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Sign upSign upⅠ

1

2
This is the homepage of Gobiz Vietnam

1.Click on the user icon on Gobiz Vietnam's 

homepage to open the registration or login 

selection popup

2.Click on the "Sign up" button to navigate to the 

screen for selecting user type registration

3.Click on the Buyer button to navigate to the 

login screen for buyers

4.Click on the Seller button to navigate to the 

login screen for sellers

3

4
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Sign up – Selecting user typeSign upⅠ

1

Choose Buyer to navigate to the Member 

Registration screen for buyers.
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Sign up -① Basic InformationSign upⅠ

1

This is the first step of the buyer account 

registration process. All fields marked with * 

must be completed

1. Enter First Name

2. Enter Last Name

3. Select Country

4. Enter Job Title

5. Enter Landline Phone Number

6. Enter Mobile Phone Number

7. Enter Email Address and click the 

'Check' button to verify if this email 

address is available

8. Enter Password (Minimum 8 characters 

including uppercase letters, lowercase 

letters, numbers, and special characters)

9. Re-enter Password to confirm

10. Check the follow option to receive news 

emails from the system

11. Click the 'Continue' button to proceed to 

the next step.
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Sign up – Company information (1)Sign upⅠ

1

This is the second step of the buyer account 

registration process. All fields marked with * 

must be completed.

1. Enter Company Name

2. Click on 'Search' to open the product 

category selection popup

3. In the product category selection popup, 

users can select up to 3 level-3 

categories

4. Click on 'Delete' to remove a selected 

category

5. Click on 'Delete all' to remove all 

selected categories and select again

6. Click on 'Save' to save the selected 

categories

7. After saving, the selected categories will 

be displayed on the company 

information registration screen

2

3
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Sign up – Company information (2)Sign upⅠ

8

9

1

2

3

4

5

6

7

1. Enter the business registration number.  

2. Enter the company website.  

3. Enter the year of establishment.  

4. Enter the total number of employees.  

5. Enter the State/Province.  

6. Enter the zip/postal code.  

7. Enter the products of interest.  

8. Enter the annual import value (USD).  

9. Before checking the box to agree to the terms 

and conditions of use, click on (10) *Terms and 

conditions of use* to view the content and click 

*Accept* to agree.  

11. Click on ‘Back’ to return to the previous step.

12. Click on ‘Sign Up’ to complete the registration 

process.

10 11 12
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Sign up – CompletedSign upⅠ

This is the screen notifying that the member 

registration process has been completed and 

requires checking the email for verification.

1.If you do not receive the email, click on ‘Resend 

email’ to request it to be sent again.

1
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Sign up – Email confirmationSign upⅠ

1

This is the final step to complete the registration 

process for a buyer account on Gobiz Vietnam. 

The user receives a registration confirmation email 

sent by the system.

1.The user needs to click on ‘Confirm’ to complete 

the email verification and finalize the Gobiz 

Vietnam membership registration process.
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Sign up – Successful email confirmationSign upⅠ

1

After completing the email verification, the system 

will display a notification confirming that the 

registration has been successful.

1.Click on ‘Home’ to navigate to the registration 

page.
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Sign in
Sign in & Forgot 

passwordⅡ

This is the login screen.

1. The login ID is an email. Enter the email 

address registered for the account on 

Gobiz Vietnam.

2. Enter the password.

3. Click on ‘SIGN IN’ to log in. Upon 

successful login, the system will display 

the homepage of Gobiz Vietnam.

4. Click on ‘Join Free’ to navigate to the 

registration page for buyer accounts (if 

the account has not yet been registered on 

Gobiz Vietnam).

5. Click on ‘Forgot Password’ to reset the 

password.

1

2

3
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Forgot password – User validation ①
Sign in & Forgot 

passwordⅡ

This is the user verification screen—the first step 

to reset the password.

1. Enter the email of the account registered 

on Gobiz Vietnam.

2. Click on ‘Send’ to send the password 

reset verification email.

1

2
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Forgot password – User validation ②
Sign in & Forgot 

passwordⅡ

This is the confirmation screen after sending the 

password reset email.

1.Click on ‘Home’ to navigate to the homepage.

1
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Forgot password – Password reset email
Sign in & Forgot 

passwordⅡ

This is the email for confirming the password 

reset.

1.Click on ‘Confirm’ to navigate to the password 

reset screen.

1
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Forgot password – Reset password
Sign in & Forgot 

passwordⅡ

This is the password reset screen.

1. Enter new password

2. Retype new password

3. Click on 'Save' to save the password

1

2

3
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Main page -①Main pageⅢ

1 2 3
4

5 6 7 8 1. Category: Click to open a popup displaying the 

product categories on Gobiz Vietnam.  

2. Buyer Center: Click to navigate to the Buyer 

Services page on Gobiz Vietnam.  

3. Support: Click to select support menus such as 

Information, Customer Support, FAQ, Terms of 

Service, Account Settings, Contact Information, 

etc.  

4. Search: Enter a keyword to search for products 

or sellers.  

5. Inquiry Cart: Click to view the products added 

to the inquiry cart.  

6. Inquiry: Click to navigate to the inquiry list 

screen.

