
 

How To Set Up A Shop 
We are so excited to have you join us at The Virtual Market! Follow along this 

document for a guide on how to set up your shop. 
 
 

Table of Contents  
 
1. Opening Your Email​ 2 
2. Information in Email​ 2 

● Temporary login credentials​ 2 
● Link to login to shop​ 2 

3. Signing In​ 3 
4. Click on My Shop​ 4 
5. Begin Editing​ 5 
6. Begin Setting up Your Shop​ 5 

Logo​ 5 
Shop Name​ 5 
Banner​ 5 
Shop Bio​ 6 
Processing Time​ 6 

7. Set up your Contact Now Link​ 6 
8. Set up your Public Profile Information​ 7 
9. Set up your Pickup Address and Admin Contact​ 7 
10. Set up your Social Media URLs and Footer Call to Action​ 8 
11. Connect your Stripe account​ 9 
12. Save your information by pressing the save button​ 10 
 
 
 
 
 
 
 
 

1 



 

1.​ Opening Your Email  
●​ Open the email you received from The Virtual Market titled 

“Registration Approved”. It will look like this: 

  
 

2.​ Information in Email 
●​ Read through the email and notice two items at the bottom: 
●​ Temporary login credentials   
●​ Link to login to shop 
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3.​ Signing In 
●​ Put your temporary login credentials into the sign in area and 

complete logging in  

 
●​ Once you have logged in successfully you will be taken to this page:  
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4.​ Click on My Shop  

 
●​ Once you click on my shop you should be taken to a page that looks 

like this 
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5.​ Begin Editing  
●​ Click on Edit to begin editing your shop 

 
 

6.​ Begin Setting up Your Shop 

Logo 

 Click replace/add image and select the image of your choice. Square is the 
recommended image shape   

Shop Name 

 Simply type your shop name in the box 

Banner  

 Click replace/add image and select the image of your choice. Your banner 
image can be taken off the internet if you have legal permission. You can use 
https://unsplash.com/ to find copyright free images. 
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https://unsplash.com/


 

Shop Bio 

 Simply type what you would like to be in your shop bio in the box. We 
recommend adding a refund policy to your shop bio. Example: 
 
Please note all refunds are subject to Stripe transaction fees and must be 
completed within 10 days of receiving your item. There are no refunds for 
custom orders.  
Or. 
All purchases are final sale.  

Processing Time 

 Simply type what you would like to be your processing time in the box  

 
 

7.​ Set up your Contact Now Link  
●​ This link should be pasted into the Contact Now Link box 
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●​ **This should be a link to either Instagram DM or Facebook 
Messenger  

●​ For more information visit: Setting Up Contact Now Button 

 
 

8.​ Set up your Public Profile Information 
●​ Fill in the necessary information in the following boxes 

 
 

9.​ Set up your Pickup Address and Admin Contact  
●​ Fill in the necessary information in the following boxes  
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https://docs.google.com/document/d/1EpxWtNTGomkKOYPNFGkrDiCzrjrAe2jvxcp6gb1LAf0/edit?usp=sharing


 

 
 

10.​  Set up your Social Media URLs and Footer Call to Action  
●​ Fill in the necessary information in the following boxes  
●​ For more information on CTA Footer visit: How to Best Use the CTA 

Footer 
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https://docs.google.com/document/d/1tsnZGgntwVaij-Uj60QUfz1mIjcONWXcVcAF96FQADw/edit?usp=sharing
https://docs.google.com/document/d/1tsnZGgntwVaij-Uj60QUfz1mIjcONWXcVcAF96FQADw/edit?usp=sharing


 

 
 

11.​ Connect your Stripe account  
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12.​  Save your information by pressing the save button  
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