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eCommerce System Tutorial 
Part 4: Upload products 

Introduction  
 
Now that you have configured your site and set the default template, the next stage is to start 
adding some products. 
 
As you will probably have noticed, the default installation already contains some sample 
products. These should be deleted prior to your site going live. 
 
To demonstrate the procedure for adding products we will up load a range of calculators to 
our store. 
 
 

Adding categories 
 

First we must create a category called calculators, to do this go to the ‘categories / products’ 
page with: 

 
Catalog > categories / products 

 
 

 
Categories / products page 
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Here you will see the existing categories for the default items, to add a new category, click 
on the ‘new category’ button. This will take you to the new category page: 
 
 

 
New category page 

 
 
Firstly, you will need to add an image for the category – click on browse and locate the file 
you wish to use, we have used a cartoon type image of a calculator for ours. 
 
Then add a category name and heading title – we have used ‘Calculators’ for both. You can 
then add a brief description for your new category. 
 
Finally, at the bottom of the page you can add information into the meta tag area, this is data 
that will be hidden in the header of this category page. It is used by search engines to index 
your page. 
 
Once you are happy, click the ‘preview and upload’ button. This will provide a preview of 
your new category. Ours is shown below: 
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Category preview screen 

 
 
As you can see, it is possible to create the category in several different languages. If you 
wish to use different languages for your store, click the ‘back’ button and use the tabs on the 
‘new category’ page to select the languages you wish to use – add the same translated 
information for each language. 
 
Once you are satisfied with the new category, click the ‘update’ button on the preview 
screen – this will save the new category. 
 
If you now navigate to your store, you will see the new category listed in the ‘Categories’ 
box – click on the new category and you will be taken to the new category page. Ours is 
shown below: 
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New category as seen in store 

 
 
If required, sub-categories can be created in the same way. From the ‘categories / products’ 
page, click on the folder icon of the category that you wish to create a sub-category and then 
create a new category as described above. 
 
 

Adding Products 
 

Now that we have our category, we can add some products. 
 
Adding products is very similar to adding categories, it is even carried out on the same 
pages in the admin area. 
 
 From the ‘categories / products’ page, click on the folder icon of the category for which you 
wish to add product. This will open a blank ‘categories / products’ page for that category. 
Our calaculator category page is shown below: 
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Blank calculator category page 

 
 
Clicking on the ‘new product’ button will take you to the new product page, as shown 
below: 

 

 
New product page 
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As you can see, the layout is similar to the new category page. The first section deals with 
the availability of the item. 
 
Make sure that the ‘in stock’ option is selected and then add the quantity of items you have 
for sale. If out of stock, you can set a date for when the stock will be available. 
 
Select the manufacturer of the product from the drop down menu – if you need to add a 
manufacture refer to the next section. If you do not wish to list the manufacturer leave as ‘-
none-’. 
 
If you have a model number for the product, this can be entered into the appropriate field. 
Adding a weight is optional, but may be useful later if you wish to calculate shipping costs 
on a weight basis. 
 
You now need to set the price of the item, the tax class determines how a price will be 
displayed. If set to ‘none’ the net and gross prices will be set to the same value. If set to 
‘taxable goods’ the gross and net prices will be calculated according to the current tax 
settings – the default is 17.5%. 
 
The tax rate can be changed on the ‘tax rate’ page accessed by: 
 
 

Locations / Taxes > Tax rate 
 

 
Whether or not you need the tax feature will be determined by your current tax status. 
 
Once you have set your price, enter a name for the product. The product URL is optional, 
this can be used to place an outside link on the product page – this can be useful if you wish 
to place a link to the manufacturers site or a review site on your product page. 
 
Now add the product description, you should make this as detailed as possible, good content 
here will aid sales and help with search engine rankings. Meta data can also be added as 
discussed in the categories section. 
 
Finally add any images you have of the product. The small image will be used for 
thumbnails such as those shown on the categories page. The products image will be the main 
image shown on the product page. The pop-up image should be a larger image, this will be 
displayed in a separate window if your customer clicks on the product image. 
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In addition to the above images, you may add six further images of the product, these will be 
shown at the bottom of the product page – if included, the ‘xl’ images will open in a 
separate window when the visitor clicks on the smaller image. 
 
The bottom of the products page contains the attributes section, the attributes loaded into the 
default installation are shown below: 
 
 
 

 
Standard attributes 

 
 
 

Attributes offer you the opportunity to add options to your products, such as sizes and 
colours.  
 
For our calculator we have given the options of purchasing the item with, or without 
batteries. To provide this option we have checked both the ‘None’ and ‘4 x AA’ selection 
boxes, we have added a price for the ‘4 x AA’ option. This is the extra that the customer will 
pay for the batteries. The prefix controls whether the price is added ‘+’ or subtracted ‘-‘, so 
it is also possible to offer the customer a discount for choosing certain options. 
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We have also added numbers into the sort order, this will control the order in which the 
items are presented on screen. The sort order can be useful, as the first item will be the 
default option. You may wish to have your preferred option here and the customer will need 
to change the option to select an alternative. 
 
