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How to set up your account for the first time 
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If this is your first time accessing your Tao Of Shop dashboard, you will be taken 

through a quick intro, namely the 3 stages of your Tao Of Shop project. After the intro, 

this will be the first stage you will arrive at -  The Brand Requirements gathering stage. 

Click on each colored option bar to open up the webform/s for your file submission.  
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Once you have submitted the required files to your Project Manager, you will be 

activated to Stage 2 of the project. By this stage, you will have your mobile  app sent to 

you and ready for your review. Follow the steps as indicated on this page to complete 

your app REVIEW 



5 

Once you approve your app at Stage 2, your project manager will activate  Stage 3 of 

your project . This is when your project is ready to Go Live. You will be selecting  an 

available date on this page. Before your launch date, ensure that your team is actively 

creating content and marketing collaterals.  



This is your content repository - where you can view, 
edit your posts, coupons that you have already 

created 
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Once you log in to your admin dashboard , the Newsfeed will be the default view. It is a 

repository of your created content.  Before we come to that, let’s look at the available 

modules.  Click on the Tour tab found on the top right corner to activate the page tour 7 



The side navigation panel  offers a quick access to each of the main modules. If you are 

under the ENGAGE/ ENGAGE PLUS pack, the SELL module will unavailable. To 

upgrade, please contact SingTel sales  8 







• An overview of Insights data is offered to all our pack subscribers. 

• A detailed insights data breakdown is  only available to Retail packs.   





• Engagements are defined as :  Coupon downloads, click to view private posts, in-

store check-in, earning and redemption of rewards 

 



• Let’s take a quick look at the other features on your Newsfeed before we go into detail 

for your Engage, Rewards and Insights module.  
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• Note :  Private Posts available to ENGAGE Premium and all RETAIL packs.  
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• Tip :  Once you’ve selected the Start and End date, remember to click ‘ Update’. 

 



• Note  :   A wider date range will take a longer time for the page to load  as the system 

is combing through tons of data! 
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• Tip :  Always check that your Filter type ( Post, Photo post, Coupon etc.) is selected first  



• Each page comes with an individual Tour.  When you’re ready to start with any of the 

modules  listed in the side navigation, click on the module name and scroll to the 

desired submodule. E.g. ENGAGE > NEW POST 



How to create, edit, delete posts and coupons 
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• From the side navigation, click on ENGAGE > New Post to load the page 



• Once the page loads, activate your page Tour. ( top right corner of your dashboard)  



• When the Tour start, you can then see the pop out messages appearing next to the 

relevant features. You can click NEXT to go to the next pop out, or PREVIOUS to 

revisit any of the last pop outs.  



• Note : If you notice any greyed out features, this means that they are unavailable in 

your current pack.  



• Note : You can select 1 out of the 3 post options. Once published, this post will be 

saved under the selected post option permanently. While you can make edits, it 

would be edited under the selected post option. For example, if you publish this post 

as a video post, you are not able to edit it to an image post later on.   



• Tip :  The background color of your image should be standardized, preferably a clean 

white, neutral color. 



• Note :  This feature is available for Retail packs 



• Note :  From time to time, always check that the external link is working 



• Tip :  Check that the video settings is set for public viewing 



• Tip :  Once you start inputting content in this field, there would be a character counter 

to help ensure that you’re within the character limitation. 

 



• Engage and Engage Plus packs :  coupons can be set for usage In-store.  

• Engage Premium & all Retail packs  : coupons can be set for usage In-store, Online, 

Both. Click to find out the preferred flow for coupon creation 

https://taoofshop.zendesk.com/hc/en-us/articles/202759940-What-is-the-correct-flow-for-creating-content-Coupon-or-post-


• Note :  This feature is available for Engage Premium & all Retail packs 



• Note :  The publishing to Facebook and Twitter is only available for all Retail packs. 

For Engage and Engage Plus users, please contact the sales team to purchase this 

as an add-on. 



• Tip : If you need to embed a coupon and need time to create that, you should then 

save this post as a draft first , create your coupon and return to embed it in. Your 

post will can be found in the post listing at the bottom of the page with its status 

displayed as ‘ DRAFT’ 



• Tip : Accidentally published a post to your app? Clicking on the SAVE option will hide 

its visibility on your consumer apps.  

