to achieve 

more chances of having visibility on the page, you must be very clear and use Keywords for 

search engines to throw the post to more people which is looking for the product category. 

Product Keyword: Keywords are common words that people use on the webpage to refer to a 

particular product, which makes the platform to filter and show them the products that come 

closer to the description that they wrote in the search section, to find this keywords you can 

search in the marketing section of Alibaba.com or you can also use tools like Google Trends. You 

could also use words in other languages to gain greater visibility into specific target markets. 

Product group: This is the category of the current product. 

 

 

 



 

More Details: Specific details can be recorded that you want to add, for example: Color, size, 

minimum order quantity (MOQ), packing, function, delivery time, material, and so on.  

This part provides a fast overview of product details. 



 

Product photo: You can upload the photos from the computer, but it is important that these 

photos have mostly white background, to keep the style of the Alibaba.com website, and if it is 

not preserved, you can have a bad rating at the end of the publication which will make the post 

not seen by the same number of people, or also that the page penalizes you by putting barriers 

to your publications. 

Product video: Videos showing product quality and details must be published, so that the 

customer has an approach to the product they are purchasing. 



 

Specification: More specific information on product details can be provided here. 

Product description: This part shows in detail the benefits of the product and features in quality 

and style issues. 



 

Product information score: This part helps you get a better picture and make better decisions 

to make publications more successful, all based on the rules set by the Alibaba.com platform. 

 

 

FAQ (Frequently asked questions): here you can write the most frequently asked questions of 

customers, they usually have general information about the conditions of sale of the products, 

the categories in which the company specializes, details of the sales process, payment methods, 

methods of transport and other concerns that customers may have. 



 

Trade information: in this place prices must be assigned to the products, but since the price 

allocation is so variable since it depends on the quantities and sizes, a price range is usually 

assigned, then the customer has a reference point of how much is the minimum and the 

maximum that they should pay for the product. In addition, the minimum order quantity (MOQ) 

to place an order is stated and finally the payment options accepted by the company are shown 

which all except letter of credit (L/C) are usually. 



 

On the next step, the sizes of the product and the available colors are assigned, and details must 

be taken about the price of the samples and the maximum number of samples that can be sent. 



 

Logistics information: Logistics information show the dimensions of the packaging and the 

weight of the products, so then the customer has a better picture about dimensions of the 

products to be ordered. Then we can find some spaces to diligence the estimated delivery time 

for a certain amount, to also give the customer an approach to these deadlines. 

In addition, it shows some logistical suggestions of the platform, only in case you want to carry 

out the transport through the Alibaba platform, but it is not very common, because it is usually 

more expensive for the customer. 

 



 

Finally, when you have reviewed that your Product information score has exceeded the score of 

4.5 which is the minimum requested by the administrator, you can proceed to save and 

subsequently submit the product. 

5- Baidu cloud application. 

 

The Baidu application is highly used in the company because to send the contents of the 

products that are published, email is not used, instead this application is used which is a virtual 

file where all the company information is handled, the administrator will give you the user and 

the password so you can access it. There you can find all the photos, videos, product catalogs, 

and any material you need to carry out your activities. This application is only available in 

Chinese language so below you can find the translations of the general categories then you could 

find the file you are looking for, easier: 

图片 =Picture 



视频 =Video 

文档=Document 

音乐=Music 

别人= Others 

For the effective use of this tool you can contact the person of the design department, who is 

the one who updates this virtual file. 

6- Reception of inquiries from customers. 

 

After posting the products, messages will begin to arrive with inquiries from customers who 

usually want to know the price of the product and the cost of shipping to their country, it is 

important to answer these inquiries quickly, because the customer is in another country with 

time difference, and you may lose contact with it.  The information can usually be found in the 

product posts or in the company catalogs, if it is information that you don't know, the best 

option is consult the administrator. 

 

 

 

 

 

 



7-Chat with customers and sales. 

