
Vendor’s Documentation 
 

Navigating around the website 
 

This document is designed to help you find your way around the website 

https://www.f-b-a.com and familiarise you with where you can find the main 

features you will be using as a third-party vendor. 

 

Registration  
You first need to register your interest as a Vendor, using the form you can find 

on this page, https://www.f-b-a.com/third-party-agreement/. You will need to 

agree to our terms and conditions as part of this registration process. Once you 

have registered and we have approved your application, you will be granted 

access to login to the website.  

 

Logging in and out 
In order to login securely and log out when you’ve finished, there is a link 

provided at the bottom of the main navigation menu.  

Step 1. Tap the Menu icon in the top right-hand- side of your screen 

 

 

https://www.f-b-a.com/
https://www.f-b-a.com/third-party-agreement/


Step 2. Tap the Login / Logout button at the bottom of the menu 

 

 

The Vendor Dashboard 
The Vendor Dashboard is the central hub from which you can carry out all of 

your main tasks. You can access this by clicking the Vendor Dashboard link in 

the main menu, but please note, this will not be visible until after you have 

logged in. 

Step 1. Tap the Vendor Dashboard button towards the bottom of the menu 

 

 

 

 



Your dashboard will look similar to this, with your own bespoke menu display 

on the left-hand side of the page.  

 

 

The links and where they take you are described below. 

Selling packages 
This link will take you to the page where you can purchase a Selling Package. 

This package grants you permissions to add new products to our website. 

Products 
This link will take you to a page in the administrative part of the website where 

you can view the products you have for sale as well as adding new products, 

editing existing products and deleting products that you want to remove. 

Orders 
This link will take you to a page in the administrative part of the website where 

you can view the orders you have acquired. You will be able to view shipping 

address, print invoices and packing labels and mark as complete once you have 

sent the item to the customer. 

Reports 
This link will take you to the page where you can view reports that include 

sales numbers etc. 



Withdraw 
After a period of 21 days following a successful sale, you can create a 

Withdrawal request to be paid for the item you have sold and our standard 

postage costs, minus commission.  

Settings 
This link will take you to a sub-page where you can update your store details 

including its name and address and bank details of where you will be paid. 

Edit account 
This link will take you to a sub-page where you can update your contact and 

account details. 

 

The Administrative Dashboard 
The Administrative Dashboard is an internal part of the website where you can 

manage the products you have for sale, your orders and any pictures you 

upload. It looks like this. 

 

You have a menu on the left-hand side of the screen. To return to the Vendor 

Dashboard, use the drop-down link under Frost Books and Artifacts Limited. 

 


