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1. Log-in and get started

1. Open your browser and type in “sourcing.hktdc.com”

2. Click the 
icon to open the 
dropdown 
menu.

3. Click the 
icon next to 
“My Sourcing” 
to log in.
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1. Log-in and get started

Input the email and password and click 
“Log In”

Tips: please login with the same
“contact email” for your application

If you forget your password, click “forgot 
password” to Reset Password
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Navigation bar and Menu

1. Expand the navigation bar 
by moving the cursor     to 
menu bar. 

2. Select “Product and 
Service” for uploading photos
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Uploading photo – Important Tips

Product Photo Tips to draw attention from buyers:

• Use plain white background

• Avoid multi-products in one photo
(ONE product per photo)

Photo Requirements

Photo File Format:
• JPG, JPEG, PNG
• Resolution: 72dpi
• File size: less than 5MB per photo
• Photo dimension: 550 x 550 pixel

(Recommended: 1500 x 1500)

• If photo incorporate incorrect 
dimension, the photo cannot be 
displayed correctly
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Uploading photo – Important Tips

1. Open the picture with “Paint”

2. Click “Resize” to open the pop-up 
window

3. Choose “Pixels” to view the pixel (the 
example on the left is 474 x 669)

4. Drag the yellow circle if you want to 
adjust the Horizontal pixel

5. Drag the green circle if you want to 
adjust the Vertical pixel

Easy way to fix the dimension
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Uploading photo – Important Tips

Easy way to fix the dimension

6. In this case, we drag the yellow circle to 
adjust the dimension to align Horizontal 
and Vertical to similar number

7. Choose “select” to crop the photo and 
place it in center (Move from Blue to 
red)

8. Uncheck the “Maintain aspect ration” 
box

9. Input “600” in both “Horizontal" and 
“Vertical” boxes

10. Save the picture and you can upload  
the picture now
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Uploading photo

Add new product photo by 
clicking “Add Product” 
button
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Uploading photo
Select a maximum of three 
categories which best describe 
your product photo. 

Tips: Click “browse” on tap to 
select from dropdown menu
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Uploading photo

Click “        photo / video” to 
upload product photo.



12

Uploading photo

1. Click “Media 
Library” to 
upload photo 
from your 
computer

2. Click ”Add” to 
upload photo.

3. “Tick” the 
require photo to 
be uploaded

4. Submit
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Uploading photo

After the photo is successfully uploaded, 
press “save”.
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Uploading photo

Input all information in the required fields
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Uploading photo
The system will suggest
suitable tags according to the 
photo uploaded for your 
consideration. It is strongly 
recommended to choose the 
tags from the selection list to 
facilitate a better match. 

Try to avoid using model 
number, serial number, etc. 
Suggest to input product 
feature, function, etc.

Tips:
You may also prepare the 
Chinese content of your 
products. When Buyer switch 
to Chinese, they can view 
the product content in 
Chinese.
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Uploading photo

After submission, you will see all your uploaded 
product under “My Product and Service”

Repeat the steps to upload more products/ photos

You can manage to show your 
approved product at hktdc.com 
Sourcing by switching “online” 
and “offline” 

The uploaded photo will go 
through the approval process. 
Once it got approved, the status 
will changed to “Approved”
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To make sure you do not miss any Business Opportunities (eg. Buyer 

sourcing leads) and make full use of all Productivity System Functions (eg.

Batch upload, Instant messaging) available for HKTDC ‘s online suppliers,

please click HKTDC Online Supplier FAQ or scan the QR code below for more 

details.

Other Business Opportunities and Useful 

Productivity Functions

HKTDC Online Supplier FAQ

https://sourcingsupport.hktdc.com/hc/en-us/articles/4405892512153-Buying-Leads-We-Bring-To-You
https://sourcingsupport.hktdc.com/hc/en-us/articles/360060680294-Batch-Upload-products-services-2min-24sec-
https://sourcingsupport.hktdc.com/hc/en-us/articles/360050664614-Communicate-with-buyers-effectively-1min-35sec-
https://sourcingsupport.hktdc.com/hc/en-us/sections/360008896454-Supplier-FAQ
https://sourcingsupport.hktdc.com/hc/en-us/sections/360008896454-Supplier-FAQ
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Enquiry

Should you have any queries regarding product upload, please 
feel free to call our hotline:

Hotline: (852) 3460 8868/ (86) 020 2911 0485

Working hours: Mon-Fri 0900 - 1700

Email: sourcingsupport@hktdc.org



Thank you!


