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Adding Products

You can add a new product by going to ‘products’ on the side menu and clicking ‘add product’.

Give your product a title.

Add a description including specifications or any

other relevant information about the product.

Add at least one picture so that customers can

see what the product is. Please make sure you

add an alternate text to increase your website’s

SEO performance.

Enter the price of the item into ‘price’. If you wish

to put the item on sale write the new price in the

‘price’ field and the usual price in ‘compare at

price’ so that customers can see that the item is

on sale. In order to generate better profit reports

you can also input the ‘cost per item’ price at

which point you’ll immediately see the markup

percentage below ‘price’. Select charge tax if it’s

a taxable item.

In order to keep track of your inventory you could assign a SKU to it. You can follow this guide for

further information on formats. Alternatively, with the shopify app you can even directly add the

barcode of items. If you are keeping track of your shopify inventory you can also add the

available quantity of the item to the relevant warehouse locations you’ve set up.
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You need to check this box for all items that

are not ‘digital’.

Adding a shipping weight lets you create

prices later depending on weight.

Select the variants checkbox to offer

customers more options.

Variants help you to add conditions such as

colour, measurement, type or material. This

tag can say anything you’d like to and you

can add variant tags by typing a comma

after each tag.

You can add different prices for different

variants as well as the quantity.

Yey Studio LLP 2020 Shopify Guide - Products Version 3.0 | Page 3



Editing Variant Options

If you have added variants to a product, then you will not have the usual option of selecting ‘This

product has multiple options’. If you wish to make changes to a variant that you have already

added, you can click on ‘add variant’ and make the necessary changes by adding the price, SKU

etc for the variant. However, if you have a variant added but would like to add another option,

(for example if the product has sizes but now you wish to add colours as well) please choose

‘more options’ and ‘edit options’ where you can select or type in the new variant.

Help customers find your products better on

search engines by optimising your SEO.

Change the title and description and see how

your product would appear on google

searches. Please follow this guide to ensure

that you are using the best practices.

If required, you can add a custom link to the

product as well.
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In order to categorise your items better, give it a product

type and relevant tags. Each product can only be assigned

one product type.

Customers can search your store using tags so include all

the relevant tags that you could possibly write for each item

to make it easier for your customers to locate the item.

Additionally, make sure that every product has its main and

subcategories tagged. Tags and group tags are often used

for site navigation purposes as well.  If you wish to use

grouped tags (relevant for some themes) please use the

format ‘title of group tag_tag’. For example, if you have a

group tag of electronics and want to include a camera for

the electronics group  you can use the tag

electronics_camera.

You can use product type and tags to automatically create collections.

Adding / Editing products using CSV

Adding and editing products using import and export functions help you to quickly add bulk

items and also make changes easily for a large number of products. You can find a template to

start adding products here as well as a comprehensive guide to all the sections you need to fill

here. Please upload your product CSV sheet to google drive and share the link in order to let us

support you with enquiries.

!! Before you start adding products please add the images for your products so that you’ll

be able to link them correctly in your excel sheet.
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Uploading Images & Files

Please head over to ‘settings’ on Shopify and then to ‘files’ to bulk add images for your products.

You would then be provided with a link for each image that you can copy to your product

upload sheet. This is also where you will upload any specification PDF’s etc that you want to link

in the product description.

Any detail about the product including its name, description, SEO information etc can be

changed later and updated using the same method. In order to make sure that your data is

consistent, it is best to export your product list and make your changes to that before uploading

the list to your store.

Adding Links - Product Description

If you need to add links to PDFs (specification sheets etc) in the product description you must

add an html link to the description field (body HTML) on your CSV file or edit your product

description on your product page and hyperlink a text. You must have the file online so if your

PDF isn’t already online and has a link you must upload it by following the guide above on how

to upload files to your file manager. Once you have a link to your PDF these are the two ways in

which you can add a link to the product description

Using Shopify - product edit feature

Head over to the product you want to add the PDF file to and add the text you want to link, for

example ‘Technical Specifications’. Highlight this text and at the tool bar you should see the

hyperlink icon

In the window that appears, copy

paste the URL for your PDF (either

from your file manager or external

source), set ‘Open this link in’ to ‘A

new window’, include a relevant

link description such as ‘Specification sheet for product x’ and then click insert link.’
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Using CSV to bulk add

On your CSV file, head to ‘body (HTML)’ column and at the point where you want the linked text

to appear copy + paste the following line:

<a href="replace this text with the entire URL link">Text that you want appearing as a link</a>

The URL link can be from the PDF that you uploaded into shopify or any link that already exists

online. This way the PDF opens in a new tab and customers can choose to either download it or

print it.

Here’s an example of what it would look like if you wanted to create a link to google:

<a href="https://www.google.com">Google</a>

Your customers would only see the following:

Google

Exporting / Importing Products

You can head to products and either search

for a product or set a filter that selects

products based on type or tags so that

when you export the list, you can choose to

export the selected products instead of

your entire catalogue.

You can also export your entire product list.

This helps you make bulk changes.

!! Please make sure that when you are uploading an edited sheet of products, you

must tick ‘Replace any current

products that have the same handle’. If

not you might get copies of your

products imported into your store. You

must also keep in mind that if you

change the handle, the product will be

treated as a new product.

You would get to see how your product tags have been picked up from the CSV file and you

would get an email once your products have been uploaded.
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Inventory - Transfers

You can add products to transfer after you put in an order so that it’s easier to maintain your

inventory. You can create a new transfer by heading here and clicking ‘add transfer’.

Searching for products brings up a window

where you can select the items for which

you are receiving stock. You can check all

the items and the variations and enter the

quantity of items you’re receiving and click

‘save’.

You can then view your pending transfers

and when you receive the items, click on the

order so that you can process the transfer

and add the items to your inventory.

If the quantity of items you ordered had

changed you can edit that before you

choose to ‘receive items’

Enter the amount of items

you received. Orders can

be received in part or you

can choose to mark all as

accepted if you got the

entire order at once.
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Managing Inventory

From the user interface

You can head to ‘products’ on your side menu and the ‘inventory’ to get a breakdown of your

stock. From here you can download or upload  your inventory, see if you have an order coming in

or change the quantity of items that you have straight from the user interface. Make sure you

click save to confirm the changes.

Using a CSV

If you have set up multiple locations or warehouses, the best way to update your inventory

would be via the CSV sheet that you can download by clicking on export. From here you can

select to download all your items or just the items that you want to change the inventory for.

The separate location columns on the sheet would allow you to keep track of items at the

specific locations and once you’re done you can import the sheet to see the new values. If you

have multiple locations, you will also be able to change the location from the top right corner so

that you see the inventory for the specific location.

You can find Shopify’s knowledge base on inventory here.
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Collections

You can group products into collections so that it’s easier to manage what products you show

on certain parts of your website and even help customers to find your products easily. To start a

new collection head over to ‘products’ on the Shopify side menu and then ‘collections’ and click

‘create collection’.

Add a title for your collection and add

a photo as well as a description.

You can easily add products that

meet either one of the conditions

you set or if you’d like to be more

specific, set it to meet all conditions

you’ve set. Using product tags can

help you to easily create automated

collections but you also have the

option to create a manual collection

for example a list of items that you

have special offers for.

!! Please make sure that your product tags match your categories and

subcategories exactly. For example if you have ‘product x’ under ‘main category 1’

and ‘subcategory 3’ then ‘product x’ must have the tags ‘main category 1’ and

‘subcategory 3’. Spelling errors or any other inconsistencies would mean that your

product will not appear in your store.
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