7. Favorite: Save favorite products or sellers.  

8. Quick menu: Quick access to Inquiry, Request 

for Quotation, My Trade, Messages box, and Log 

out.
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1

2

3

4 5

6

1. Main Banner: Click on the section to navigate to 

the Gobiz Vietnam introduction page.  

2. Popular categories: Click on a section or VIEW 

MORE to navigate to the screen listing the 

products of the respective popular category that the 

user is interested in on Gobiz Vietnam.  

3. Recommended keyword : Click on a keyword to 

navigate to the search results screen for products or 

sellers related to that keyword.  

4, 5. Popular 3rd depth category: Display the 

product quantities of the popular 3rd depth 

category that have the most products at that time. 

Click on a section to navigate to the screen listing 

the products of the respective category.  

6. Popular 2nd depth categories: Display the 

product quantities of the popular 2nd depth 

category. Click on a section or VIEW MORE to 

navigate to the screen listing the products of the 

respective category.

4 5

2

6

Main pageⅢ Main page -②
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1. Why GobizVietnam: Display the features and 

benefits of Gobiz Vietnam through icons and text. 

2. New & Featured Category: Categories that are 

new and featured on Gobiz Vietnam.  

3. How to send Inquiry: Click to navigate to the 

guide screen on how to send a ready inquiry to 

sellers.  

4. Recommended suppliers: Click to navigate to 

the list of recommended sellers on Gobiz Vietnam.

1

2

3
4

Main pageⅢ Main page -③
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1. Recommend for you: Display the top products on 

the platform.  

2. Click on the favorite icon to add the product to 

your Favorite:  

- If the product has been added to your Favorite, the 

favorite icon will turn red.  

- If the product has not been added to your Favorite, 

the favorite icon will remain white.  

3. Click on the inquiry icon to add the product to the 

inquiry list:  

- If the product has been added to the inquiry list, 

the inquiry icon will turn red.  

- If the product has not been added to the inquiry 

list, the inquiry icon will remain white.  

4. Click on ‘Inquiry’ to open the draft or submitted 

inquiry form for that product:  

- If the product has an inquiry draft, the ‘Inquiry’ 

button will turn red.  

- If the product does not have an inquiry draft, the 

‘Inquiry’ button will remain white.  

5. Start now: Click to navigate to the screen for 

registering as a Gobiz Vietnam member.  

6. Navigate to the Buyer Services page on Gobiz 

Vietnam.  

7. Navigate to the How to Buy guide screen for 

buyers on Gobiz Vietnam.  

8. Click to select support menus.

1
2

3 4

5

6 7 8

Main pageⅢ Main page -④
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Search by category – Category popupSearchⅣ

1. Click on Category on the left side of the main 

screen, and you can view all categories, or search 

for a category by name. 

2. Display the 1st depth category.  

3. Display the 2nd depth category corresponding to 

the 1st depth category.  

4. Display the 3rd depth category corresponding to 

the 2nd depth category.  

When the user selects any category from the 1st, 

2nd, or 3rd depth categories, the screen will 

display search results related to the selected 

category.

1

2

3

4
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Search by category – Search resultSearchⅣ

This is the product list screen displaying search 

results by product category.

1. Display the selected category.  

2. Display the categories at the same level as the 

selected category.  

3. Click on previous/next to view all related 

categories at the same level.  

4. Display search results by album format.  

5. Display search results by list format.  

6. Click on the product name to navigate to the 

detailed product page.  

7. Click on the inquiry icon to add the product to 

the inquiry list.  

8. Click on ‘Inquiry’ to open the draft or submitted 

inquiry form for that product.  

9. Click on the favorite icon to add the product to 

the Favorite list.

1

2 33

4 5

7 8

6

9



Gobiz Vietnam 

Manual

[Description]

25

Search by keyword – Search sản phẩmSearchⅣ

1. Select search condition:  

- Product: Search for product.  

- Company: Search for company.  

2. Enter a keyword and search by related search 

condition.

3. When you hover over the keyword input field, it 

displays a list of recent searches or recommended 

search terms. User can select a keyword from the 

suggestion list to search.

3

21
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Search by keyword – product search resultSearchⅣ

This is the screen displaying search results by 

product keyword.

It shows the search keyword, number of search 

results, and list of matching products.

1.Click on the product name to navigate to the 

product detail page

2.Click on the shopping cart to add the product to 

your shopping cart 

- If the product has been added to cart, the cart 

icon will be red

- If the product has not been added to cart, the 

cart icon will be white

3.Click on 'Inquiry' to open the popup to ask 

questions or request a quote for that product 

- If the product has previously received an 

Inquiry, the 'Inquiry' button will be red

- If the product has not yet received an Inquiry, 

the 'Inquiry' button will be white

4.Click on the 'favorite' icon to add the product to 

your Favorite list 

- If the product has been marked as favorite, the 

favorite icon will be green

- If the product has not been marked as favorite, 

the favorite icon will be white

1

2 3

4
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Search by keyword – Company search resultSearchⅣ

This is the screen displaying search results by 

company keyword.

It shows the search keyword, number of search 

results, and list of matching companies.

1. Click on the company name or company 

logo to navigate to the seller's mini 

website

2. Click on the product name to navigate to 

the product detail page

3. Click on the favorite icon to add the 

company to your Favorite list

4. Display search results in album view

5. Display search results in list view

1

2

3

4 5
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Favorite – ProductFavoriteV

This is the screen displaying the list of user's 

favorite products.

