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Adding a Product Manually 
This section will take you set-by-step through the process of adding a product manually in Hubsta. 

Once you have completed this task and got to understand what all the product properties managing 

products individually will be a breeze. 

 

 

Step 1 

Enter username and 

password to login to the 

Hubsta Portal.  

 If you have not received 

your username and 

password contact your 

Hubsta relationship 

manager.  

 

 

Step 2 

Once logged in browse to 

the Products tab. 

 This page displays a list of 

all the products you 

currently have active on 

Hubsta.  

To add a new product hit the New button. 
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Step 3 

Enter the appropriate product data and click Create. Take a look out the Hubsta Product Data Guide 

for more information regarding the Hubsta product data options. 

 

The description editor is HTML but remember it has to fit in with the styles and layouts of shopping 

sites. 
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Step 4 

Now we have your product in the system it is time to add an image. To do this select the Images tab 

and upload an image here. 

You can add multiple images for your product here and select which one you wish to be the default 

image. 

For more information about images once again refer to the Hubsta Product Data Guide. 

 

Step 5 

Browse to the Regional Freight tab to enter freight information for this product. 

 

It is recommended you enter freight for all regions. Leaving blank will be treated as freight free. The 

rural surcharge is not required however may be applicable to your freight charges. 
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Step 6 

If your product features multiple variations you can enter these on the SKUs tab. Consult the Hubsta 

Product Data Guide for more information on SKU variations. 

You will need to configure some Attribute Types before adding variations. Refer to the section of 

this document on attributes and attribute types to learn more about this. 

 

 

Step 7 

Clicking back on the Products tab you will be able to see your product is now complete. Just repeat 

this process to add further products. If you are adding a large number of products you may wish to 

look into the spreadsheet based Batch Import process which can make adding and maintaining a 

large set of data much easier. 
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Adding Products via Spreadsheet 
Maintaining your products via a spreadsheet is a much more efficient way of dealing with large 

product sets. It lets you use the full power of excel to manage products efficiently and then through 

the Hubsta Portal website you update all your Hubsta products with only a few clicks. 

 

Step 1 

Enter username and 

password to login to the 

Hubsta Portal.  

 If you have not received 

your username and 

password contact your 

Hubsta relationship 

manager.  

 

 

 

Step 2 

Before we import our product spreadsheet we need to make sure that have all the necessary 

product image files in Hubsta. To do this browse the Images sub-tab underneath the Products tab. 

For more information about uploading images to Hubsta refer to the section in this document. 
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Step 3 

After ensuring all your images are up to date on Hubsta select to the Import Batches tab. 

 Here you will see a list of your pending import batches. Typically you will only be dealing with a 

single import batch at a time. 

To create a new batch hit the New button. 

 

 

Step 4 

On the batch import page select your Hubsta Product Data file and hit Upload & Validate. This file 

will typically be an excel file although you can also upload our XML and CSV formats here too. For 

more information on the import file formats checkout the Hubsta Product Data Guide and the 

samples you can find at www.hubsta.co.nz/integrate, 

 

 


















