Contact Us User Guide

You can customize your Contact Us form to suit your business needs. Customization
includes removal and adding of the type Contact Details you require your customers
to enter in the form. Online customer will then be able to contact your company by
using Contact Us form located on your Company homepage in HBiz.

Customization of Contact Us
1) Click on “Contact Us".

2) Click on “Business Name”.
3) Select “Show Contact Us” or “Do not show Contact Us”.
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4) Enter your Email Account.

e Members will be able to receive email notifications after online customers
submit the Contact Us form.

To remove unwanted Contact Detail(s)
5) Select the field. Press Ctrl key if more than one field are to be selected.
6) Click the “Remove Selected Fields” button.

To add Contact Detail(s)
7) Enter the “Contact Detail”.
8) Click on “Add” button.

9) Click on “Preview and Submit”.

Send Submission to your Email Account
Any correspondence from this form will be sent to your personal email account.
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Contact Details
Zustomize the fields for yvour customer contact details. By default Company MName,
Address, Contact Person, Contact Mo., Email, and Fax are used.
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10) Click “Save changes” button.
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Successful Submission Page

Home > Member Home > Company Selection > Contact Us
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If wou need further assistance, please do not hesitate to call our hotline at 1800-
BEE30TT



How online customers use
Contact Us

1) Select “Companies”.

2) Enter the search criteria.

3) Click the search icon.

4) Click on the Company Name.
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Member’'s home page in HBiz

5) Click on “Contact Us”.

6) Enter “Fax”.

7) Enter “Email”.

8) Enter “Contact No. ".

9) Enter “Contact Person”.

10) Enter “Address”.

11) Enter “Company Name”.

12) Enter the “Enquiry Message”.

13) Enter the “Answer” base on the image of captcha.
14) Click on “Submit” button.
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Successful submission Page
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Retrieve Contact Us email

Members who have registered their email account are able to receive the
email notification with the Contact Details of the customers.

From: <hbiz_admm@hdb. gov. s>
Date: 2000/6/25

Subject: Message From HBiz

To: calvi@fourierlab. com. so

Ce: hbiz adnmni@hdb.cov.so

Dear Sir/Madam,

Contact Us

Contact Details

Fax 161234567
Email stest(@hdb. gov.sg

Contact No. 101234567
Contact Person :Jone

Address :Blk 1, Orchard Rd, #01-01 5123456
Company Name: TEST SAMPLE

Message : TEST SAMPLE

Regards

Web Admmstrator



Retrieve Contac Us by login into Member Servicess

Login to Member Services using SingPass ID.

1) Click on “Inbox”.
2) Click on “Contact Us”.
3) Click on “x” to close window.
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Delete message from Inbox

1) Tick the “Message”.

2) Click on “Delete Selected Message”.
3) Click “Yes”.

4) Click “OK”.
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Message deleted
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