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search
Product Manager   search 
		

To search for products

1.	 From the product manager top menu choose search
2.	 Clicking on Quick Search, brings up a floating window 

where you can enter your search criteria 
Toggle options allow for simple or full searches and an 
and/or option. ‘Simple’ searches ID, SKU, and Keywords. 
‘Full’ searches ID, SKU, Keywords and all custom fields’. 
‘And’ searches for all words. 
‘Or’ searches for each individual words.

3.	 Clicking on Advanced Search brings up a floating window 
where you can enter more specific criteria.

4.	 The Search Results will be displayed as shown
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adding product
Product Manager   add product 
		

Adding product

1.	 From the product manager top menu choose add product
2.	 Fill out the fields as appropriate. Mandatory fields are 

marked with an *
3.	 Select the product category from the category dropdown 

menu
4.	 Assign a Primary Image and/or Secondary Images. 

[See assigning Primary Image page]
5.	 Click Add
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Product details
Product Manager   
		    add product

PURPOSE:  	The Product Details window displays all the 	
	 information related to the product - including a 	
	 Primary  image preview, Secondary Images and 	
	 Associated Products.

		
		  From this window, additional information can be 	

	 added or edited

• The Push function button is an easy way to add the product to 
a designated Campaign bucket or Campaign job 
[see push product page - PM7]

• Duplicate is an easy way to duplicate the product. 

• Cancel - cancels any changes made before you Save.

• Delete will remove the product from the database.

• Save saves the changes made within the Product Details 
window,
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Moving a product to a different category - manually
Product Manager   product collections 
		

Moving a product to a different category

1.	 From the product manager top menu choose search
2.	 Search for the product, and click the product preview 	
	 thumbnail.
3.	 In the Product Details window - select a new category 	
	 from the category dropdown list.
4.	 Click Save
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Pushing product(s) to a Campaign

• The Push function in the Product Details window allows that 
product to be ‘pushed’ into a campaign.

Push Product to a Campaign
Product Manager   
		    add product

Pushing a Product to a Campaign

1.	 Select your product using search or from a product 
collection

2.	 From the product details window - click Push
3.	 From the floating window - select the Campaign or the 

jobs you need. (you can select more than one)
4.	 Click outside of the window, to return to the ‘Add this 

product to’ window.
5.	 Select Continue 

The product will now appear in the selected job(s)
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Assigning a Primary Image to a Product
Product Manager   add product 
		

Assigning a Primary Image to a Product

1.	 Go to the Product you want to assign an image to. 
2.	 In the Product Details, under the Primary Image section, 

click Add
3.	 This will bring up a floating window - enter the ID or title of 

the image you wish to search for, and click Search
4.	 Select the image required. Click OK
5.	 Click Save

PURPOSE:  	A Primary Image can be assigned to any product. 	
	 Typically, this image is the main hero shot that will 	
	 be used, when advertising this product.

TIP: �Good practice is to name your images, in Asset Manager with the 
product SKU. This makes searching for your image, easier.
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Editing Primary Image Information

• Selecting Change will bring up a search dialog box where you 
can search for a replacement primary image based on asset 
title or Asset ID

• Go to Image Will bring up a floating larger preview of the 
image with additional image information.

• Remove - removes the image as the Primary image for the 
product.

• Download immediately downloads the image in its original 
format.

• Once changes have been made to the Primary Image, ensure 
you click Save to ensure the changes are saved.

Edit Primary Image
Product Manager   
		    add product
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Assigning a Secondary Image to a Product
Product Manager   add product 
		

PURPOSE:  	Typically, secondary images are shots of a product, 	
	 in a lifestyle or in-situ shot, or simply different 	
	 angle product shots. 
	 They can be organised into types, available in 	
	 the dropdown menu. Examples include logos, 	
	 additional or lifestyle.

TIP: �Good practice is to name your Secondary Images, in Asset Man-
ager, the product SKU followed by an underscore and a number 
eg: 1234567_50. This makes searching Secondary Images easier.

Assigning a Secondary Image to a Product

1.	 Go to the Product you want to assign an image to. 
2.	 In the Product Details, under the Secondary Image 

section, click Add
3.	 This will bring up a floating window - enter the ID or title of 

the image you wish to search for, and click Search
4.	 There are additional options at the bottom of the window. 

All the search results can be selected - using Select All. 
Images can be selected individually using the round 
checkbox - top right of the image. When you have finished 
with your selection. Click Add Selected 
You can toggle off selected images using De-select All

5.	 Your selected images will appear in the Secondary Images 
section, where you can assign the type of image from the 
dropdown - such as additional, logo or web banner list

6.	 When complete, click Save in the top right of the page.
7.	 To remove a secondary image from a product, click on the  

red box X
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Editing Secondary Image Information

• Secondary images are images assigned to a product.

• The Manage Types function - allows you to add a type to a 
secondary image. select your new type from the dropdown list 
and click Save

• Once changes have been made to the Product, ensure you 
click Save at the top of the Product Details window to ensure 
the changes are saved.

