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Introduction

As your store expands, you may
need to add new categories of
products.

This guide shows you how to
add a new product category to
your shop.

_______Quick Guide
1. Log into ADMIN.

. Click on CATALOG.

. Choose where the new
category will be created.

. Click NEW CATEGORY.

. Type a name in the
CATEGORY NAME box.

. Click BROWSE to choose an
image.

. Click SAVE.
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3. Choose where the new category will be created.

You need to decide whether the new category will be created at the “top” of your store or inside an already existing
category.

At the top of the store
If you want to create the new category at the top level of your store, check that you are at the top level, then follow
Step 4. The GO TO drop down box at the upper right of your screen helps you check where you are.

Search: |
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In an existing category
To create the new category inside another category, you need to “go inside” the existing category. One way to get into
a category is to use the GO TO drop down box.

Search:
Go To: | [REEIRTET NN |~ |

Alternatively, you can click the icon at the left of an existing category to get inside. E{ﬂfﬁhiun



4. Click NEW CATEGORY.

This creates the new category at your current position in the shop.
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The New Category section will appear at the far right of the screen.

5. Type the category's name in the CATEGORY NAME box.

Flease fill out the following
information far the new catagary

Category Mame:

%hlnthingl |

Category Image:
| |[ Browse... |

Sart Order:

’ save ” cancel ]




6. Click BROWSE if you want to choose an image.

Please fill out the following
information for the new categary

Categaory Mame:

% Clothing

Categary Immage!

Sart Order:

SEVE ][ cancel ]

Any image you choose will be visible to customers, so make sure it matches the new category.

7. Click SAVE.

The screen will show that the new category has been added to your store.
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