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Adding Options to Product Job Aid 
The purpose of this job aid is to provide instructions for adding multiple options to a product.  

This feature useful when needing multiple ordering options with different prices for a single product. For 
example, this can be used for an item of clothing that has different size options, but the various sizes do 
not all have the same price.  

1. From the main menu bar, click Applications > Marketplace.  

 

2. On the left navigation menu, click Merchant Name > Stores. 

 

3. Select the Store Name > Store Settings > Products. 
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4. Click on a product.  

 

5. The Product Settings will open. Click Manage Items for Sale under General Settings. 

 

6. Click Add Options. This button may say Manage Options if some options have already been 
added. 

 

7. The Options and Values screen will display. The Option Name and Option Values can be 
adjusted. Use the Add button to add a new Option Values field. Click Save when done.  
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8. The Modifier and Stock Number screen shows options for how to assign a stock number. The 
system will auto generate a stock number for a product. Users can choose to Keep Existing 
Number or click Assign New Number to assign a custom number. Click Continue.  

 

9. The Product Name: Item for Sale Settings page will show. This page shows several fields to 
modify the option. Click Continue to modify the next option for the product until all options 
have been updated.  

 

For additional assistance, please contact OIT: UTAMarketPlace@UTA.edu.    
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