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General information

What is Central Asia Trade Portal? First of all, it is trade portal for companies from countries of Central Asia, Russia, Ukraine and Afghanistan. This portal was developed and launched by the Enterprise Development Project of the United States Agency for International Development (USAID). Then a lot of changes and improvements were made by the USAID Enterprise Development Project. 
Central Asia Trade Portal is a tool to make trade deals in CIS and beyond its borders. But this definition fails to describe all the opportunities available to users of the portal.

Portal Structure (main components)

1. Homepage. Last offers to sell/buy, super news, informaton about upcoming trade fairs and exhibitions, news of Central Asia, navigation in information resources.

2. Marketplace. Search, post and browse offers to sell and buy.

3. Business Directory. Search and registration in the suppliers database.

4. My Smetradecenter.net. Managing your profile, offers and other personal information of a user.

5. Information Resources. Useful information about Internet resources for the companies in the portal’s region.
Portal Features

1. Fully synchronized bilingual portal.

2. Simple and advanced search.

3. Automatic matching of offers.

4. Messages sent by e-mail.

Detailed description of features

Fully synchronized bilingual Portal.

If you are having problems with your profile (data you entered is not displayed etc.), press the Ctrl-F5 keys.

Main problem of all existing sites offering their services in the trade sector is their exclusive orientation toward the national, either the Russian or English language that leads to a loss of potential clients that do not understand the language of a site. Due to lack of very large internal markets Central Asia often directs its efforts to external markets and in this case our portal offering full-fledged version in English and Russian has an advantage over other sites. All information on our portal including information about your company and your offers to sell/buy when it is necessary is translated and presented to both Russian and English speaking customers. 

Simple and Advanced Search.

The portal has a search system in the suppliers database and in offers to buy/sell section. Search is designed the way it fully meets our users requirements. Simple search is available in the suppliers database and offers section, Advanced search may be used only in the suppliers database.

How to use search?

To use simple search you simply enter search criteria in the text field. To make search easier it is desirable to use abridged words, i.e. if you search for ‘medicine’ you’d better enter the root of the word – medic – that will allow you to find words such as medicine, medical, medic and other similar words. If you use simple search you may search by offer’s text, company name that made this offer (free entry), country and industry sector for offers to buy and sell. You may use simple search in the suppliers database by a product name (free entry), sector and country. For all search types radio buttons (‘and’ and ‘or’) are available that allow customizing search criteria and searching by country and sector or by sector or country. 

Advanced search is available only in the Business Directory and allows users to search by company name, country, city, product/service and legal form of registration. For user convenience search results contain links in their headers “Search more offers from the same Company, Country, Industry Sector” choosing one of these links you may see all the records matching chosen criteria.

How to use all the features of the Portal? What are they?

Let’s go through the example how a company may start and conclude the process of using www.smetradecenter.net .
So to enter the Portal you may use following links:

www.smetradecenter.net
www.smetradecenter.com
www.rynok.net
www.rynok.com
www.sme0.net
www.gtpcenter.com
Use the link you like most. As the portal is bilingual and the first page is displayed in the language you’ve set for Internet Explorer. To check or change your browser language go to the menu Tools -> Internet Options and on the General tab press the Languages button and you will see a list of languages chosen for IE, first language in the list has a priority and the site will be displayed in this language but still you can switch between the languages. To add a language press the Add button and choose Russian [ru] for the Russian language and English (United States) [en-us] for the English language. To have the Portal displayed in the desired language move it up the list by pressing the Move Up button, if necessary.

To use the portal you need to enable cookies in your browser. To enable them you need to open the Tools menu then click on the Internet Options item and on the Security tab, press the Custom Level button and in the Cookies submenu enable per-session cookies.

After you’ve done this you’re ready to use the portal.

So, we open www.smetradecneter.net and get to the homepage. Here any unregistered user may read the latest offers, super news, infromation on upcoming trade exhibitions, news of Centerl Asia, search the Marketplace, browse information resources of the portal. Right from this page you may get to the Marketplace either using middle navigation level or choosing the link where total offers on the Marketplace displayed.

HOMEPAGE

· Function

1) Browsing thelatest offers to sell/buy, news and upcoming events;

2) Contains many links to other resources of the site.

· Structure

1) The sections bar is red. It contains tabs each of which is the link to the main sections of the site, such as Homepage (active by default), Marketplace, Business Directory, My Smetradecenter.net and Registration, each of these sections is described in this manual.

