
Wordpress WooCommerce Guide 
VC 475 - Web Design II 

WooCommerce 
This is the tool that powers all of the e-commerce functionality of your website to be able to sell 
your products online. 
 

 
 

Orders 
This is where all of your orders will show up once someone submits an order. 
 

Coupons 
This is where you can manage all of the coupons for your store that customers use at checkout. 
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Menu Cart Setup 
This determines the placement of the shopping cart total that shows up on the right side of your 
website in the navigation. I already have this setup, so there is no need to edit this. 
 

Reports 
This is where you can get reports on all of your orders that have processed. 
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Settings 
This is where all the configuration settings are set up for your store. 
 

General 
This is where we determine who can buy your products by country, where we can enable taxes 
and set the site currency to be USD. 
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Products 

General 
This is where the measurement units for products and ratings for products are configured. 
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Display 
This is where you can choose which page is the shop page and what types of categories / 
product types the shop page displays. Image sizes for products can also be modified here but if 
you change the image size it can break or distort the image so I don’t recommend editing it. 
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Inventory 
This is where you can manage the inventory settings generally for the site - such as how long 
an item can be held in a customers cart without checking out before being returned to your 
inventory as well as the low stock and out of stock product thresholds. 
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Downloadable Products 
This is where you can manage settings for downloadable products and what happens at 
checkout. This isn’t currently in use for anything on your site so you can disregard. 
 

Tax 

Tax Options 
This is where you can modify the general settings sitewide for taxes. 
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Standard Rates 
This is where you set the standard tax rates for your products globally across your website for 
all taxable goods / services. 
 

 
 

Reduced Rate Rates 
This is where you would have any reduced tax rates, but there are none in use for your website. 
 

Zero Rate Rates 
This is where you would have any zero tax rates, but there are none in use for your website. 
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Shipping 
This is where all of the shipping options are configured for your products. 

Shipping Zones Examples: 
This is where different shipping zones are setup for all of the different shipping options for your 
customers. 
 
Local Delivery - It includes select zip codes in and around Rochester that you deliver to for a 
delivery fee of $2.00. 
 
Free Shipping - This is a free shipping option that is here in case you wanted to offer free 
shipping with a coupon code down the road as a possible future option. 
 
Rest of the World - No shipping options are available outside of the United States, anyone who 
doesn’t fall into local delivery in the Rochester zips fall into this category. 
 

 
 

Shipping Options 
This is where you set the shipping calculator to be on the cart and the shipping destination for 
the customer. 
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Shipping Classes 
This is where different shipping classes can be set up, but currently your site doesn’t have a use 
for a shipping class to be created. 
 

USPS 
This is where the settings are for setting up dynamic shipping costs from USPS, it is synced with 
the post office to offer their current rates based off zip code you are sending from to the zip 
code you are sending to and varies depending on how much weight of product is being shipped. 
It is also set up with the user information from your USPS account for the API settings for 
shipping. 
 

10 



 
 

Checkout 

Checkout Options 
This is where you can configure what pages are the checkout and cart pages for your site, as 
well as, where you can enable the use of coupons on your site. 
 

11 



 
 

BACS 
 
This is where you would set up a direct bank transfer as a payment option if that is something 
you wanted to do. This payment option is disabled currently. 
 

Check Payments 
 
This is a payment option for usersto pay with check. The website doesn’t collection check 
information but provides your address where the customer can send the check to you to pay or 
their order. 
 

Cash on Delivery 

This is where you would set up for people to pay when they receive the product upon delivery. 

 
 

PayPal 
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This is currently setup to be your only website payment option and is the best payment gateway 
as it is secured and all transactions live outside of your site and all of the money will go directly 
into your PayPal account. 
 

 
 

Accounts 
Allows for you to set how customers accounts are created at checkout. This is optional and all 
users can checkout as a guest.. 
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Emails 
This is where you configure all of the emails that people receive about their orders and who 
receives them. 
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System Status 
This is where you can see how your ecommerce store is up at running at real time in case you 
run into any issues. You shouldn’t run into any system issues and this can be ignored. 

