Adding a Product

1. Log into ADMIN.
2. Click on CATALOG.
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Introduction

You're set up with an online
shop, so now it needs some
products to sell.

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

Log into ADMIN.

Click on CATALOG.
Select a category.
Click NEW PRODUCT.
Enter product details.
Click PREVIEW.

Click INSERT.
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3. Select a category.
One way to do this is by using the GO TO drop down box at the top right of the screen.
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Alternatively, you could also click the icon at the left of the category that best fits the new product.
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If you don't select a category the product will be created independently in your store, like the E-Book product in
the image above.

You may want to add a new category for the product. (If you're not sure how to do this, download the document
add_category.pdf from www.oscommerce.co.nz/docs/.)

4. Click NEW PRODUCT.

This creates the new product inside the category you selected.
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5. Enter product details.

Products Status: The status shows whether the product is in stock or out of stock. Click whichever radio button
is appropriate for your product.

New Product in "Clothing"

Products Status: %In Stock O Out of Stock

Date Available: This is the date from which your product will be available to customers. Choose a date by clicking
the DATE AVAILABLE drop down arrow, then clicking the correct date from the calendar.
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Products Manufacturer: Use the PRODUCTS MANUFACTURER drop down list to select the correct
manufacturer name for your product.

Products Manufacturer: --none-- v
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Canon
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Products Price (Gross): Sierra
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Products Name: Enter a name for the product in the PRODUCTS NAME box.

Products Mame: EE|Persunalized T-Shirt:[ |




Tax Class: Use the TAX CLASS drop down list to indicate whether the product will be taxed. If tax applies to this
product, choose Taxable Goods from the list.

Tax Class: --nane-- v
Products Price (Met): M
Products Price (Gross): ||:| by |

Products Price: Enter the price before tax into the PRODUCTS PRICE (NET) box. If the product is a taxable good,
the gross price will be automatically calculated for you in the PRODUCTS PRICE (GROSS) box.

Products Description: Enter a description of the product in the PRODUCTS DESCRIPTION box.
Froducts Description:  Eba

T-Shirt printed with personalized slogan I

Products Quantity: Type the number of items you hold in stock for this product.

FProducts Quantity: |35E|]: |

Products Model: Enter the product model if applicable.

Products Image: Click the BROWSE button to look for an image that will represent this product.

| |[_Browse... |

Products Image:

Products URL: Enter the product URL if applicable.

Products Weight: Enter the weight of the product into the PRODUCTS WEIGHT box.
(If weight is not applicable for your product, type '0' into the PRODUCTS WEIGHT box.)

Products \Weight: 0.2z |




6. Click PREVIEW.

This shows you a preview of the new product.

tonfiguration EE Personalized T-Shirt $25.00
Catalog

Categories/Products
Froducts Attributes
Manufacturers
Reviaws

Specials

Products Expected

Modules

T-Shirt printed with personalized slogan

Customers
Locations / Taxes Thiz praduct was added to our catalog on Thursday 23 June, 2005,
Localization

Reports [ hack H insert H cancel ]

Tools

E-Commerce Engine Copyright @ 2003 osCommerce
osCormmerce provides no warranty and is redistributable under the GHU General Public License

Powered by osCommerce

If you want to change any details, click the BACK button.
If you decide not to add the product, click CANCEL.

7. Click INSERT.

You can now see the product in your store.
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Editing a Product

Once you have products in your store, you need to know how to edit product details.

First you need to select the product that needs updating. When you've selected the product, clicking the EDIT button allows
you to access product details and make any changes.
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After previewing the changes you made, you can accept them by clicking the UPDATE button.
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products, download the updating prices.pdf guide from
www.oscommerce.co.nz/docs/. Its instructions focus on changing product prices, but you would follow a similar process to
change any product details.)

(For more detailed instructions about editing