 

After answering the first messages and when you are already in a more fluent conversation you 

can continue in the Alibaba Supplier app, where it is easy to have customer data and offer a 

faster response, there you will be able to grant all the product information and carry out the 

sale process, also the company will give you a cell phone with this application so you can be 

connected and respond when you are not in the office. 

8- Customer list, follow up. 

 



When you have a considerable customer base, it will be important to organize all this 

information that you receive because many contacts will surely not finish the sale in the first 

conversation, but recording their data in this Excel file you will be able to make a follow up to 

customers, about their preferences and the state of the products quote has been handled, to 

offer better alternatives and have a faster response to future inquiries. 

9-Product Feeds, advertise and content creation. 

 

This amazing tool offered by the platform allows you to publish your latest products to attract 

the attention of customers who will receive this advertising on the homepage or through 

Banners when they visit your Page, allowing them to see the new trends and star products that 



the company launch, if they are interested they can contact you with just one click on the 

banner. 

To make these publications you only have to go to the Marketing section, and click on the My 

feeds option, and then get to the previous image where you will have to take the following 

information: 

Title of the publication: you can choose an eye-catching message that attracts people's 

attention, should not exceed 64 characters. 

Product Description: Here you can offer more details and type phrases about your products. 

Add video: You can post a video describing the benefits of the products and show how novel 

they are. 

Add products: You can add the links of the products published in the main catalog of 

Alibaba.com. 

Content tag: Here you will have to select the label and category of the post, for products that 

are discounted, or that are new. 

10-Send quotations with the RFQ tool (Request of Quotation). 

 



The Request of Quotation Tool is an option that buyers have on the website where they publish 

a massive message that will be received by suppliers in the specific sector, indicating the 

products they are looking for, the quantity and their location, then suppliers can send them 

quotes and buyers can choose which option they will choose to do the final purchase. 

Monthly platform allows you to answer 26 RFQs, if you want to respond more this will have an 

additional cost, which the company does not usually assume, so you have to be very selective 

and careful with the answers you send and try to make them fit the products that the company 

is offering. To reply, simply click on the Quote now option.

 



 

To respond to an RFQ successfully it is important to redact the information clearly and concisely 

so the customer can find what they are looking for faster and a contact can be made efficiently. 

To diligence is very simple you only have to type the Product Name, the details you want to add 

and photos of it, then the customer can view the product. Finally you should write a price per 

unit for the amount that the customer is requiring, and an introductory message where you 

make a greeting with your name and the name of your company, to make a more polite contact. 

 

 

 

 

 

 



11- Visitors not emailed (contact customers with automatic suggestions) 

 

In this part the platform shows you limited information about the users who visited the 

company's website, but the platform did not show you their names or emails, it only show you 

the nationality,  keywords which they use to came to your webpage and the categories they 



consulted from the catalog.

 

In this section you can use inbound marketing tools where you can contact these customers 

discreetly, and send them suggestions based on their preferences and visits to the website. They 

will receive it in suggestion banners when they enter the Alibaba.com homepage again, often 

customers contact us through this means because it is possible to advertise the products that 

customers are looking for.  

To make this publication is important to choose an attractive label, such as: Hot products with 

competitive prices. 



 

Then you should choose 5 products from the company catalog to post them in the customer 

suggestions banner, you could also add a quantity and a unit price that serves as a reference for 

the customer to make the decision to do the purchase or not. And finally an attractive message 

for the customer where he finds the motivation to make contact with the seller. 

Finally, Day by day you will have to complete the following tasks: 

1- Answer all inquiries that come from customers. 

2- Keep the customer list update. 

3- Post the products that are reported by the person in the design department. 

4- Post at least 2 daily Feeds (novelties or hot products) for customer attraction. 



5- Keep the number of Visitors not emailed at zero, (Which are the suggestions of 

products that you sent to them). 

6- Respond to RFQs that are suitable and that are in line with the products offered by the 

company. 
 


