
How to Create Product 

1. Open you Internet Explorer and you’re your DOMAIN NAME FOLLOW BY /catalog/admin 

If your domain is www.encord.com.my THEN TYPE AS BELOW 

http://www.encord.com.my/catalog/admin

NOTE: YOU WILL BE PROMPT TO LOGIN WITH YOUR USERID AND PASSWORD.  KEY-IN YOUR USERID AND 
PASSWORD OF YOUR CATALOG USERID AND PASSWORD PROVIDED BY NEXUS.  AS ILLUSTRATED IN 
FIGURE 1A 

 

FIGURE 1A 

 

http://www.encord.com.my/
http://www.encord.com.my/catalog/admin


2. One you logged in with correct USERID AND PASSWORD, you will come across the screen below FIGURE 2A. 

 

FIGURE 2A 



3. CATALOG MANAGEMENT MODULE 
 

PLEASE CLICK ON THE CATALOG MODULE AS PICTURE BELOW FIGURE 3A 
 

 
FIGURE 3A 

 
 
 
 
ONCE YOU CLICKED CATALOG AS ILLUSTRATED IN FIGURE 3A, YOU WILL THEN COME ACROSS FIGURE 4A 
 



 

 
FIGURE 4A 

 



3.1 CREATE CATEGORY 
 
Please click the NEW CATEGORY BUTTON/TAB and you will come across the screen below FIGURE 5A. 
 

 
FIGURE 5A 



3.2 TO CREATE A NEW PRODUCT 
 

 You will need to select the Categories and Click the Folder as illustrated in FIGURE 6A (PICTURE 
BELOW) 

 
 FIGURE 6A  

 
 
 



 Once Selected and Click The Folder, you will come across a NEW WONDOW / SCREEN as illustrated in 
FIGURE 7A (PICTURE BELOW) 

 
FIGURE 7A 

 
 
 
 



 Then CLICK ON THE NEW PRODUCT TAB to create new product as illustrated in FIGURE 8A 

 
FIGURE 8A 

 



 Once you click on the NEW PRODUCT TAB, YOU WILL COME ACROSS THE SCREEN AS 
ILLUSTRATED IN FIGURE 9A (SCREEN BELOW) 

 



 After you click on the PICTURE FRAME ICON, a new SCREEN Pop Up like the SCREEN Below 
FIGURE 10A 

 
 THEN select the folder where you want to store your image or CLICK CREATE NEW FOLDER 

(if you decide to create a new folder by giving a new name) 
 THEN BROWSE for picture and select the picture and click UPLOAD TAB 



 Once uploaded the file, YOU MUST CLICK ON THE FILE AND THE IMAGE WILL BE SHOWN ON 
THE TOP RIGHT BOX AS ILLUSTRATED IN FIGURE 11A (PICTURE BELOW) 

 
FIGURE 11A 

 
 THEN CLICK OK, FOLLOW BY PREVIEW AND THEN INSERT 