Below is our store, with the battery option shown: 
 
 
 

 
Store showing product options 

 
 
 

Products can have more than one set of options, so you can list products in different colours 
and sizes. 
 
The attribute groups shown are provided by default, you can add further groups of your 
own. Adding attribute is covered in a section further on in this tutorial. 
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Adding Manufacturers 
 
Listing the manufacturer of your product is completely optional, if you wish to include your 
manufacturers in your product listing they can be added in the manufactures page – this can 
be accessed by: 
 

Catalog > Manufacturers 
 
 

The sample manufacturers can be seen listed on the page. 
 
 

  
Manufactures page 

 
 

To add a new manufacturer, click on the ‘insert’ button, this will open up an edit area in the 
right hand column. 
 
Enter the manufacturers name in the appropriate field. If you wish you can also add a copy 
of the manufacturers logo and a link to their site. If they provide a multilingual site, you can 
add the different URL for each language. The logo and link are both optional. 
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When complete, click on the ‘save’ button to save the changes. 
 
The new manufacturer will now be available in the drop down menu when adding products. 
 
 

Adding Attributes  
 
Additional attribute groups can be added via the product options page, this is accessed by: 
 
 

Catalog > Product Attributes 
 
 
 

 
Product options page 

 
 
 

To add options you must first add the option group, for this tutorial we will add the size 
options of small, medium and large. Therefore, to add the size group we will enter ‘Size’ 
into the option name box and ‘Select size’ in the comments box. 
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The option type can be either; select, text, radio, check box or text area. This setting 
determines how the option appears on the product page, we have chosen select. The next 
field is size, this determines the size of the text box – we used 32. Finally enter a value in the 
sort order field, this controls in what order the option will be displayed – we entered 1 so it 
will appear at the top of the list. 
 
If you are using more than one language for your site, enter the translations in the 
appropriate fields. 
 
When complete, click the ‘insert’ button, the new option group will appear in the list. We 
can now add the values of ‘small’, ‘medium’ and ‘large’ to this group. Scroll down the page 
until the option values section is in view. 
 
 

 

 
Option values section 

 
 
 

Now it is just the case of selecting size in the drop down box and entering ‘Small’ in the 
appropriate language field. All four fields can be used if you are creating a multilingual 
store. Then click ‘insert’ to add the value. 
 



 

Page 12 of 13 

© 2007 ProserveUK 

eCommerce System Tutorial 
Part 4: Upload products 

The above process is then repeated for ‘medium’ and ‘large’. Remember to select the correct 
option group each time as the drop down box resets to its default value after an insertion. 
 
Now, when creating a product listing you will have the option of adding a size attribute, 
which will allow the customer to select the correct size. 
 
All selected attributes will be shown on the customer order allowing you to dispatch the 
correct product. 
 
The bottom section of the attributes page, shown below, lists all the attributes for specific 
products. 
 

 

 
Bottom section of attribute screen 

 
 
The two options for the calculator batteries can be seen at the top. The attributes can be 
edited in the screen if desired, it is just the same data as created on the product screen, just 
presented in a different manner. 
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Deleting products 
 
The default installation of the eCommerce system contains a few sample products to allow 
new users to explore the store and administration area. When you are ready to populate the 
store with your own items, you will need to delete the sample data. 
 
The easiest method of bulk deleting items is to return to the categories / products page. Click 
on a category so it appears in the right hand column, and then simply click the ‘delete’ 
button. 
 
The system will show how many products will be deleted along with the category, it will 
also prompt you to confirm the deletion. 
 
Repeat this process for all the sample categories and the store will be empty, ready for you 
to populate with your products. 
 
If you wish, you can return to the attributes page and delete all the attributes to start with a 
clean system. However, this is not essential the attributes will still appear on the admin side, 
but not in the store as the associated products have been deleted. 
 
 
 
That completes the tutorial for manually uploading products. We recommend that you 
experiment with all the features by just loading a few products initially. When you are 
satisfied with the results upload the remainder of your products. 
 
As you may have already realised, this process will be fairly onerous if you have a large 
amount of products. The next tutorial will cover a method of bulk uploading. However, we 
suggest that you fully familiarise yourself with the manual system as it will enhance your 
understanding of the bulk loading system. 
 
 

About us 
 

This tutorial has been produced by ProserveUK. A professional hosting company 
that provides affordable web hosting solutions. Large selection of plans available, 
one-month free trial offered on all plans. 
 

For more information, please visit www.proserveuk.com  
Or contact us as sales@proserveuk.com. 

 