 

• Let’s now move on to New Photo Post once you’re familiar with creating a New Post.  



Note : Creating a Photo Post is similar to that of a New Post. The 2 options are :  

• The ability to attach multiple images, forming a gallery 

• The ability to embed an external link 

 

 





• Note : Publishing this with an external link will save the post permanently under this 

option. You can edit the external link at any time.  

 

 



• Tip : For more details on your ideal image file size, click  here  to view our Knowledge 

base article.    

 

https://taoofshop.zendesk.com/hc/en-us/articles/201121040-Ideal-Image-dimension
https://taoofshop.zendesk.com/hc/en-us/articles/201121040-Ideal-Image-dimension
https://taoofshop.zendesk.com/hc/en-us/articles/201121040-Ideal-Image-dimension


• Tip : The sequence of image upload would be Top-down first column, followed by 

Top-down second column. For an image representation, click  here to view our 

Knowledge base article.    

 

https://taoofshop.zendesk.com/hc/en-us/articles/202760070-What-is-the-upload-sequence-for-Photo-Post-




• Tip : If you’re undecided on the flow( should you create a coupon or post first? ), click  

here to view our Knowledge base article.    

 

https://taoofshop.zendesk.com/hc/en-us/articles/202759940-What-is-the-correct-flow-for-creating-content-Coupon-or-post-


• Note :  Private Post feature is available for Engage Premium & all Retail packs 



• Note :  The publishing to Facebook and Twitter is only available for all Retail packs. 

For Engage and Engage Plus users, please contact the sales team to purchase this 

as an add-on. 



• Tip : Accidentally published a post to your app? Clicking on the SAVE option will hide 

its visibility on your consumer apps. 



• Once you’re familiar with how you create a post, let’s move on to Coupons. End the 

Tour and proceed to Engage > Coupons 









• Note :  This feature is available for Engage Premium & all Retail packs 



• Note :  This value would appear under the T&Cs of the coupon your consumer 

downloads.   



















• Once you're familiar with ENGAGE, check out the rest of the available modules. 



How to create, edit Advocacy actions and Points 
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• Note : There is no daily limit for Purchase points.  









• We’ve come to the end Rewards > Advocacy Points. Let’s proceed to 

Redemption. 



• As your members' reward points accumulate over time through the 

Advocacy Actions they perform, you would want them to have a sense of 

differentiation. Having a seniority tier does just that.  



• To create your Seniority tiers, click on Rewards > Seniority 



• Tip :  Tier names are editable at any time 



• This is instantaneous and reflected on your consumers’ virtual membership 

card ( mobile) and members’ account ( web) 



• Once you’ve clicked CREATE, scroll down to view your Seniority Tier table. 







• Once you’ve made the edits, click SAVE. Click here to view our Knowledge 

base article. 

https://taoofshop.zendesk.com/hc/en-us/articles/201014800


• Now that you’re familiar with the creating of Seniority Tiers, let’s take look at 

how Redemption items are created. Go to REWARDS > REDEMPTION when 

you’re ready. 





















• We’ve come to the end Rewards > Redemption. Let’s move on to INSIGHTS. 



How to access and understand your Insights 
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• Tip : To access Insights, scroll down from your side navigation bar, click on Insights > 

Online> Overview 



• Tip : Click to read our Knowledge base article here  

https://taoofshop.zendesk.com/hc/en-us/articles/200968344-An-overview-of-your-insights-data


• Tip : Click on each human icon to download specific consumer data in that segment.  











• Note : If the selected date range is wide, it might take a longer time for the page to 

load.    







• Note : The detailed breakdown of WHO, WHAT, WHERE is available for Engage Premium 

and all Retail packs.  Find out exactly what drives the highest engagement, coupon 

downloads, conversion, and more. 



How to reset your password and view account details 
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• Tip : if you’re working with a team, be sure that the changing of password is 

communicated well, and kept safe. 



















• Note :  Your monthly Engagements will not be rolled over to the next month 















• Note :  The Top up Engagements are valid for 12 months  





• We’ve come to the end of Settings > Account Activity. Let’s proceed to System 

Message. 



• Tip :  System messages will automatically appear on the top navigation bar of your 

dashboard. You can also click on the system message tab to reopen the message 



• Tip :  The message can be closed at any time via the ‘X’ option at the top right corner. 
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