2.3. How to Add and Edit a Product (shops)

1. Add a New Product.
In the Dashboard
 Edit a name of a Category

> Click - ‘Products’
> Click - ‘Add New’

> Add the product name here. (A)
> Add the product price here. (B)
> Add the product description here. (C)

> You can change the category that the product is designated to here. (D)
> When finished Click the ‘Publish’ button. (E)

Dashboard

WooComminse Status

al £0.00
& Oorders
6 0 products

see < T @ [Er——p—

Add new product
Product nyme Publish
> Previ
ual o
- B I “ === ‘? = P B Visibdity. Pulblic Egg

Publish immediateig Edit

Cataloyg visibility: Shop and search
results o

Product categoros >

Al categories  Most Lised

Werd eount: 0

Title

Prodisct dat— [ Eimele product v | Vsl [ ] © Gornbimciable: = i
”
» Gereal Roguise price (€} 000
& Inventory
Saie price) [£]
& Shipping ;

Froduct short description

m
B
i
-
I
I
lih
(£}
T

Add description here ‘



2. Edit a Product.
In the Dashboard
* Edit a name of a Category

> Click - ‘Products’
> Click - ‘All Products’

> Edit the category you wish to

> Edit the product name here. (A)
> Edit the product price here. (B)
> Edit the product description here. (C)

> You can change the category that the product is designated to here. (D)

> When finished Click the ‘Update’ button. (E)
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3. Disable a Product.

If you don’t want to delete a product, if you may have future stock, you can disable it.

To do this ‘un-tick’ the Product Category in the Dashboard.

If no Product Categories are selected then the Product will not be seen ‘live’ on the
site, but will remain in the background for future use.

> When finished Click the ‘Publish’ button.
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4. Adding a Sale item.

Products
You can select certain items to be in the ‘Sale’ section as well as their own AN (21 | Put

category (ie. Jackets). Bt actions

In the Dashboard, click on ‘All Products’. (A) ®

@ Procucts

The quickest way is to click on ‘Quick Edit’ of the product you want to add to the @ N 0
Sale Category. (B) . b \
L o

Your Original Price and Sale Price can be set here. (C) #.roiee []]

Select the ‘Sale’ tick box in Product Categories. (B)
> When finished Click the ‘Update’ button. (E)

Repeat for more Sale items.
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