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How to Add Products to your Online Store 

 

First of all, login to the back end of your website using your credentials that you would have been 

provided. The login address will be: 

yourwebsitehere.com.au/wp-admin 

 

 

Once we’re in, use the menu on the left hand side and head to “Products”, and to 

create a new Product, click on “Add Product” 

 

 

 

 

 

 

 

 

Which will bring us to this next screen: 

 

 

1: Enter the name of your Product here.  

2: This is where you add the description of the product. Enter things such as the colour, size, taste, texture, 

anything that your customers would want to know about the product.  

Use the tool bar above the space to edit and format the text just like you would in a Text Editor, such as 

Microsoft Word. 
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Adding Unique Identifiers, Price and Shipping Costs 

Scroll down a bit more to add some more details to your product, under Product Data.  

Now let’s look at the basics of some of the tabs of this section. 

GENERAL 

 

SKU: Stock Keeping Unit. You may have this already associated with your product. Enter this unique identifier 

to keep track of your inventory. 

Regular Price: Enter the product price in Australian Dollars. No need to use $dollar sign. 

Sale Price: If you want to have a sale or special price, enter that here. 

 

SHIPPING 

 

 

This is where you can enter more information about the products weight, dimensions etc. If you have a 

different shipping price per product, tick the “Enable per-product shipping cost”. This will bring up the next 

couple of options. (see below) 

 

 

Click on “Insert Row” to add the individual shipping rate. Put the shipping price into the “Item Cost (Excl. Tax)” 

column. 
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Adding Product Image, Categories and Tags 

Have a look to the right hand side of your screen to see a few more options for your products. 

PRODUCT CATEGORIES 

Make sure to tick the appropriate Product Category or Sub 

Category for your product.  

 

PRODUCT TAGS 

If your website uses a Tag Cloud, you can enter Product Tags 

relating to your product here.  

eg. If your item is a stripy t-shirt, your tags could be Stripes, T-

Shirt, Patterned etc. 

 

PRODUCT IMAGE 

Upload your Product Image here by clicking on “Set product 

image”. This upload works similar to uploading a picture to 

Facebook where you can drag and drop the image or navigate to a 

folder where the image is located. 

 

 

 

How to Add Short Product Description 

If your particular website design allows for it, use this space to give a short description of your 

product. 

 

 

These steps cover the basics of adding a new product to your store. 

But if you need any extra assistance with adding products to your online store, please contact us at Web 

Marketing Angels.  