2) The Fast search in the Marketplace bar is under the red bar (on the top). It is described in detail in the Marketplace section of this manual.

3) Panel of additional links (left side of the page) is a vertical list of links to additional resources of the site:

· Information resources. The page has many links to government and commercial sites that contain information about legal and economic aspects of companies activities. Each link has a description. All links are grouped by country. 

· Trade Services. This section consists of two documents: Market Reseach and Trade Shows Reports. 

· Trade Handbook. This section of the websitee contains information and special tools to help participants of foreign-economic activity. It is planned to post here information resources and instruments that will be useful for those who are involved in foreign-economic activity in Central Asia and abroad.
· Trade portals. This section contains a lot of links to different trade websites.
· Company sites. This section contains mini-sites cteated for our clients.

· Contact our Trade Specialist. This section consists of two documents: “EDP Project” contains information on the offices and Trade Specialists of the Project; and “External Partners” – information on the offices of the RTP partners
· Best Trade Specialist. Starting from August 2005 achievements and contribution of each trade specialist to the Central Asian RTP network development will be recognized by selecting the best performing RTP specialist of the month. In this section you may find information about the best TS of the month, his/her biography , details of the deals and archives.
·  Success stories. In this sector you may find results of different companies they have enjoyed in trade through an Internet trade website www.smetradecenter.net and well-established network of RTP Practice Specialists.

· About Us. Page gives the information about the site’s purpose, brief outline of the Regional Trade Promotion Component. 
· Feedback. Page offers sending a message to the Webmaster. A user may leave his comments and suggestions here. The required fields are marked by asterisk. This form helps our developers fix shortcomings and make improvements to the future versions of the site.

· Sitemap / Search. Contains the list of site’s sections with the sub lists of the sub sections. Shows the structure of the site. Each item of the list is represented by the link. Using this page a user has an opportunity to find necessary resources quickly. 

· Visitor review. A user may express his opinion on the question “Did you find information you were looking for?” 

4) Review of the latest offers to sell/buy, upcoming trade fairs and exhibitions, reading the news of Central Asia. The upper half of the page contains the news and upcoming events  summary. Selection of the interested link will show the message for the event on the page. There are two “View all…” shortcut links that will display all the news or upcoming events in one frame.

MARKETPLACE
· Function
1) Navigation, search and browsing offers to buy or sell;

2) Posting offers on behalf of a company;

3) Browsing additional materials posted on the site.

· Location
All the Marketplace features become available when you choose the tab labeled Marketplace on the upper red bar.

Link to this page: http://www.smetradecenter.net/marketplace/
· Structure of the Marketplace main page

Under the upper red bar there is the middle blue bar. It contains the links to the pages


Make an offer to buy
Make an offer to sell
Transportation
Customs
Financing
There is the fast search in the Marketplace bar below.

· Marketplace navigation

When you navigate Marketplace the page may be in 4 different states:

1. Displaying the list of industry sectors;

2. Displaying the list of offers;

3. Composition of your offer’s message;

4. Displaying the offer you’ve chosen.

By default the page is in state 1, i.e., after you’ve selected the Marketplace in the upper red bar the page is displayed exactly in this state.

The page displays the table of products/services code (TN VED) each row of which shows the name of a product/service and number of offers of this sector’s products, numbers of buy and sell offers are shown separately. After you choose a row in the table the page (state 2) containing full list of messages for this sector’s products will show up.

In state 3 the page shows detailed information about the message selected and partially information about the company that posted this message.

Page header shows company name (with the link to its detailed description), its country and industry. There is the short description of a message and the industry sector below.

The main part of the page is occupied by the text of a message. Beneath the page body there two links. Choosing the first link Contact information a user may see the phones and address of company. Choosing the second link Email company makes it possible to send a letter to company representatives. 

· Search in the MARKETPLACE
When you are in the Marketplace there is a search panel between the red, blue menu bars and the main page body. A user may use this panel for quick search of companies. The search process includes 3 stages:

1. Filling the search field with values;

2. Pressing the Search button;

3. Browsing search results.

In the Search panel there are the following fields to be filled:

· Selection of the message type – buy/sell;

· Keywords list (the most left field);

· Product/service code (TN VED);

· Country.

Selection of the message type – buy/sell – strictly limits the type of messages displayed in the list.

If in the Product/Service field there is a value different from the default value then search results will contain only those companies that filled in the same value for the code during their registration.

The same is true for the Country search field. If in the Country field there is a value different from the default (Search in all countries) then search results will contain only those companies that filled in the same value for the country during their registration.