1. Select the Product tab to view list of 

favorite products / Select the Company 

tab to view list of favorite companies

2. Enter keywords to perform search by 

product keywords

3. Click on the favorite icon to remove the 

product from the Favorite list

4. Click on the product name to navigate to 

the product detail page

5. Click on the shopping cart to add the 

product to your shopping cart

6. Click on 'Inquiry' to open the popup to ask 

questions about the product or send a 

quote request to the seller

1

2

3

4

5 6
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Favorite – CompanyFavoriteV

This is the screen displaying the list of the user's 

favorite companies.

1. Choose the Product tab to view the list of 

favorite products / Choose the Company 

tab to view the list of favorite companies

2. Enter keywords to search by company 

keywords

3. Click on the favorite icon to remove that 

company from the Favorite list

4. Click on the company name or company 

logo to navigate to the supplier's mini 

website

5. Click on the product name to navigate to 

the details screen of that product

1

1

2

3

4

5
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Product page – Basic informationProduct pageⅥ

1

2

3

4

5

6

7

8

9

This is the product details screen - displaying the 

basic information of the product.

1. Displays the category of the product being 

viewed

2. Can view images and videos of the product

3. Add to Favorite button

4. Displays the product rating score

5. Displays the product name

6. Displays the supplier's preparation time for 

shipping

7. Displays the product price based on 

minimum order quantity (MOQ)

8. Displays the stock quantity available

9. Displays the price according to product 

quantity ranges

10. Displays the applicable payment conditions

11. Displays the available shipping methods

12. Displays a brief description of the product

13. Add to cart button

14. Inquiry Now button to create requests (Ask 

about the product or request quotes)

10 11

12

13 14
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Product page – Product detail TabProduct pageⅥ

1
This is the detailed information section of the 

product.

You can view shipping methods, payment 

conditions, production capacity, preparation time, 

packaging details and description with detailed 

information about the product.

1. Displays basic information popup

2. Add to cart button

3. Inquiry button to create requests (Ask 

about the product or request quotes)

2 3
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Product page – Company profile TabProduct pageⅥ

1

2

3

4

5
6

7

8

This is the supplier information section.

1.Displays the company name and years of 

operation (calculated from establishment). 

- Click on the logo or company name to navigate to 

the supplier's mini website

2.Main market: Displays the country/region which 

is the main target market for the product

3.Main Products: Displays the supplier's main 

products

4.Response Rate: The percentage of product 

inquiries responded to within 24 hours

5.Click on Contact to navigate to the screen 

displaying the supplier's contact information

6.Button to navigate to the supplier's mini website

7.Displays information about the company type, 

year established, number of employees, 

certificates, the supplier's address and business 

registration certificate.

8.Displays other popular products from the same 

supplier
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Product page – Review TabProduct pageⅥ

1

2

This is the complaint and review section for the 

product.

Part 1: Reviews (Evaluation)

•Buyer can view reviews from all buyers 

(including reviewer name, review time, star rating, 

review content)

•Buyer can view reviews filtered by star rating

•Only buyer whose order has been approved by the 

seller can write new review or edit existing review 

about the product

Part 2: Claims (Complaints)

•Only buyer whose order has been approved by the 

seller can write new complaint or edit existing 

complaint

•Buyer can only view his own complaint (if any)
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Product page – Blog TabProduct pageⅥ

This is the section displaying the seller's blog list.

Blog types include Instagram, Facebook and 

Reddit

1.Click on the blog name to navigate to the 

corresponding seller's blog page

1
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Inquiry/RFQ Popup – InquiryProduct pageⅥ

This is the popup for creating product inquiries to 

the seller.

1. Select the Inquiry tab to create a product 

inquiry or select the Request for 

Quotation tab to create a price quote 

request.

2. Display information about the product 

you want to inquire about

3. Subject: enter the inquiry topic

4. Content: enter the inquiry details

5. Inquiry Template: Suggested common 

inquiry templates to help draft quickly or 

assist new users. Users select 1 template, 

and the template content will be 

automatically filled in field 4.

6. Upload: Function to attach files

7. Cancel: Discard input and close the popup

8. Send: Send the drafted content to the 

seller

1

2

3

4

5

6

7 8
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Inquiry/RFQ Popup – RFQProduct pageⅥ

This is the popup for requesting a quotation to the 

seller.

1. Enter the desired quantity of the product 

you want to order

2. Select the unit of measurement for the 

product

3. Enter the desired price

4. Display the corresponding total amount

5. Select the desired payment method

6. Select the desired transportation method

7. Select the destination country

8. Enter the destination port

9. Enter the desired delivery date

10. Write additional requirements or detailed 

information for the quotation request

11. Upload attachments if needed

12. Cancel input and close the popup

13. Send the drafted quotation request to the 

seller

1 2 3

4

5 6

7 8
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Mini homepage – Home ①
Mini 

homepageⅦ

1

2 3 4

6

This is the seller's mini website.