Edit Secondary Images
Product Manager   
		    add product
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Assigning Associate Products
Product Manager   add product 
		

Assigning Associate Products

1.	 Go the product you want to add an associate product to.
2.	 In the Associate Products section, click Add
3.	 This will bring up a floating window - enter the ID or SKU of 

the image, you wish to search for, and click Search
4.	 There are additional options at the bottom of the window. 

All the search results can be selected - using Select All. 
Product can be selected individually using the round 
checkbox - top right of the image. When you have finished 
with your selection. Click Add Selected

5.	 Your selected product will appear in the Associated 
Products section, 

6.	 When complete, click Save in the top right of the page. 

PURPOSE:  	Associating products will connect two or more 	
	 products together.  
	 For example: a phone may be available in different 	
	 colours. Each phone has its own SKU, but 		
	 because all the phones are the same model and 	
	 specifications - we can associate them together..

TIP: � Any of the Associated Products can be removed by clicking on 	
the red box

NOTE: � Once a product has been made an associate - the relation	
ship works both ways. You do not have to make the reverse 	
association.

X
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import
Product Manager   import 
		

Preparation of the CSV file

• To allow auto mapping of the cells in the csv file to the 
database; the headers in the csv must match exactly to the 
field names in Product Manager.. 

• The csv file must have both a SKU and category column. 
To assist with this, there is a ‘click here’ to view the value you 
can put in a category column - link [see screenshot]. This will 
list the categories, and you can copy and paste them into your 
spreadsheet.  
Any Product Manager field can be included, such as Primary 
Image (img_primary) and Secondary Image (img_additional) 

Step 1 : Upload

1.	 From the product manager top menu choose import
2.	 Click choose file and select your prepared csv file.
3.	 Click Upload

PURPOSE: 	 You can prepare a .csv file to import multiple 	
	 products into Product Manager.

TIP: �To add more than one secondary image - separate the image 
title, with the pipe character |   eg: 12345|54321  (note: no spaces)
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import (con’t)
Product Manager   import 
		

Preparation of the CSV file (continued)

Step 2 : Content Checking

•  The uploaded file will be checked, and any errors or relevant 
information will be highlighted. For example, duplicate 
products will be listed. These entries are ignored and not 
imported.

1.	 click Start Over to cancel and amend your file, or 		
click Continue to go to step 3.

Step 3 : Field Mapping

•  Ensure your header cells are mapped to the correct field in 
the database. Fields that are marked a ‘ Do not map’ are not 
uploaded

1.	 click Continue 

2.	 A message will indicate the upload is in progress. When 
completed, the message will confirm the upload is 
complete. 

3.	 You can download a summary csv of the file products 
uploaded - using DOWNLOAD SUCCESS RESULTS 
otherwise, those that were not uploaded can be accessed 
using DOWNLOAD FAILED RESULTS 

4.	 Click Close to exit the import process.
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Update products - via CSV
Product Manager   update 
		

PURPOSE:  	Update is specifically for updating information, for 	
	 existing products only via CSV.

Preparation of the CSV file

•  To allow auto mapping of the cells in the csv file to the 
database; the headers in the csv must match exactly to the 
field names in Product Manager.

• The csv file must have a SKU column. Any Product Manager 
field can be included, such as Primary Image (Primary Image 
Title) and Secondary Image (img_additional) 

Bulk updating of products - via csv

Step 1 : Upload

1.	 Choose update from the product manager top menu.
2.	 Click choose file and select your prepared csv file.
3.	 Select SKU or ID to match the column headings in 	
	 your csv file
4.	 Click Upload

CAUTION: �The contents of the CSV file will replace all the existing 
data for every field used in the CSV.

TIP: � Exporting a product and using that CSV will ensure that the 
header  columns will match
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Bulk updating of products - via csv (continued)

Step 2 : Content Checking

• The uploaded file will be checked, and any errors or relevant 
information will be highlighted. For example, non-existing 
products will be listed. These entries are ignored.

1.	 Click Start Over to cancel and amend your file, or click 
Continue to go to step 3.

Step 3 : Field Mapping

• Ensure, the cells you want to update are mapped to the 
correct field in Product Manager. Fields that are marked with a 
‘ Do not map’ are not uploaded

2.	 Click Continue 

3.	 A message will indicate the upload is in progress. When 
completed, the message will confirm the upload is 
complete. 

4.	 You can download a summary csv of the file products 
updated - using DOWNLOAD SUCCESS RESULTS 
otherwise, those that were not uploaded can be accessed 
using DOWNLOAD FAILED RESULTS 

5.	 Click Close to exit the update process.

Update products - via CSV (con’t)
Product Manager   update 
		

CAUTION: If you remove any values in your csv file - you will remove 	
	 the corresponding product manager values in the same 	
	 field.

NOTE: �A category column in this csv will be ignored when using the 
update feature. ie: category information is not applied 
[refer bulk moving products to a different category-PM23]. 
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export.csv
Product Manager   export.csv 
		

Exporting Product Categories

1.	 From the product manager top menu  
choose Export.csv

2.	 Select the category or categories you wish to export by 
checking the checkbox(s)

3.	 When selection is complete. Click Export
4.	 A CSV file will be created and downloaded. Depending on 

the number of categories and products within them - it 
may take some time before the CSV file will download.

