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Work Sample

Help center FAQs covering checkout, order management, account setup, and privacy for
an e-commerce platform.
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Checkout Questions

1. How do | place an order?

To place an order:

1.

Add the items of your choice to your cart by clicking on the ‘Add to Cart’ button
on the product’s page.

Click on the ‘Cart’ button on the top right corner of the page to access your
shopping cart.

Review the items you’ve added and click on the ‘Proceed to Our Secure
Checkout’ button on the bottom right corner of the page.

Enter the necessary information and follow the prompt buttons at the bottom of
the page to proceed to the payment gateway.

Pay using your preferred payment method on the secure site.

You will be redirected to an order confirmation page on <url> once your payment
goes through.

2. Where can | find my shopping cart ID?

To access your shopping cart ID:

1.

2.

Click on the ‘Cart’ button on the top right corner of the page to access your
shopping cart.

Locate the shopping cart number at the top left corner of the page under the
<company name> logo.

Make a note of this number before contacting customer service to ensure quick
assistance.

Order Questions

1. Can | add more items or modify my order?

<Company name> does not guarantee modifications or additions to your order.
However, you can still contact us if you wish to add more items or modify your order.

2. Can | cancel my order?

Contact <company name> support as soon as possible if you wish to cancel your order.
If you are a registered user, you can visit the ‘Orders’ section of your account by
hovering over the ‘Account & Orders’ dropdown menu at the top right corner of the
<company name> homepage. You can then review your order on the Account & Orders
page to know if cancellation is possible.



3. How do | check my order status?

To track your order’s status:

1.

N

Hover over the ‘Account & Orders’ dropdown menu on the top right corner of the
<company name> homepage.

Click on ‘Orders’ to access your orders with us.

You can then click on the order from the list to track its status.

Account Questions

1. How do | register an account on <company name>?

To register an account on <company name>:

1.

2.
3.
4.

Visit <url> and click on 'Log in' at the top right corner.

Click on 'Create Account' at the bottom right corner to create a new account.
Enter your details and click on 'Create Account'.

Verify your email address by clicking on the link sent by <company name>.

2. How can | edit my account information?

To edit your account information:

1.
2.

3.

Log in to your <company name> account from the homepage.

Navigate to the 'Account & Orders' dropdown menu on the top right corner of the
homepage.

Click on 'Account' to access your account’s information.

Your account's details can be found on the left side of the page, including your
shipping addresses, orders, reviews, tickets, shopping carts, wallet activity,
wishlists, tax-exempt status, and browsing history.

You can update relevant information in each of these sections and save them for
future use.

3. What can | do with my <company name> account?

Your <company name> account allows you to do the following:

Place and track orders

Check an order's status

Track your wallet usage

Change your information

View past orders

Edit wishlists

View saved shopping carts
Track complaint tickets

Access product browsing history



Access your account by clicking on the 'Account & Orders' dropdown menu at the top
right corner of the homepage, followed by clicking on 'Account’ under the dropdown
menu. You must be a registered user to access your account on the <company name>
portal.

4. | forgot my password. How can | reset it?

To reset your <company name> account password:
1. Click on 'Log in' at the top right corner of the homepage.
2. Click on 'l forgot my password' at the bottom left corner of the login portal.
3. Enter your registered email address and click on the 'Send reset link' button.
4. Reset your password using the link sent to your registered email address.

Privacy Questions

1. Are the off-site links on <company name> safe?

Yes, all off-site links have been verified and checked for any security concerns before
being posted on the <company name> website. We value your safety and security, and
aim to provide a secure shopping experience to all our customers. We use secure SSL
technology to help protect your privacy and data stored on the website.

2. Will my personal information be shared with other firms?

No, <company name> does not share customer information with any third-party
company. We have a strict policy for protecting customer information and are dedicated
to keeping all your information stored on the website private.

3. Does <company name> collect any personal information while I'm using
the website?

<Company name> does not collect personal information beyond what's needed to
operate the site and improve your experience. We only use customer information to:
e Process orders
e Offer a personalized shopping experience for customers that have registered
with us
e Send email newsletters and promotional content with several specials and other
useful information
e Assess site traffic and improve the usability of the website



4. Why do | need to enable cookies to shop on your website?

<Company name> uses cookies to identify each customer. A cookie is a small text file that
is stored on your hard drive and collects information based on the web pages you visit.
They do not divulge any personal information about you and are only used as an identifier.
Cookies allow us to keep track of your activities on our website, such as:

1. What you add to your cart
2. Your purchases
3. When you last logged in

Therefore, to shop on our website, you must have cookies enabled.

To learn how to enable cookies, click on any of the links below that correspond with your
browser and follow the instructions:

1. Google Chrome
2. Mozilla Firefox
3. Safari



https://support.google.com/accounts/answer/61416?hl=en&co=GENIE.Platform%3DDesktop
https://support.mozilla.org/en-US/questions/1287973
https://support.apple.com/guide/safari/manage-cookies-sfri11471/mac

