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Seller Portal Subscription Management Guide 
 

General Program Requirements 
I. Discount percentage as specified by the subscription program 

II. Free shipping for all subscription qualifying items 

III. One subscription program per subcategory at a time 

IV. Shipment frequencies of one-month up to six-months depending on customer selection 

V. Standard sales order processing for subscriptions; processing is no different from a non-subscription order  

VI. Subscriptions are not available to customers with shipping addresses in: APO/FPO, Alaska, Hawaii, Puerto Rico 

 

Manage your Subscription 

View & Join Available Programs  

i. Access Seller Portal, then open Manage Promotion > Subscription Settings 

 

ii. You can view available subscription program(s) in the following table, where specific program information will be displayed. 

Information includes program status, program subcategory, program discount, etc. 

 
The Subscription Type (S&S) “Subscription & Save” is defined as one type of program applicable to physical goods with a 

variant discount percentage and one eligible subcategory.  

 

iii. Select a program to check your eligibility. If you have eligible items within the program subcategory, you can Join Program 

to begin the item set up process. 

Eligible Items: Some individual item(s) may not belong to the program subcategory however you still have the ability to 

include them.  
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Join a Program 

i. Click Join Program label to join a new program. Review the Terms & Conditions before clicking to Agree. 
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ii. Select the subcategory or item that you would like to opt-in.  

 

 
 

Select a subcategory to opt-in all available items by default. 

 

 
You can filter the opt-in items by manufacturer. Only the selected manufacturer(s)’ product(s) can opt-in to the program. 

(Optional) 
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Alternatively, you can exclude items from the subscription. (Optional) 

 
 

Note: A warning message may be displayed if your subcategory is ineligible for the subscription program. There are two 

reasons that may cause this situation:  

1. You have no items under this specific subcategory. 
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2. The system cannot find any item matching the requirements for the program; i.e.) new item condition, 

therefore a refurbished item will not be eligible. 

               

 
 

 
 

Once you have completed the settings, the system will process the data and apply the subscription to the eligible items. You 

can click the Opt-In or Out-Out items to see the detailed item list: 

 

 
  

iii. You can also check the eligible item exception in the grid. These items will be added to the subscription program once you 

submit the setting. 
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iv. Click Submit to save and submit your subscription setting to join the program. The system will apply the subscription setting 

to eligible items within10 to 30 minutes. 

 

 
Then remark program as Joined in this gird: 

 

 

Update a Joined Program 

Click Edit to edit a joined program. You can adjust the opt-in or opt-out setting by updating the eligible subcategories and items. 

Then click Submit to save and submit the updates. 

 

Click Withdraw from program to abandon a program to remove ALL of the opt-in items. You will not be able to  remove an opt-

in item if it is currently being subscribed by customer(s). If you still need to remove it please contact Marketplace Seller Services 

for assistance. 
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Maintain Opt-in Items 

Open Opt-in Items tab to search all your opt-in items. You can view item details, subscription information, and more. The 

system will display the customer subscribed quantity in 7, 15, and 30 day intervals for reference. 

In place of removing items by editing a joined program, you can also add or remove items here. 

To opt-in an item, click Add to search and select item(s) from the pop-up.  

 

 

To remove item(s) from the opt-in item list, select the item(s) from the grid and then select Batch Remove Item From 

Subscription and click Go.    
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Batch Opt-in and Opt-out Items via Datafeed or API 

We also provide Datafeed and API interface to enable batch opt-in or out-out of items for the subscription program. 

i. Go to Opt-in Items click on Batch Update. 

ii. Download file template 

iii. Fill out seller part# and select Action to opt-in or out-out of the subscription by item level. 

Add: Opt-in an item 

Remove: Opt-out an item 

File Template (Microsoft Excel *.xls): 

 
 

iv. Upload the completed file for processing.  

 

v. Check the process result in the upload history. 

 

 

For any questions regarding subscription setting for Datafeed or API, please contact datafeeds@newegg.com 
An integration guide is also available with information on two batching methods for item submission. 
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Subscription Program Reporting & Notifications 

Inventory Planning  

Access Seller Portal, then open Manage Promotion > Subscription Settings.  Select the Opt-in Items tab. 

You can view real-time inventory and customer subscribed quantities in 7, 15, and 30 days to plan your inventory pipeline. 

 

Email Notifications 

By joining a subscription program, you will receive a daily email on new customer subscription information including item(s), 

quantity, subscription frequency, and customer cancellations - if any.  

 
For any further subscription setup help, please reach out to marketplacesupport@newegg.com  
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