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EDIT AND MANAGE ITEMS IN YOUR CUSTOM ORDER GUIDE

This guide walks you through how to update and manage items in your Custom Order
Guide. You will learn how to remove or hide items so your guide only includes the products
you actively use.

Keeping your Custom Order Guide organized helps you:
Reduce ordering errors

Save time during order entry

Keep inactive or discontinued items out of view

Maintain a clean, streamlined list tailored to your operation

o Access Your Custom Guide
Log in to the K360 Sales Portal.

From the main dashboard, select Order Guides.

Locate and select your Custom Guide from the list.

Tip: If you have multiple guides, confirm you are selecting the correct one before
making any changes.
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EDIT AND MANAGE ITEMS IN YOUR CUSTOM ORDER GUIDE

Open the Custom Guide
From the Order Guides list, click on the custom guide you want to edit.
Once selected, the guide will open and display all items currently assigned to it.

Tip: Double-check the guide name before making changes to ensure you're editing
the correct list.
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e Select More Options

Within your custom guide, click More Options.
This menu allows you to manage and edit the items within your guide.

Tip: The More Options button is typically located in the upper-right area of the guide
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EDIT AND MANAGE ITEMS IN YOUR CUSTOM ORDER GUIDE

Select “Edit Order Guide Items”
From the More Options menu, click Edit Order Guide Items.

This will open the editing view, where you can manage which items appear in your
custom guide.

Tip: Changes made in this section will directly impact what displays when placing
orders from this guide, so review carefully before saving.
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e Locate the Item You Want to Edit

In the editing view, scroll through the list or use search (if available) to find the item
you want to update.

Review the item name carefully. If an item is Unavailable or Closed Out, this will
appear directly in the item description.

This allows you to quickly identify items that may need to be removed or hidden from
your guide.

Tip: If you see items marked as unavailable or closed out, consider removing them to
keep your order guide clean and current.




EDIT AND MANAGE ITEMS IN YOUR CUSTOM ORDER GUIDE

Click the Edit (Pencil) Icon
Locate the item you want to update.
Click the Edit (pencil) icon to the right of the item.

This opens the item settings, where you can make changes to how the item appears
in your custom guide.

Tip: Always confirm you are editing the correct item before saving any updates.
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Select “Hide Item” (Removes the Item from Your Guide)
In the item edit window, click Hide Item.

In K360, selecting Hide Item removes the item from displaying in your custom order
guide.

Best Practice: If you need the item again in the future, you can search by Hidden
ltems and add it back to your guide. This allows you to clean up your guide without
permanently losing access to the item.

Keeping your guide updated helps ensure faster order entry and a more organized
ordering experience.

Edit Item

Item Mame

Soup Angus Beel & Barley Frozen
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EDIT AND MANAGE ITEMS IN YOUR CUSTOM ORDER GUIDE

Confirm by Clicking “Yes”
After selecting Hide Item, a confirmation message will appear\
Click Yes to confirm.

Once confirmed, the item will be removed from displaying in your custom order
guide.

Tip: Always review the item name in the confirmation message to ensure you are
removing the correct product before clicking Yes.

9 Close the Editor (Saves Your Changes)
After you have completed all updates, click Close Editor.

This step is important because clicking Close Editor saves all of your changes. If you
exit without closing the editor properly, your updates may not be retained.

Best Practice: Before closing, quickly review your updates to ensure all intended
items were hidden and your guide reflects your current ordering needs. Your custom
order guide is now updated and ready for use.

Keeping your Custom Order Guide updated ensures faster order entry, fewer errors,
and a cleaner ordering experience.
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EDIT AND MANAGE ITEMS IN YOUR CUSTOM ORDER GUIDE

View and Restore Hidden Items (If Needed)

If you need to add an item back to your guide, follow these steps:

While in Edit Mode, locate the Show dropdown at the top of the screen.
Select Active & Hidden Items.
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m Unhide the Item

Hidden items will appear in the list and are highlighted in yellow for easy
identification.

Locate the item you want to restore.

Click the Edit (pencil) icon next to the item.

Update the item by unselecting the hide option.

Save your changes.

Click Close Editor to ensure the update is saved.

The item will now appear again in your active order guide.

Summary

Regularly reviewing and updating your Custom Order Guide ensures faster order
entry, fewer errors, and a more efficient ordering experience.