PURPOSE: 	 You can create a .csv file to export multiple 		
	 product categories.
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Product Collections
product manager   product collections

FUNCTIONS:

New Collection: 	 ==>  		  Create/save product collections
Export:	 ==>	 Export product collections as a csv 	
		  file
Images:	 ==>	 Add product images to an asset 	
		  manager collection
Bulk Update:	 ==>	 Bulk update product metadata or 	
		  move to a different category
Empty my collection:	==>	 Empties ‘my collection’

PURPOSE: 	 A product collection - is a group of products 	
	 collected together. It may be for the 		
	 purposes of exporting to a csv file or organising by 	
	 keyword, description, requirement etc.

Adding product to a collection

1.	 From the product manager top menu choose search
2.	 Search for the products you want to collect together.
3.	 To add each product to the collection, click on the 

collection tool.       Once selected, the tool symbol will 
change to a

4.	 Click it again, will revert the symbol to a plus and remove 
the product from the collection.

5.	 From the product manager top menu choose product 
collections  
Then select ‘My Collection’ from the dropdown menu.  
Your collection products will be displayed.

By default, when you add products to a product collection, 
they are added to ‘My Collection’. You can continue searching 
and assembling your collection. However, you may want to 
keep this selection, or add to it at a later date. To achieve this, 
you must save the collection.

Saving a product collection

1.	 From the product manager top menu choose product 
collections

2.	 Click New Collection.
3.	 Enter a name for your collection and click Create
4.	 From the ‘add all items to’ dropdown menu - select your 

newly created collection name, and click Add
5.	 Your products are now saved into a collection.
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Product Collections (con’t)
product manager   product collections

• If you have a saved collection selected from the dropdown 
menu - the function buttons will change to Add to My 
Collection - which adds the products into ‘my collection’
Edit - enables the collection to be renamed
Delete - deletes the collection
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Exporting a product collection
product manager   product collections

Exporting a product collection

1.	 From the product manager top menu choose product 
collections

2.	 Select ‘My Collection’ or a saved collection from the 
dropdown menu.

3.	 Click Export. A csv file will be created and downloaded

PURPOSE: 	 Exporting a product collection, creates a csv file - 	
	 named after the collection. It contains all the 	
	 product data fields, for all the products in the 	
	 collection. This can be useful as a record, and as 	
	 a reference to add additional information.
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Export Images
product manager   product collections

Add product images to asset collection

• The Images function button enables the addition of product 
images to an asset manager collection.
• ‘Add product images to image collection’ adds the product 
images to the asset manager’s ‘my collection’.
• ‘Replace contents of image collection with product images’ 
empties the asset manager’s ‘my collection’ and replaces its 
contents with the product collection images.

1.	 From the product manager top menu choose product 
collections

2.	 Select a saved collection or ‘My Collection’ from the 
dropdown menu..

3.	 Click Images. A floating window will give you the choices of 
‘adding product images to image collection’ or ‘replacing 
contents of image collection with product images’.  
Select which option applies.

4.	 Click Proceed
5.	 If you had ‘Redirect to image collection page’ selected you 

will be taken to the Asset Manager asset collection page.
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Bulk updating products
Product Manager   product collections 
		

PURPOSE:  	When you have new or additional information, 	
	 for multiple products you can make bulk changes 	
	 to a specific collection.

• To bulk update products, you will need to create a product 
collection [see product collections]

• A bulk update, will populate the checked fields on all the 
products in the collection

CAUTION: Selected fields will overwrite any existing information

NOTE: 	 If your collection contains category specific fields, they will 	
	 be displayed under their category heading.

Bulk Update

• The bulk update function button enables you to make 
changes to the products in a collection.
• ‘make bulk changes to collection items’ allows you to change 
information for all the products at once.
• ‘move collection items to a category’ allows you to move all 
the products in the collection, to a different category

1.	 From the product manager top menu choose product 
collections

2.	 Select a saved collection or ‘My Collection’ from the 
dropdown menu..

3.	 Click Bulk Update. A floating window will give you the 
choices of ‘‘make bulk changes to collection items’ or 
‘move collection items to a category’.  
Select which option applies.

4.	 Click Continue
5.	 Ensure the round checkbox is selected for each field you 

wish to update. Enter the details you require. Click Apply
6.	 For the category change option - select the new category 

from the dropdown menu. Click Apply
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Bulk update products to a different category
Product Manager   product collections 
		

PURPOSE:  	To bulk move products to a different category.

• To bulk move products, you will need to create a product 
collection [see product collections]

CAUTION: The products in the collection, can only be moved to one 	
	 category.

TIP: �If you have selected ‘move collection items to a category’ you 
can change field information at the same time

bulk moving products to a different category

1.	 From the product manager top menu choose product 
collections

2.	 Click Bulk Update
3.	 From the floating window, choose the option move 

collection Items to a category 
4.	 Click Continue
5.	 Select the category you want to move the products into
6.	 Click Apply. 


