
Home Screen Dashboard 
The OTR logo on the top left will bring you back to the Main OTR Store. The “My Store” directly next to it 
will take you to YOUR store directly, which is your own marketplace of products listed through OTR’s 
platform. Underneath these 2 icons on the left, you can navigate to different sections of your 
dashboard.  

On the main page, you’ll see your store analytics on the graph to the left, which you can use to analyze 
your page traffic. The topics section to the right corresponds to the icon on the middle right side, circled 
in bright red, where the OTR Admin can send out notifications and announcements to every vendor. 
When there are announcements, they will appear there. The bell icon is your notifications. You are 
notified of every order that is placed on your site, reviews that are posted, and inquiries asked about 
certain items. The green profile icon brings you to your store configuration and settings. 

The blue “Verified” Checkmark is granted to vendors who have completed an additional verification 
step. To do this, you may use the green profile icon and navigate to “Verification”. 

The teal colored circle icon in the bottom right of the screen is where you can add products. 

 

  



Orders 
In the orders tab, you can view all your orders and export as a report if you’d like. 

 

 

Media 
You can click directly on the product to edit it, or edit using the “pen” icon on the right, highlighted in 
the green box. To view the product as a customer would see it, click the “eye” icon on the right. To 
temporarily remove a product from your site, you can archive it with the box icon (in the middle of the 
green box). To permanently delete a product, click the trash icon.  

 

  



Coupons 
You can view and manage coupons from this dashboard. Click the pen icon to edit, and the trash icon to 
delete. To add a new coupon, hit “Add New.” PLEASE NOTE: Your coupon may take up to 24 hours 
before becoming active. OTR Admin must approve your coupon before it can be applied.  

 

In “Code”, type the code you want customers to use for the discount, i.e. “15OFF”. You can give either a 
percentage discount or a dollar discount. Select the discount type, and enter the amount in the coupon. 
You can also set an expiry date. If you click “Show on Store,” the coupon is added as a banner to your 
shop. In the “Restriction” section under “Products,” you MUST type in the products the coupon is valid 
for. Click Submit in the bottom right and wait for verification. Please reach out to Admin with questions. 

 



Followers 
In the followers tab, you can see who is following your store, and either follow them back or view their 
page. 

 

Ledger Book 
Your payments get automatically dispersed to your account that you set up in the configuration. You can 
check your sales and earnings from here.  

 



Reviews 
All your reviews will show up here. You can either delete them or reply to reviews.  

 