Extensions 
These are different functionalities available to add on to WooCommerce later on if desired and 
their associated extension costs.  

 
 

 

Products 
This is where you can manage all of the products on your website.  
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Name - Product name as it appears on the product grid and product pages 
SKU - This is the unique product identifying numbers for each product on your website that you 
had previously or have provided me with. 
Stock - Will display if the product is out of stock or in stock. The number in the parenthesis is 
the quantity that remains on the website. 
Categories - These are the different product categories that the item falls into. 
Date - This is the date the product was added to the website. 
 

Editing, Deleting, Cloning Product 
This is where you can edit the product. 
 

 
Edit - Allows for you to edit every detail of the product. 
Quick Edit - Allows for you to edit some quick details of the product. 
Trash - Allows for you to move the item to be deleted. 
View - Allows for you to view the product. 
Duplicate - Allows for you to clone the product. 
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Add Product 
This is where you can add new products to your store. 
 

 
 
1. Add product name 
2. Publish Visibility - You can schedule the product to go live if you want here by picking a 
date, otherwise by default it will publish immediately (optional) 
3. Catalog Visibility - You can choose whether to display this product on the site or not here 
(optional) 
4. Product Categories - Check off any of the product categories that you want the product to 
show up under. 
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General Tab 

 
 
5. Regular Price - Put in the regular price for the price 
6. Sale Price (optional) - Put in a sale price and schedule it if desired 
7. Tax Status - Choose whether or not the item is taxable or not. 
8. Tax Class - Choose the tax class. Either Standard or Zero Rate. Standard is the default and 
zero is if you don’t want tax charged. 
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Inventory Tab 

 
9. SKU - Put in the unique product SKU number into this field 
10. Manage Stock - If checked, you can control the amount of inventory in stock which is highly 
recommended because you can enter a number in for quantities here which will help customers 
know if your product is sold out or not. 
11. Stock Status - Set product to be in stock or out of stock. 
12. Sold Individually (optional) - If checked, the user can only buy a quantity of 1 item for this 
product. 

19 



Shipping Tab 

 
 
13. Weight - Put in the weight of your product in pounds (lbs.). 
14. Dimensions - Put in the length, width and height of your product in inches. 
Shipping Class (disregard - Allows for your to change your shipping classes but you only have 
a need for single shipping class.) 
 

Add Product Image 
 
Add a product image in the right sidebar of the product editor: 
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Linked Products Tab 
 

 
 

21 



Up-sells (optional) - Allows for you to link on the product details page to products that are more 
expensive or areof higher quality. 
 
Cross-sells (optional) - Allows for you to link on the product details page to products that are 
similar to the product page that the customer is currently on. 
 
Grouping (not recommended) - Allows for you to group linked products together into a single 
product. I don’t recommend this method because it can become very difficult to manage levels 
of product. 

Attributes Tab 
This is where you can add custom attributes across products. It is currently being used for all of 
the dog treats for the nutritional information as shown below: 
 

 
 

Advanced Tab 
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Purchase Note (optional) - You can put whatever message you want your customers to see for 
this particular product here, like a purchase note or something unique to this individual product. 
 
Menu Order (optional) - You can put in the menu order here if you want to determine the order 
products display in. The lower the number the closer to the top it will be and the lower the 
number the closer to the end it will be. 
 
Enable Reviews (optional) - Allows for you to toggle if you want people to be able to review 
this product on your website or not. 
 

Product Categories 
These are the categories that your products display under in the product grid of your website. 
 

23 



 
 
Here you can also add new categories on the left side by putting in the following: 
 
Name - Name of category you want to create 
Slug - The URL all lowercase for the product category (this will auto generate for you) 
Parent - Allows for you to assign Scapes to be part of the main category called Garlic for 
Cooking 
Description (optional) 
Display Type - Leave as Default 
Thumbnail - Upload a product photo that you want to appear as the category photo for this 
category. 
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