1. Display the seller's name (company name)

2. Home Tab: Displays featured products, 

basic company information, 

announcements

3. Products Tab: Displays all products from 

the seller

4. About Tab: Displays basic information, 

introduction, history of development, 

certifications, promotional videos about 

the company

5. Contact Tab: Displays information about 

the seller's contact channels

6. Displays the main banner of the mini 

website

5
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Mini homepage – Home ②Ⅶ

1

3

This is the main page of the seller's mini website.

1.Hot products: Display the seller's featured 

products

2.Display basic information about the company 

and introductory content about the seller 

- Include information such as company name, year 

of establishment, number of employees, main 

products, main markets, etc.

3.Notices: Display announcements

2

Mini 

homepage
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Mini homepage – ProductⅦ

This is the screen displaying all of the seller's 

products.

1. Click on the heart icon to add/remove that 

product from your Favorite list

2. Click on the product name to go to the 

product detail page

3. Click on the shopping cart to add that 

product to your cart

4. Click on 'Inquiry' to open a form to ask 

questions about the product or send a 

quote request to the seller

5. View the product list in album layout

6. View the product list in list layout

Mini 

homepage

1

2

3 4
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Ⅶ Mini homepage – Company profile

1

2

This is the screen displaying the seller's company 

profile.

1. Display basic information about the 

company

2. Display introductory content about the 

company

3. Display the company's certificates

4. Display the history of the company's 

establishment and development

5. Display introductory videos about the 

company

6. Display business registration certificate

Mini 

homepage

3

4

5
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Mini homepage – ContactⅦ

1

2

This is the screen displaying the seller's contact 

channels.

1. Display general company information 

(including company name, official 

website, address, country, etc.) and main 

contact person information (name of 

contact person, position)

2. Display information about other contact 

persons of the company

Mini 

homepage
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Seminar listingSeminarVIIⅠ

3

This is the seminar listing screen.

1. Enter a keyword to search for a seminar by 

name.

2. Click Withdraw button to cancel your seminar 

registration.

3. Click Register button to sign up the seminar.

4. Click the seminar card to navigate seminar 

detail screen.

1

4

2
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Seminar details - Before registration

3

This is the seminar detail screen.

You can view information such as seminar name, 

status, time, location, description, and associated 

document.

1. Click Register button to sign up the seminar.

2. Click the document name to display document 

description on the left.

3. Click download button to begin downloading 

the document.

4. Click the video name to show the video and its 

description on the left side.

1

4

2

SeminarVIIⅠ



Gobiz Vietnam 

Manual

[Description]

48

Seminar details - After registration

3

This is the seminar detail screen.

You can view information such as seminar name, 

status, time, location, description, and associated 

document.

1. Click Withdraw button to cancel your seminar 

registration.

2. Click the document name to display document 

description on the left.

3. Click download button to begin downloading 

the document.

4. Click the video name to show the video and its 

description on the left side.
1

4

2

SeminarVIIⅠ
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Seminar details - After withdrawing

2

This is the seminar detail screen.

You can view information such as seminar name, 

status, time, location, description, and associated 

document.

1. Click the document name to display document 

description on the left.

2. Click download button to begin downloading 

the document.

3. Click the video name to show the video and its 

description on the left side.

3

1

SeminarVIIⅠ
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Exhibition listingExhibitionⅠX

1 2

This is the exhibition listing.

1. Click to move the previous exhibition to the 

center.

2. Click to move the next to the center.

3. Click the exhibition card to navigate to that 

exhibition’s detail screen. 

4. Click the “Online” button to filter online 

exhibitions.

5. Click the “Offline outside” to filter offline 

outside exhibitions.

6. Click the “Special” to filter special exhibitions.

7. Click the “Offline Gobiz” to filter offline 

Gobiz exhibitions.

8. Click to view all exhibition types. 

9.Click the exhibition card to navigate to that 

exhibition’s detail screen.

3

4

9
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Online exhibition

1 2

This is the online exhibition.

1. Click to view all products.

2. Click to view the listing of products within a 

specific category.

3. Click the product card to navigate to that 

product’s detail screen.

4. Click inquiry button to navigate to the inquiry 

screen.

5. Click heart icon to favourite that product.

3

4

5

ExhibitionⅠX
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Offline outside exhibition

2

1

This is the offline outside exhibition.

1. Click the “View more about exhibition” button 

to navigate to the outside exhibition’s website.

2. Click the “All products” to view all products 

within this exhibition.

3. Click the exhibition area button to the products 

within this area.

4. Click the product card to navigate the 

product’s detail screen.

5. Click the heart icon to favourite that product.

4

5

3

ExhibitionⅠX
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Special exhibition

21

This is the special exhibition.

1. Click to move the video to the previous 

company’s segment.

2. Click to move the video to the next company’s 

segment.

3. Click to move the video to the company’s 

segment.

4. Click to favourite that company.

5. Click to navigate to the communication screen.

4 5

3

ExhibitionⅠX
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Offline Gobiz exhibition

3

This is the offline Gobiz exhibition.

1. Select exhibition area.

2. Click on previous/next to view all exhibitors.

1

4

2

ExhibitionⅠX
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DashboardMy TradeX

1

2

3

4

5

6

7

This is the Dashboard screen, where users can 

view an overview of their activity status on Gobiz 

Vietnam.

