[image: image1.png]| re—— |

Site [=a Ly

Brander

creativity doesn't quit at five






Online Store Manual

ADDING AN ITEM IMAGE, QTY, DESCRIPTION AND PRICE

Mouse over Catalog
Click on Categories/Products
To create a new category, click on new category on the bottom of the screen

If the category already exists and you want to add a new product, click on the category folder. For example, Men’s T-Shirts
This will take you to a new window. Select new product on the bottom of the screen.

This will take you to the Master Category:
Products Status-In Stock

Date Available-leave empty

Product Manufacturer-select manufacturer

Products Name-enter description

Product is free-No

Product is Call for Price-No

Product Priced by Attributes- No

Tax Class-Select the dropdown taxable goods

Products Price (Net): Price before taxes

Products Price (gross): Automatically displays price with tax

Product is Virtual: No

Always Free Shipping-No
Products Quantity-Yes, Show Quantity Box
Product Qty. Min. – 1

Product Qty. Max – 0

Product Qty. Units- 1

Product Qty. Min/Unit Mix- Yes

Products Description- enter item description

Product Quantity-enter item quantity

Products Model-N/A

Products Image-Upload image

Click on preview
Should take you to a new window

Select insert to save

ADDING ITEM SIZES FOR EACH PRODUCT

Mouse over Catalog
Select Attributes Controller
Select the category on the dropdown and press next
Select a product to view and press display
After you’ve selected the product, scroll down to the gray box, highlight size (dropdown) and highlight the optional value [SIZE], then press insert to apply. Repeat these steps for each size you want to apply to the product.
If you select multiple sizes, scroll to the top and select update sort to default order. This will put the sizes in order. Highlighted bar should appear on the top of the screen when applied.

TO ADD A MANUFACTURER

Mouse over Catalog
Select Manufacturers
Scroll down and select insert
Enter manufacturer name

Hit save
**We recommend only using these functions for modifying your site; any other functions are not applicable for usage by the administrator. Modifying any changes other than what the webmaster recommends may alter the appearance of your store and may result in additional fees. 
