
ADDING ITEMS TO A LOCKED GUIDE

This guide provides a straightforward, visual cheat sheet for adding 
items to a locked custom guide in K360, making the process easier 
and more efficient. It streamlines complex steps into a clear format, 
ensuring users can quickly understand and implement the neces-
sary actions. By following this guide, users can maintain an organized 
workflow. It’s an essential resource for anyone looking to enhance 
their productivity within K360.
	
       Access Your Custom Guide

	 Log into the K360 Sales Portal.

	 Go to Order Guides.

	 Locate your custom guide. If the guide is locked, you won’t be able to edit  
	 it directly from the catalog.
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Click on the custom guide you want to edit

Export the Guide to Excel

	 Click on More Options
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4 Click “Edit Order Guide Items”

Add Your Items in Excel

	 Open the exported Excel file.

	 Add your new items:

	 1.	 Include Item Number and Description.

	 2.	 Optionally, add Sections or Categories in Column C if you want the  
		  items grouped in a specific way in your guide.
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6 Save Your Updated Excel

	 Save the file to a location you can easily access (Desktop is fine).

Import Back into K360

	 Go back to your custom guide in K360.

	 Click More Options → Import from Excel.

	 Select your updated file and import.

	 Review the imported items—your new items should now appear  
	 in the guide.
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Click “Confirm”

Click “OK”
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9 Click “Close Editor”
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