1.New inquiry: Displays the number of new 

inquiries. Click to go to the product inquiry list 

screen

2.Favorite: Displays the number of favorite 

products. Click to go to the favorite products list 

screen

3.New request for quotation: Displays the number 

of new quote requests. Click to go to the quote 

request list screen 

- New quote requests are quote requests that the 

seller has not yet read

4.Messages: Displays the number of transaction 

proposal messages received from sellers. Click to 

go to the transaction proposal list screen

5.Inquiry use guide: Click to go to the buying 

guide screen on Gobiz Vietnam

6.Download manual: Click to download the 

System User Guide

7.FAQs: Click to go to the frequently asked 

questions list screen
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Exhibition registration listing

This is the registration listing screen.

1. Enter a keyword to search for 

registration form by exhibition name.

2. Click to navigate to the edit screen.

3. Click to delete the registration form.

1

2

3

My TradeX
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Registration form (After user login)

This is the registration form after user login the 

system.

1. Can edit first name.

2. Can edit last name.

3. Can edit job title.

4. Can edit phone number.

5. Can edit email.

6. Can edit company website.

7. Can edit company size.

8. Select industry.

9. Enter annual revenue.

10. Enter annual purchasing budget.

11. Enter product/ services of interest.

12. Click to save all entered information.

13. Click to return to the listing screen.

1 2 3

4 5

6

8 97

10
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Registration form (Before user login)

This is the registration form before user login the 

system.

1. Enter first name.

2. Enter last name.

3. Enter job title.

4. Enter phone number.

5. Enter email.

6. Enter company name.

7. Select country.

8. Enter company website.

9. Enter company size.

10. Select industry.

11. Enter annual revenue.

12. Enter annual purchasing budget.

13. Enter product/ services of interest.

14. Click to save all entered information.

15. Click to return to the listing screen.
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Exhibition registration - Edit form

This is the screen to edit the registration form .

1. Can edit first name.

2. Can edit last name.

3. Can edit job title.

4. Can edit phone number.

5. Can edit email.

6. Can edit company website.

7. Can edit company size.

8. Can select industry.

9. Can edit annual revenue.

10. Can edit annual purchasing budget.

11. Can edit product/ services of interest.

12. Click to save all entered information.

13. Click to return to the listing screen.
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Communication - Normal

This is the communication screen.

1. Enter a keyword to search for 

communications by the partner’s name 

and exhibition name.

2. Click to display the communication 

details.

3. Click to display action buttons: View 

Exhibition and Delete.

4. Click to navigate to the exhibition detail 

screen.

5. Click to delete the communication.

6. Enter message content.

7. Click to open the local folder and upload 

image or file to send.

8. Click to send the message to the partner.
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Communication - Blocked

This is the communication screen for 

communication that has been blocked by the 

administrator.

1. Enter a keyword to search for 

communications by the partner’s name 

and exhibition name.

2. Click to display the communication 

details.

3. Click to display action buttons: View 

Exhibition and Delete.

4. Click to navigate to the exhibition detail 

screen.

5. Click to delete the communication.

6. Display the blocked notification.

1
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Communication - Deleted

This is the communication screen for 

communication that has been deleted by the 

seller.

1. Enter a keyword to search for 

communications by the partner’s name 

and exhibition name.

2. Click to display the communication 

details.

3. Click to display action buttons: View 

Exhibition and Delete.

4. Click to navigate to the exhibition detail 

screen.

5. Click to delete the communication.

6. Display the deleted notification.

1
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Meeting listing

This is the meeting request listing of the buyer.

1. Enter a keyword to search for meeting 

request by its title.

2. Click to navigate to the meeting creation 

screen.

3. Click to navigate to the meeting request 

detail screen for editing.

4. Click to cancel the meeting request.

5. Click to navigate to the meeting request 

detail screen.

6. Click to delete the meeting request.
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Create meeting

This is the meeting request creation screen.

1. Enter the meeting title.

2. Select the guest to join the meeting.

3. Enter meeting duration.

4. Enter the meeting description.

5. Select a single date.

6. Select a range date.

7. Select the expected meeting date.

8. Select the meeting start time.

9. Select meeting end time.

10. Click to delete the expected meeting 

date or range date.

11. Click to add an additional expected 

meeting date or date range.

12. Click to save all entered information.

13. Click to return to the listing screen.
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Meeting detail - Approved

This is the approved meeting detail screen.

1. Click to navigate to the meeting.

2. Click to return to the listing screen.

1

2
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Meeting detail - Rejected

This is the rejected meeting detail screen.

1. Click to return to the listing screen.

1
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Meeting detail - Cancelled

This is the cancelled meeting detail screen.

1. Click to return to the listing screen.
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Meeting detail - Pending

This is the pending meeting detail screen.

1. Click to cancel the meeting request.

2. Click to save all updated information.

3. Click to return to the listing screen.
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Inquiry – Inquiry list

This is the screen for managing the list of sent 

Inquiries.

1. Enter keywords to search for Inquiries by 

recipient company or Inquiry subject.

2. Click on the subject to go to the Inquiry 

detail page.

3. Click on the delete icon to delete an 

Inquiry. At this time, a confirmation 

message will appear, and the user should 

click on 4. 'Yes' to confirm deletion.1
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Inquiry – Inquiry detail

1 2

3

5

6 7

9

This is the Inquiry detail screen. Users can 

exchange messages and view the conversation 

history with the seller.

