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I. GETTING STARTED - REGISTRATION 

1. By clicking “Register” on the left hand side of the home page or the “Join Now” on the top menu, you will be 
taken to the Vetsquare registration page. 
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2. In the Registration page, fill in the information needed to create Vetsquare Account. 

3. Click the “Submit” button.  



VetSquare

4. You will be taken to the “Terms & Conditions” page. After reading through the document, click “Yes, I agree” to 
continue with the registration. 
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5. Your will receive an email once Vetsquare administrators approves your request to create an account. 

II. LOG-IN 

1. Click “LOGIN” on the top menu. This will take you to the Login screen. 
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2. Type in the e-mail address you used to create a Vetsquare account and your password. Click “Sign In”. 

3. After a successful login, you will be directed to your Account Profile - “My Account”. You could also retrieve 
your password by clicking “Forgot Your Password”. 
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III.PASSWORD RESET 

	 In case of lost password, users have the option to retrieve a pass code in their registered email which will 
allow them to login to their Vetsquare account. 

1. From the Login screen, click on the “Forgot Your Password?”. This will take you to the forgot password screen. 
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2. On the password reset screen, type in your Vetsquare registered email address and click on the “Send 
password Reset Link”.  

3. After a successful request for password, an email message will be sent to your Vetsquare registered email 
address.   
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4. On the email message sent to your Vetsquare registered email address, click on the link which will take you to 
the password reset page. 
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5. On the Reset Password screen, type in your Vetsquare registered email address. Type in a new password and 
repeat typing the same password to the “Confirm Password” field. Click “Reset Password”. 

6. You can not go back to the Login screen and use your new password. 
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IV. HOW TO OFFER YOUR PRODUCTS TO OTHER USERS 

1. On the Vetsquare menu, click on “OFFER TO SELL”. 
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2. In the Offer to Sell page you will find “ENQUIRIES FROM BUYERS”, a list of products that buyers are looking to 
buy, and the “Create An Offer To SELL” button for creating a listing for the product your want to sell. 
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a. Create An Offer To SELL 

1. By clicking on the “Create An Offer To SELL” on the Offer to Sell page, you will be 	
presented by a list of products that are Vetsquare approved for selling. A search bar is provided 
to easily search for the product that you want to sell. Choose a product from the list by clicking 
on the “Offer to Sell” button under the product you want to offer for selling. 
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2. In the “POST PRODUCT OFFER” page, fill in all the information needed and click “Post Offer”.
	 	  

3.  After submitting your offer to sell it will be subjected for approval from Vetsquare administrator. 
You will receive an confirmation email from the administrators once your offer is approved. 
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b. Respond to a buyer’s enquiry. 

1. Click on a buyer’ enquiry. This will open the Bid for Selected Enquiry page. 
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2. In the Bid for Selected Enquiry page you could either Accept the buyer’s product enquiry or 
make an Alternative Proposal. It also the detail of the product the buyer is interested in. 
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3. Fill in the fields and click “Post Offer”.  If you chose “Alternative Proposal”, Vetsquare 
administrators will have to approve your bid before the buyer can choose to accept, send 
another proposal to you or reject your proposal. If you chose accept, Customer Assistance 
Officer will immediately be assigned to you and facilitate the transaction by confirming the bid, 
ensuring all terms are agreed upon and requirements are fulfilled.  If you have not received an 
email from a Customer Assistance Officer, contact us at admin@VetSquare.com. 
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V. HOW TO ENQUIRE FOR PRODUCTS FROM OTHER 
USERS 

1. On the Vetsquare menu, click on “REQUEST TO BUY”. 
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2. In the Request to Buy page you will find “OFFERS FROM SELLERS”, a list of products that other users are 
offering to sell, and the “Create An Request to BUY” button for creating a listing for the product your want to 
buy. 



VetSquare

a. Create an Request to Buy 

1. By clicking on the “Create An Request To BUY” on the Request to Buy page, you will be 	
presented by a list of products that are Vetsquare approved for buying. A search bar is 
provided to easily search for the product that you want to buy. Choose a product from the list 
by clicking on the “Request To Buy” button under the product you want to request to buy from 
sellers. 
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2. In the “POST PRODUCT ENQUIRIES” page, fill in all the information needed and click “Post 
Enquiry”. 

3. After submitting your request to buy it will be subjected for approval from Vetsquare 
administrator. You will receive an confirmation email from the administrators once your request 
is approved. 
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b. Respond to a seller’s offer 

1. Click on a seller’s offer. This will open the Bid for Selected Enquiry page. 
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2. In the Bid for Selected Offer page you could either Accept the seller’s product offer or make an 
Alternative Proposal to the seller. It also shows the detail of the product the buyer is interested 
in. 
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3. Fill in the fields and click “Post Enquiry”.  If you chose “Alternative Proposal”, Vetsquare 
administrators will have to approve your bid before the seller can choose to accept, send 
another proposal to you or reject your proposal. If you chose accept, If you chose accept, 
Customer Assistance Officer will immediately be assigned to you and facilitate the transaction 
by confirming the bid, ensuring all terms are agreed upon and requirements are fulfilled.  If you 
have not received an email from a Customer Assistance Officer, contact us at 
admin@VetSquare.com. 
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VI. TRADE SQUARE 

	 In Trade Square you will find both sellers that are offering their products and buyers requesting for 
products side by side.  
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VII. MY ACCOUNT 

i. Navigate to My Account Page 

1. Login to your Vetsquare account. 

2. On the upper right corner of the screen you will see the name registered to the account. Click the 
name to bring down a sub menu. 

3. Click on the “My Account” found on the sub menu to open My Account Page 
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ii. Profile 

	 The user’s information is displayed on the Profile tab of the My Account page. The user can edit his profile 
in this page by typing in the new information and clicking the “Update Now” button at the bottom of the page. 
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iii. Generic Products and Branded Products 

1. In the My Account screen user can choose to review the transactions they made for either generic or 
branded products.  

2. By choosing either one of those tabs, a summary of your product transactions will be displayed. 
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3. The Bid Detail button will show the Current Bids for the product and options such as responding to an 
alternative proposal. 
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VIII. LOCAL COUNTRY WEBSITES 

1. On the upper left side of Vetsquare website, click on the “Visit other local sites…”.  

2. A drop down menu will be shown where user could choose from a list of available local Vetsquare sites. 

3. Choose a local site and user will be automatically redirected to the Vetsquare local site.


