
Step 1: Log in to your Seller Account 

 

 

Step 2: Click Create and View Products 

 



Step 3: Add Your Product 
Welcome to your shop manager dashboard! From the Home Page, click the teal box at the bottom right 
of the screen to add a product. 

 

  



Step 4: Follow the Product Addition Wizard 
Note: At any time, you can save your product as a draft and go back to it by clicking “Draft” in the 
bottom right.  

Always make your product downloadable. Type the name of your product, which will be the title visible 
to the marketplace. If your product is free, enter a price of zero. Click next.  

 

You can put your product in multiple categories. When choosing your category, ALWAYS ensure that you 
check off the “All” category. That will ensure that your product will show up if a user searches all 
products. Always choose the “Free” category if your product is free. In the tags, separate your product 
tags with commas. You may use any of the existing tags on the website, or use your own. Tags should be 
ONLY related to the category of the product, i.e. “Motor Skills”. For catalog visibility, always leave the 
default as shop and search results. 

 



 

Add your thumbnail picture, and other photos if needed. Your picture should be a square image, 10x10, 
for best fit.  

 

 

The short description is not necessary, and you can leave it blank if you wish. This will show up on the 
grid when a person searches in a category. The description is what you should use to describe your 
product in detail. When someone goes to your product, the description is visible. 

 



Upload your file from your computer. For the file name, call it what the product is titled, or a similar 
name. Click “Upload” to go into your computer and get a file. It will accept a PDF, PowerPoint, any photo 
image, and most document types. For video or other format uploads, please contact admin. 

 

 

 

 

The next step is for physical products ONLY. You may leave this blank and click next. To sell physical 
products, please contact admin for approval.  

 

 



View and Manage Your Products 
Click “My Store” to view and manage your products and store appearance.  

 


