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Purpose: Step by step instructions on creating a product in the Product Configurator    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Start at Step-2 Merchandise, click the MAGNIFYING GLASS to 
the right of the Product/Sku field. 

 

Under the Vendor Model, type in vendor model number of 
special-order product the is being created 

Under the Product field, type in SPO 

All product/sku numbers used in the Product Configurator end in -
SPO. This makes it easy to quickly identify the product/sku number 
needed to create the special-order product.  

 

Click SEARCH once the 
above fields are complete 
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The Product/Sku number for the specified piece will show in the search window. Every product that is part of 
the Product Configurator will end in “-SPO” and have SPECIAL ORDER as the Second Description. 

 

Confirm this is the correct piece, 
check the box and click SAVE in the 
top left corner.  

This will be the screen that all the details are selected for the piece. Cover, finish, toss pillows, upgrades, 
etc. Some fields will default to the most popular answers, or in some cases if no other option is available it 

will default to the only option. 

 

 

 

This piece has three different 
options that need selections 
made. Notice the last one defaults 
to NO, which is the most popular 
choice. 

As each selection is made, it will 
build the sale price on the right.  
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Click the ACTIONS button to the right of the Primary Option 
field. This will bring up the options for this field. 

 

Use the top field to search the options or 
scroll through to see available options. 

Double-click on the option. 

Repeat this for the 
remaining options and 
click SAVE in the top 
left corner.  
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You’re done creating a special-order product using the Product Configurator! 
 

This is the next screen that will pop up, the cost 
is already calculated. Click SAVE in the top left 
corner.  