1.Click to open the form to create a quote request

2.Displays the image and basic information of the 

seller

- Click to open the seller's contact information 

popup

3.Displays the content of the inquiry I have sent

4.Shows the read/unread status of the seller's 

messages Red message box icon: seller has not 

read the message / Gray message box icon: seller 

has read the message

5.Shows the seller's response

6.Enter message to reply

7.You can attach files by clicking on the file icon 

and selecting the file to upload

8.Click the 'Send' button to send your reply 

message

9.Click the 'List' button to return to the Inquiry list 

screen
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Inquiry – Inquiry detail (be restricted)

1

This is the Inquiry detail screen if the buyer is 

restricted by seller

1. Display an announcement to show that the 

account has been restricted

2. Click on button ‘Back to list' to return to 

the Inquiry list screen

2
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Inquiry – RFQ popup

This is the popup for requesting a quotation to the 

seller.

1. Enter the desired quantity of the product 

you want to order

2. Select the unit of measurement for the 

product

3. Enter the desired price

4. Display the corresponding total amount

5. Select the desired payment method

6. Select the desired transportation method

7. Select the destination country

8. Enter the destination port

9. Enter the desired delivery date

10. Write additional requirements or detailed 

information for the quotation request

11. Upload attachments if needed

12. Cancel input and close the popup

13. Send the drafted quotation request to the 

seller

1 2 3

4

5 6

7 8

9

10

11

12 13

My TradeX



Gobiz Vietnam 

Manual

[Description]

75

Inquiry cart

1

This is the screen displaying the list of products 

that have been added to the cart.

1.Choose a product and then click on "Remove 

from inquiry cart" to remove the product from the 

cart

2.Click on the wishlist to add/remove products 

from the product wishlist

3.Click on the product name to go to the product 

detail page

4.Click on the Inquiry button to open the form to 

inquire about products or send a price quote 

request
2

4

3

My TradeX



Gobiz Vietnam 

Manual

[Description]

76

Request for quotation – RFQ list

This is the screen for managing the list of quotation 

requests.

1.Enter keywords and company name or product 

name to search for quotation requests.

2.Display the status of whether the seller has 

read/not read the quotation request.

3.Click on the product name to open the detailed 

information page of the quotation request.

4.Display the quotation status for corresponding 

quotation requests (Unquoted/Quoted).

•Unquoted: the seller has not created and sent a 

quotation in response to the buyer.

•Quoted: the seller has created and sent a quotation 

in response to the buyer.
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Request for quotation – RFQ detail

This is the screen displaying detailed information 

of the RFQ.

You can view information about the date the 

quotation request was created, the quotation 

response status, the quotation request code, product 

information requested for quotation, payment 

terms, shipping information, delivery information, 

and seller information.

1.Click on List to return to the quotation request 

list screen.
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Quotation – Quotation list

This is the quotation management screen. You can 

view all quotations that the seller has responded to 

the buyer.

1.Enter keywords and seller company name or 

product name to search for quotations.

2.Display the status of whether the user has 

read/not read the quotation.

3.Click on the product name to open the detailed 

information page of the quotation.

4.Display the quotation status 

(Quoted/Ordered/Cancelled/Expired).

•Quoted: Status after the seller has created and 

completed the quotation.

•Ordered: The buyer has proceeded to place an 

order with that quotation.

•Cancelled: The buyer doesn't want to order with 

that quotation and has proceeded to cancel the 

quotation.

•Expired: The quotation has exceeded the effective 

period and the buyer hasn't proceeded to order or 

cancel the quotation.

1
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Quotation – Quotation detail

This is the screen displaying detailed information 

of the quotation in "Quoted" status.

You can view information about the date the 

quotation was created, quotation response status, 

quotation code, product information being quoted, 

payment terms, shipping information, delivery 

information, and seller information. And perform 

quotation cancel/request again/create order.

1.Cancel: In case the buyer does not accept the 

corresponding quotation, click on "Cancel". At this 

time, a confirmation message will appear, the user 

selects "Yes" to confirm deleting the quotation.

2.Re-request: In case the buyer wants to request a 

quotation again, click on "Re-request". At this 

time, a quotation request form will appear, the user 

proceeds to edit as desired and clicks "Send" to 

send the quotation request again.

3.Generate order: In case the buyer agrees with the 

corresponding quotation, click on "General order" 

to create an order.

4.Click on "List" to return to the quotation list 

screen.
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Order – Order list

This is the order management screen. You can 

view all orders that the buyer has placed.

1.Enter keywords and seller company name or 

product name to search for orders.

2.Display the read/unread status of orders from the 

seller.

3.Click on the product name to open the detailed 

information page of the order.

4.Display the order status 

(Pending/Approved/Cancelled).

•Pending: The initial status of an order after the 

buyer proceeds to place an order.

•Approved: The seller has accepted the buyer's 

order.

•Cancelled: The seller cannot fulfill that order, so 

they have cancelled the order and entered the 

cancellation reason to notify the buyer.

•For Cancelled status, you can view the reason for 

order cancellation by hovering over the 

"Cancelled" status.
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Order – Order detail

This is the screen that displays detailed information 

of the order.