The list of keywords is the most used search field. Even if a user entered only one character in this field it’s value is taken into account by the search engine and search results will have only messages that contain the keyword entered in the search field in their description. The search field may contain several keywords separated by commas (in one line) or entered in separate lines. If you use keywords list the search engine will display only those messages that contain all the keywords. For the Russian language you should remember that the search engine doesn’t perform syntactic analysis of keywords and therefore properly chosen keywords define the search successfulness. So for example you need to find word ‘medical’ you may enter it to the keyword list as ‘medic’. Then all the words containing this pattern will be searched for including words ‘medical’, ‘medicine’, ‘medic’ etc.

· Posting your own trade offers
The blue bar on the top of the page contains two links to the message posting form. 
Note: this page is available to registered users only. 

The message posting form contains the set of fields to be filled in by a user. The mandatory fields are marked with blue stars. To make this process easier, we suggest that users use the pop-up Help by clicking on the fields of the form. In the sell offer form we offer our users an opportunity to attach Word documents to the offer, the size of which should not exceed 150 Kb.

· Browsing additional materials posted on the site
On the blue bar on the top of the Marketplace page there are 3 links labeled Transportation, Customs, Financing. At these links you will find many useful links to documents and official sites of government and commercial organizations. Here you find a lot of useful information to establish international relations.

Bussiness Directory

· Function
1) Navigation and search in the directory of companies registered at the site;

2) Browsing information about selected companies;

3) Registering a new company at the site;

4) Changing the registration information.

· Location
All the features of the Business Directory become available when you activate the Business Directory tab on the red bar.

Link to the page: http://beta.smetradecenter.net/directory/
· Structure of the BUSINESS DIRECTORY main page

Under the upper red bar there is the blue middle bar containing links to the pages

Advanced Directory Search

Register in the directory 

Below there is a Directory quick-search panel.

Remaining space of the page contains two panels

Site navigation panel (described in the homepage section)



Business Directory navigation panel 

· BUSINESS DIRECTORY Navigation
When you navigate the Business Directory the page may be in 3 states:

1. Displaying the list of industry sectors

2. Displaying the list of companies

3. Displaying detailed information about the company selected.

By default the page is in state 1, i.e., after you’ve selected the Business Directory in the upper red bar the page is displayed exactly in this state. The page displays a table of sectors each row of which shows an industry sector’s name and number of companies registered within this sector. 
When you choose a specific row of the table (state 2) containing the full list of companies of the selected industry will be displayed.

The table also represents structure of the page in state 2. Each row contains its number in the list and short description of a company (name, industry, country, short list of products/services). Above the short company description there is the row containing links to the list of companies registered in the same country (the first link in the row) or operating in the same industry (the rest of the links in the row) as the company described in this table row. The row of links function is to shorten search of messages and get the list of messages that most fully meet the requirements of a site’s user. Clicking the company name opens detailed information about the company in the same window and the page turns to state 3.

2 controls are added to the structure of the company list navigation page (state 2). In the table heading there is a caption showing the number of companies displayed in the list. Under the table there is the More link (that leads to the rest part of the list – the page is designed in the way it can’t show more than 20 messages from the entire list). To move back in the list use your browser Back button.

In state 3, the page displays detailed information about the company selected. A user may contact the company using information given on this page or send an e-mail clicking on the link Contact with company. There is also a feature available - browsing offers to buy/sell made on behalf of the company (see links on the top of the page under the red bar).

· Search in the Business Directory

When you are in the Business Directory there is the search panel between the red, blue menu bars and the main page body. A user may use this panel for quick-search of companies. The search process includes 3 stages:

1. Filling the search field with values;

2. Pressing the Search button;

3. Browsing search results.

The search panel contains the following fields:

· Keywords list (the most left field)

· Search type (and /or)

· Industry

· Country

If in the Industry field there is a value different from the default (Search in all industries) then search results will contain only those companies that filled in the same value for the Industry during their registration.
The same is true for the Country search field. If in the Country field there is a value different from the default (Search in all countries) then search results will contain only those companies that filled in the same value for the Country during their registration.

The list of keywords is the most used search field. Even if a user entered only one character in this field its value is taken into account by the search engine and search results will contain only messages that contain the keyword entered in the search field in their description. The search field may contain several keywords separated by commas (in one line) or entered in separate lines. If you use number of keywords the value of the Search type field becomes significant – if the “and” button is selected the search results will show only those companies that submitted for the field Products/Services a text containing ALL the keywords, otherwise (if the “or” button is selected/default setting) it will show only those companies that submitted for the field Products/Services a text containing ANY of the keywords. 

