
Products User Guide 
 
HBIz’s Members are able to showcase up to 200 Products with pictures in HBiz.  
 
Login to Member Services using SingPass ID. 

 
1) Click on "Products". 
 
2) Click on “Business Name”. 
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3) Click on “Add New Product” button. 
 

 
 

4) Select the Main Categories. 
• Press on the Ctrl key and click to select more than one Main Category.  

 
5) Click on “Show Sub Categories” button. 
 
6) Select the Sub Categories. 

• Press on the Ctrl key and click to select more than one Sub Category.  
 
7) Suggest a Sub Category if there is no suitable one. 
 
8) Select a Main Category after suggestion of Sub Category. 
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9) Enter the “Product Name *”.  
 
10) Enter the “Description”. 
 
11) Click on “Browse…” button to add picture of product. 
 
12) Click on the name of picture. 

• Name of picture must be in one word. Rename the name of picture or replace the 
blank space with underscore “_” as shown below if necessary.  

• The size of picture must be equal or less than 50kb. 
 
13) Click on “Open” button. 
 
14) Enter the “Unit price”. 

• Example, $12.0 / shirt 
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15) Enter the “Contact Person *”.  
 
16) Enter the “Contact No. *”. 
 
17) Enter the “Fax”. 
 
18) Enter the “Email *“. 
 

 

        
 
19) Enter the “Product Specifications”. 

• Add new Specifications if the default Product Specifications are insufficient or 
irrelevant.  

 
20) Enter the “Label”. 
 
21) Enter the “Description” 
 
22) Click on “Add” button. 
 
23) Select the Specification to remove. 
 
24) Click on “Remove” button to remove. 
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25) Tick “GST:Inclusive” if price of product includes GST. 
 
26) Click on “Preview and Submit”. 

 
27) Click on “Submit” button. 
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Successful Submission Page 

 
 

To view the product, follows the steps indicated below: 
 

 
1) Click on “Product”. 
 
2) Enter the search criteria. 
 
3) Click on search icon. 
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4)   Click on Product Name. 
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Product Page 
 

 
 
 
 
 
 
 
 
 
 