•You can view information such as order date, 

order status, order code, ordered product 

information, payment terms, shipping information, 

and seller information.

• In case the order has been canceled, there will be 

an additional section showing the reason for 

cancellation.

1.Click on 'List' to return to the order list screen.
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Messages box – Message list

1

2

This is the message list screen that the buyer 

receives from the seller.

1.Enter keywords to search for messages by 

criteria.

2.Click on the view icon (eye) to navigate to the 

detailed content screen of the message.

3.Click on the delete icon to delete a message. At 

this point, a confirmation prompt will appear, and 

the user can select "Yes" to complete the message 

deletion.
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Messages box – Message detail

1

This is the detailed message screen for transaction 

correspondence.

1.Displays the message content

2.Displays information about the corresponding 

product and seller information (company name, 

contact person name, mini website address)

3.Click on 'list' to return to the message list screen
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Buying offer – Buying offer list

1

2

4 5
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7

This is the screen displaying the list of buying 

offers from the buyer.

1.Enter keywords to search for buying offers by 

criteria

2.Click to navigate to the detailed information 

screen of the buying offer

3.Display effective date of 

4.Displays the public/private status of the buying 

offer

5.Displays the progress status of the buying offer:

•Pending: The buyer has completed registration 

and is waiting for administrator approval to be 

displayed on the seller's website.

•Approved: The buying offer has been approved 

by the administrator.

•Disapproved: The buying offer has been rejected 

by the administrator.

• Completed: The approved buying offer has been 

expired

6. Click to edit the content of the buying offer.

7. Click to delete the buying offer.

8. Click to navigate to the screen for registering a 

new buying offer.

Note: The buyer can only edit or delete buying 

offers that have been registered with 'Pending' 

status; they cannot edit or delete buying offers with 

'Approved' or 'Cancelled' status.
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Buying offer – Buying offer creation

1

2

3
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This is the screen allow buyer to create a new 

buying offer

1.Select category of the buying offer

2.Enter title

3.Enter detailed content description

4.Upload file attachment

5.Set visibility/accessibility 

- Public: After administrator approval, this 

buying offer will be publicly displayed on the 

seller's website, visible to all sellers

- Private: After administrator approval, only 

sellers designated by the administrator will be 

able to view the corresponding buying offer

6. Select effective date of buying offer

7. Click on "Save" to complete the data entry and 

return to the buying offers list screen

8. Click on "List" to cancel the data entry and 

return to the buying offers list screen
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Buying offer – Buying offer detail (pending)

12

This is the screen displaying the detailed 

information of the buyer's buying offer.

1. When the buying offer is in 'Pending' 

status, the buyer can make edits and click 

on 'Save' to save the changes

2. Click on 'List' to cancel the changes and 

return to the buying offers list screen
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Buying offer – Buying offer detail (Approved)

1

This is the screen displaying the detailed 

information of the buyer's buying offer.

1.When the buying offer is in 'Approved'/ 

‘Completed’ status, the buyer can view 

information of all sellers whose buying offer 

application has been approved by admin (if have)

2. [Seller information popup]: Display seller 

information: Company, Address, Ward, 

City/Province, Country, Phone and websỉte

3. Click on 'Back to list' to return to the buying 

offers list screen

My TradeX
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Support – Q&A list

1

2 3

4

This is the screen displaying the list of questions 

from the buyer to the administrator.

1.Enter keywords to perform a search for questions 

by title or content

2.Click on the title to navigate to the detailed 

question screen

3.Displays the answer status 

- Waiting for answer: Awaiting administrator 

response

- Answered: Administrator has responded\

4. Click on 'Add new' to navigate to the screen for 

creating a new question
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Support – Q&A creation

1

2
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This is the question registration screen for 

administrators.

1.Enter the question title

2.Enter the question content

3.Click to attach files

4.Click 'Save' to complete the question registration 

and return to the question list screen

5.Click 'List' to cancel input and return to the 

question list screen
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Support – Q&A detail

1

2

3

This is the question and answer detail screen.

1.Displays the buyer's question

2.Displays the administrator's answer (If the status 

is 'Waiting for answer', this section will not be 

displayed)

3.Click 'List' to navigate to the question list screen
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My Account – Profile – Basic information

1

This is the screen displaying the user's basic 

information.

You can upload a logo or edit information. After 

editing, click 'Next' to move to the Company 

information tab.
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My Account – Profile – Company information

1

3

This is the company information display screen.

1.You can edit department information.

2.Click 'previous' to return to the Basic information 

tab

3.Click 'Save' to save changes
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My Account – Change password

1

2

3

4

This is password reset screen.