Search results are displayed in the format similar to the one used in Business Directory navigation to display the list of companies.  

· Advanced Search in the Business Directory

Gives opportunity to search based on larger set of criteria, narrow search results and filter companies in the directory that are of a little interest.

Link to this page is on the Business Directory’s blue bar and labeled Advanced Directory Search.

Search is case insensitive, that is the upper and lower case don’t affect search results. If a user has not changed a field’s value then it’s not taken into account, otherwise only those companies matching corresponding criterion (i.e. City) entered by a user in a search field will be displayed.

Example, if you enter in the City field expression “ka” then in search results you will have a list of companies located in Karakol, Chkalovsk, Jakarta and other cities that have the expression “ka” in their name.

· Registration of a new company

Link labeled “Register in the Directory” to the page performing this function is on the upper blue bar.

Registration in the Business Directory is available for companies from Central Asia, Russia, Ukraine and Afghanistan. Companies from other countries may register in the Registration section. 

Registration process in the Business Directory includes 3 stages:

1. login registration
2. profile registration
3. filling in the registration form 
If a user has no login registered at the site then any attempt to see a page that is for registered users only will display the page requiring entering login and password. On the registration form page a user is to fill in the fields, mandotory fields are marked with blue star. Other fields (not marked by asterisk) are optional and a user may skip them. By having been registered, a client will get the user name and password via e-mail. Companies from Central Asia, Russia, Ukraine and Afghanistan have to fill in the form in both Russian and English. The most field are translated automatically according to transliteration rules. Website supporting team monitors the registration made, so the team corrects all mistakes a user may do translating the form. 
If a user has a login but by any reasons does not remember the password he may use the “Forgot your password” link. A user will be asked to enter his email address and press the Request button if a user with that name is registered at the site his password will be sent to his email address.

Мy Smetradecenter.net personal settings
· Function:

1) Editing the registration information

2) Managing offers to buy/sell

3) Changing the password

· Location

All the Мy Smetradecenter.net features become available when you choose tab labeled Мy Smetradecenter.net on the upper red bar.

Link to the page: http://www.smetradecenter.net/my/
· Structure of the Мy Smetradecenter.net main page:

The main page resembles the menu of the upper blue bar. In addition each link is described in detail.

· Editing the registration information

A user is given the set of fields he may edit to change his/her registration information. For convenience all the fields are divided into Contact information and Business information groups. Pressing the Save button stores user’s changes (if they do not contain obvious mistakes) in the database.

· Managing offers to buy/sell
Here a user is provided with the list of all offers to buy/sell stored in the database. For navigation convenience all offers to buy are on the left and offers to sell - on the right. After making all the necessary changes a user needs to press Save button.  
· Changing your password

Here a user may change the password. A user needs to enter the old password and new password and confirm changing the password by pressing the Change button. The password must contain at least 6 characters. It is recommended to use alphanumeric password and not to use your email address for your password.

CONCLUSION

Dear users, if you have problems or questions regarding the portal and you couldn’t find the answer in this manual, please inform us by sending e-mail using feedback section. 

Glossary of terms

· Company profile (CP). Structured information about a company entered by by a company itself. Later this information is available in the Business Directory.  
· Trade Specialist (TS). A representative of the Regional Trade Promotion Network. Trade Specialists are the primary representatives of the portal at the local level. 

· Account. User of the portal that has not registered full profile may post and read offers to buy/sell, browse the suppliers database but is not included in the Business Directory.

· Suppliers database (SD). Database containing full profiles of registered in the Business Directory users from Kyrgyzstan, Kazakhstan, Uzbekistan, Tajikistan, Turkmenistan, Russia, Ukraine and Afghanistan.
· Portal’s region (PR): Kyrgyzstan, Kazakhstan, Uzbekistan, Tajikistan, Turkmenistan, Russia and Ukraine.

· Free entry (FE). Free-entry in the search field where it is better to enter the root of the word – medic – that will allow you to find words such as medicine, medical, medic and other similar words.

· Marketplace (MP). Offers to buy or sell products/services.
· Visitor. User who has no registration with the system.

· Upper navigation level. Navigation by countries

· Middle navigation level. Navigation by portal components.

· Lower navigation level. Sub navigation for some sections of the portal.

· Left Navigation. Navigation in information resources.

