
User Guide – How to Create a Service

1. Upon log in ensure 
you on the Supplier tab

2. Click on My Services 
from the menu on the 
left. 

Begin by logging in to your ProcureHub account
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You can edit existing 
services here.  Or click 
on the 3 dots for more 
options like deleting the 
listing or sharing.

Any services you’ve 
already created will 
show under Active 

To create a new service, 
click on Add new
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You can save the service 
in draft at any time and 
work on it later

• Complete the basic information for your service.  

• Category and subcategory are pre-defined drop-down fields.  Should 

you not see a category or sub-category you need please contact the 

ProcureHub team (ProcureHubMarketplace@gmail.com) 

mailto:ProcureHubMarketplace@gmail.com
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• You can offer your service either at an hourly rate or by fixed fee

• Toggle on (it will show in green) which type of service it will be  
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• To set up an Hourly Service type in the hourly rate you charge 

(before taxes) 

• Your estimated earning shows what your revenue would be (before 

Stripe fees) 
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• To set up a Flat Fee or Fixed Fee offering toggle that option on and 

then click on ‘Add new Flat Fee Offering’

• Type in the service name, description and the flat fee amount (before 

taxes) 
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• Next you can add images.  Your service must have at least one 

image (cover image).  Files must be an image file only (PNG, JPEG, 

JPG)

• You also have the option of adding a link to a YouTube or Vimeo 

video if you wish

• Click on Go to details 
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All of the additional 
information fields are also 
searchable fields for 
customers.  This can help 
potential customers find 
the right Suppliers within 
the industry, experience or 
skills they require.   

If there is an Industry, 
Software, Tools or Skills not 
listed that you would like 
added please contact the 
ProcureHub Support team.
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Here you can  list your 
Refund Policy.

You are able here to 
attached 1 PDF file to your 
service.  
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Here you can you set your 
availability to let potential 
customers know which 
days of the week your 
available *Note this does 
not tie into your external 
calendar

Checking this box will apply 
your availability to all new 
services you create moving 
forward.

You can also block entire 
chunks off as unavailable if 
you wish

You must click on the Plus 
sign to save the time 
you’ve added. 
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Here you can you set your 
availability to let potential 
customers know which 
days of the week your 
available *Note this does 
not tie into your external 
calendar

Checking this box will apply 
your availability to all new 
services you create moving 
forward.

You can also block entire 
chunks of time as 
unavailable if you wish.  
This can also be accessed 
on your dashboard through 
the Calendar and can be 
applied to all Services. 

You must click on the Plus 
sign to save the time 
you’ve added. 
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• Finally, you can set your payment terms. 

• You can choose to be paid when job is completed.  

• Or you can choose payment terms.  This means once the job is completed you will 

receive payment in X number of days (i.e. Net 10, 30 etc.) 

• Job completion is triggered by either the end date the customer requested the services 

by or the customer manually changing the status to complete  
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• When ready you can ‘Save draft’ or ‘Publish’ your service. 

• Please note you must have connected your Stripe Account in order to publish a service.  

If you have not, you will see the following message: 


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13