1. Enter current password

2. Enter new password

3. Enter new password again to confirm

4. Click 'Save' to save the changed password
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BMS Application Form (Before login)

1

2

This is the BMS application form (before login)

All fields marked with * must be completed

A- Company & Contact information

1. Enter business tax code of buyer’s company

2. Enter company name

3. Enter website

4. Enter company introduction

5. Enter country

6. Enter State/Province 

7. Enter City/Area

8. Enter Zip/Postal code

9. Enter detail address of buyer's company

10. Enter contact first name and contact last name 

of buyer's company

11. Enter phone number

12. Enter mobile phone number

13. Enter email address

B- Product information

14. Category: Select category of sourcing product

15. Enter product description

16. Enter estimated purchasing quantity 

17. Select quantity unit

18. Enter product specification

19. Upload reference images 

- Can upload 7 images as maximum

20. After filling all required fields, click on 

button ‘Submit’ to submit the BMS application 

form and wait for admin approval

21. Click on button ‘List’ to view all BMS 

applications (applicant’ names are hidden)
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BMS Applications (All across the system)

The screen displays all BMS applications across 

the system (applicant’ names are hidden)

1. Buyer can filter  BMS applications by status: 

Submitted/In progress/Done

2. Enter keywords to search for applications by 

product name

3. Click on button ‘Add new’ to open BMS 

application form
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BMS Application Form (After login)

1

2

This is the BMS application form (after login)

All fields marked with * must be completed

A- Company & Contact information

1. Display buyer company information:

- Business tax code, company name, 

website, country, State/Province, 

City/Area, Zip/Postal code, detail 

address

- Contact first name, contact last name, 

phone number, mobile phone number 

and email address of buyer's company

2. Enter company introduction

B- Product information

3. Category: Select category of sourcing product

4. Enter product description

5. Enter estimated purchasing quantity 

6. Select quantity unit

7. Enter product specification

8. Upload reference images 

- Can upload 7 images as maximum

9 After filling all required fields, click on button 

‘Submit’ to submit the BMS application form and 

wait for admin approval

10. Click on button ‘List’ to open BMS 

applications list screen.
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BMS Applications (My trade)

The screen displays all BMS applications 

submitted by the account

1. Buyer can filter  BMS applications by status: 

Submitted/Resubmitted/Accepted/Matching/Reje

cted/Done

2. Enter keywords to search for applications by 

product name

3. Click on button ‘Add new’ to open BMS 

application form

4. Click on edit symbol to open BMS application 

detail

5. Click on remove symbol and confirm ‘Yes’ to 

remove the submitted BMS application
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Update BMS Application Form (Submitted, 

Resubmitted)

12

With submitted/Resubmitted BMS application, 

buyer can update these information:

- Company introduction

- Product information (Category, product 

description, Estimated Purchasing 

Quantity, Quantity unit, Product 

specification, Reference images)

1. Click on button ‘Save’ to save all 

updated information

2. Click on button ‘List’ to back to BMS 

applications list screen
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View BMS Application Form (Accepted, 

Matching, Done)

1

This is the BMS application detail screen

With Accepted/Matching/ Done application, 

buyer is not allowed to update any information

1. Click on button ‘List’ to back to BMS 

applications list screen
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Update BMS Application Form (Rejected)

13

This is the BMS application detail screen (status 

Rejected)

Buyer can update these information:

- Company introduction

- Product information (Category, product 

description, Estimated Purchasing 

Quantity, Quantity unit, Product 

specification, Reference images)

1. Click on button ‘Save’ to save all 

updated information

2. Click on button ‘Resubmit’ to save all 

updated information and resubmit the 

application form

3. Click on button ‘List’ to back to BMS 

applications list screen
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Inbound

1

This is email that buyers will receive when there 

is a matching is established in the inbound service

1. View information of all matching seller 

companies (company name, name of 

contact person, email, phone, address)
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Outbound

1

This is email that buyers will receive when there 

is a matching is established in the outbound 

service

1. View information of matching seller 

company (company name, name of 

contact person, email, phone, address)

2. View featured products

3. Click on ‘Interested’ button to redirect to 

thank you page
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Outbound

This is email that buyers will receive when admin 

send a marketing email

1. Click on ‘Interested’ button to redirect to 

thank you page
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Thank you page

This is thank you page when buyers click on 

‘interested’ button 

1. Click on ‘Go to Gobiz Vietnam’ to 

return to Gobiz Vietnam site

1
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About GobizVietnamSupportXI

This is the introduction screen for GobizVietnam.
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Contact us

This is the screen displaying contact information of 

the administrator.

User can send questions, suggestions, and other 

content to the email address provided in this 

screen.
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Notice – Notice list

1

2

3

This is the screen displaying the list of 

notifications from the administrator.

1.Enter keywords to search for notifications by title 

or content

2.Click on the notification title to navigate to the 

notification detail screen

3.Click to download attached files.
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Notice – Notice detail

This is the screen displaying the detailed content of 

a notification.

1.Displays the notification content

2.Click to download attached files

3.Click 'List' to return to the notification list screen
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FAQ

This is the screen displaying the list of frequently 

asked questions.

1.Enter keywords to search by question or answer

2.Click on a question to view the corresponding 

answer below
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Reference room – Document list

This is the screen displaying the document list.

1.Enter keywords to search for documents by title 

or content

2.Click on the document title to navigate to the 

document details screen

3.Click to download the attached file
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Reference room – Document detail

This is the screen displaying the document details.

1. Displays the document description 

content

2. Click to download the attached file

3. Click on 'List' to return to the document 

list screen
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Term & Policy

This is the screen displaying the terms and 

conditions for using Gobiz Vietnam.
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SiteMap

This is the screen displaying the complete system 

menu. 

Users can click on any menu name to navigate to 

the corresponding screen for that menu.
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Chat with Gobiz

This is a direct messaging screen with the admin, 

allowing buyer to send/receive messages and 

attachments.
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