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V. I. LOGGING IN: 

In your web browser, type in the following URL: 

Web address:  http://www.champagnetaste.com/admin/login.php 
Username:  admin 
Password:  blueshell3 

This gives you access to your dashboard, notice the green navigational buttons that run 
horizontally across the top.    

 

You will be interested in only two choices.  First we are going to start off with adding 
new products and editing existing products. 
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II. ADDING A MANUFACTURER: 

You may decide to associate your products with a manufacturer. From the navigation 
- hover over CATALOG, and click Manufacturers from this list - as shown below. 

 

 

You can edit or delete using the buttons on the right side of the screen, you can add new 
manufacturer by clicking the INSERT button as shown at the bottom of the screen below. 
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III.  CATEGORIES 

1.  ADDING A NEW CATEGORY 

From the navigation - hover over CATALOG, and click CATEGORIES/PRODUCTS 
from this list - as shown below. 

 

 

The system will automatically take you to your list of categories as shown below: 
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From here you can choose the New Category button to add a new category, or edit 
an existing category using the buttons to the right (it’s the green e - see Understanding 
Your Action Choices below.). 

The system will ask you to add the Category Name and Category Description.  You can 
also add an image, but it appears rather small and awkwardly, so I recommend leaving it 
off for now. 

You can choose a sort order if desired.  Otherwise they will appear in the order that they 
were added. 

2. CREATING A SUB-CATEGORY  

You can also create subcategories.  Once you have created your new category as shown 
above.  Go back into your list.  Then, as you view your list - you will see ACTION items 
that appear all the way to the right of the category name - as shown below.  You want to 
choose the purple M - this is the Move function.  Click it.  

 

Next, you will be taken a new screen (shown below); a dropdown menu includes all of 
the categories and sub-categories you have created for your store. Choose the category 
that you want to move your new category into.  For example, below you can move your 
category into Baby, or even Baby Accessories, once  you have chosen the category, click 
move.  There is no limit to the number of sub-categories you can create. 
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3. Understanding Your Action Choices 

For every Category that you add to your store, you have five important tools at your 
disposal.  

 

A. Status - the green box (shown above) notes that this item is active and appears in 
your store.  You can deactivate a category or item by simply clicking the Status 
box.  It will then take you to a new screen where you click Update to finalize the 
action. 

B. Click the e to edit the category.  
C. Click the red X to delete. 
D. Click the purple M to move to a new category or sub-category. 
E. The final item allows you to add keywords and meta data (this is the stuff that is 

searchable by Google)  
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III.  PRODUCTS 

1. Adding an New Product 

From the navigation - hover over CATALOG, and click CATEGORIES/PRODUCTS 
from this list - as shown below. 

 

 

The system will automatically take you to your list of categories; click the category 
for which you would like to add an item to. Once you click a category, all items 
within that category will appear. 

FYI:  Only three products appear a page, you need to go the next page to view 
additional products (at the bottom of the page, you can either use the arrow or choose 
the number of the page you would like to view. 
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To add a new product, click the button that says NEW PRODUCT.  The system will then 
bring you to a form to fill out.  Most are obvious, but I will mention a few here for 
clarity. 

 • Be sure to choose a tax class.  If the item is taxable, the system will 
automatically calculate the item price with tax and display it in the Gross Price field.  
You should enter you price in the Net field. 

 • If you have a downloadable product, you can indicate it as such by clicking the 
“Yes, Skip Shipping Address” button [Product is Virtual]. 

 • Product Quantity minimum will help you keep track of which items need to be 
ordered (before you are completely out of stock). 

 • You can also track your inventory by adding the Product Quantity.  

2. Adding an Image 

•  When you upload an image, be sure to size your image resolution to 72 dpi before 
uploading it - otherwise it will load very slowly.  You can size, crop and optimize 
images using this free tool:  www.webresizer.com.  NOTE:  Upload the large image - 
the system will automatically downsize it to a thumbnail and give people the option 
of clicking to view larger.  The only thing you need to change is the RESOLUTION. 

When you are finished adding your item - click the REVIEW button - then click 
UPDATE to finalize and make live. 

3.  Editing an existing product  
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From your product list - click the green e  from the right side of the screen under 
ACTION.  You can also double-click the item you want to edit.  Simply make your 
changes, click PREVIEW an then UPDATE to finish. 

 

 


