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FOODSERVICE

PLACING AN ORDER USING EXCEL

You can now download a spreadsheet template, populate it, and
re-upload it to place an order. Follow these steps for ordering!

o Select the Account you would like to place an order.

o Company: Mm Test Market Cafe

(=] Chat with us ] View Order History [© Place Order

e closed on December 25th and January 1st
9 Select “Place Order”

Hom Company. MM Test Market Cafe

|||||||

i(z’eo [ Chat with us [l View Order History & Place Order
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| 4 Enhanced Grab & Go Offerings

Shop Our Catalog

L&

e
@
tﬁh




PLACING AN ORDER USING EXCEL

Select “Upload Order” button

g Place Grder ) Harbor Eoodservice Company: Mm Test Market Cafe
Michade
Order Guide Catalog i(SGO [ :
Dion't forget to place your order from our December pramational flver!
Order Guide: Sort |tems By:
e Sales Histary v Item Categaries ~ 0§ Edit  + Create @ Upload Order @ Print
e
Apgrovals
ltem Item Code Unit Last Price Qi
a
Drnfr GROCERY -
@ B
i -essi Tad = t
Chs = Dressing Blue Cheese Deduse 1.52 Tos429 Case 42324 0 +
@ (1] d Packet
g 40157 | Ken's
2
Users Noodle Yakisoba Chinese 195787 e $25.08 - 0 +
. ? 7 454 | ROSE

Select “Download Template File”

Tip: The downloaded template file will be named the same as the active
order guide - this is coincidental and not a requirement. You can upload a
filled-out spreadsheet with any filename.

Upload to Order

Instructions

1. Download the template file.

& Download Template e

2. Refer ta the sample file an p the spreadsheet template with
your needs.

3.5ave & upload the template file to proceed to the next step.

Upload Spreadsheet

Q)

Drop your files here to upload or browse




PLACING AN ORDER USING EXCEL

Fill out the template file, using your order guide(s) and/or Catalog view to source
the correct Item Code, UoM, and Quantity for each item.

Tip: All 3 columns are required fields.
Template & Order Guide

Tip: If you do not see the item code in order view, maximize your browser window
to ensure all columns for the item are visible.

1. Item Code

2. Unit (a case-sensitive field)
3. Quantity

Restrictions

Same item code, different units: Even if an item is available in different units,
you can NOT add the same item code twice to the spreadsheet. You will need to
add-on the second item manually when reviewing your uploaded order.
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Save your completed spreadsheet.
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PLACING AN ORDER USING EXCEL

If necessary, select the Upload Order button again to upload the saved template file.

Tip: Uploading an order will overwrite any items you currently have in your shopping
cart, each time you upload a spreadsheet.

Upload to Order

Instructions
1. Drownload the template file

& Download Template

2, Refer tothe sarmple file and fill up the spreadshest template with
your needs

3. Save & upload the template file Lo proceed 1o the next step,

Upload Spreadshest

o )

Drop your files here to upload or br pwie

Select Next.

Upload to Order

nstructions
1 Diowinload the template e

o Download Template

2, Refer to the sample file and fill up the spreadsheet template with
yiiif haads

3. Save & upload the template file fio proceed to the next step

Upload Spreadsheet

Sales History - Template (1] 0lsx (20 05KB] Download 8




PLACING AN ORDER USING EXCEL

Result
Your spreadsheet upload will either:
A: Upload successfully and bring you to the Review Order page, OR...

B: Show you an error message.

Tip: To troubleshoot any errors, select Download error file to review your spreadsheet
with specific error messages. You can correct the errors and reupload the newly saved

spreadsheet.

Look over your order summary and make adjustments, if desired.

Upload to Ord X
Upload to Order x p Order

Your uploaded file
Your uploaded file

st onder xisy
test orderxisy Q
Nates @
Your carl was updated successfully. You can proceed to review and Unfortunatehy we weren't able to process your file.

submit your order,
L Diowamnlond the srror file which contalng the Rat of [bams we waren't

abile to Impoit

@ Items added - 3
£ Re-upioad the his with the required cormections
{E' Items updated -0
) Items added
& ltemsremoved-0 ) Itemsadded -0

) ltems updated-0

W,

Items removied - 3

Items falled to import - 'I/@
o Download Error File Retry Upload
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PLACING AN ORDER USING EXCEL

If you choose to edit your order, select Edit Order.

Tip: From here, you can add or remove items as normal. Your cart contains the
uploaded items, and the app will work the same as if you had added the items
any other way.

Using Upload Order again will overwrite any items you currently have in your
shopping cart, each time you upload a spreadsheet.

a {360

Home
Deelivery To: Delivery Date: .
“ Mm Test Market Cafe Y Save Draft  Edit Ordor ‘ ® Add from Catalog ‘
o 18430 East Valley Highway Tue, Jan' b
Hiszory Kent Wa, 28032 Order Cutntf: Jan 13, 4:00pm PST
&
Aporcids Item em Code Price Guantity Uinfe Subtatal
&
Y ORDERSUMMARY
B 2 = Dressing Blue Cheese Delioe 1.57 Packet 794427 32324 = 1 + Case 42324 W
i i B0f1.5Z | Ken's
$ E
5 ’ N?_Tu:;a;k;mha Chinese 1596787 $25.08 1 b e 42508 ]
Ly J i
2
Sedtig " Mut Peanut Dry Rozsted And Saited A 52954 — 1 + Case 42954 )
& 3/2# | Katy's Kitchen Originals

Once Ready, Submit Order.

3. £ Back Placea O

Review Order ‘ i Submit Order
| {360
Home
Eges Liguid Whaole Pasteurized WiCit 26274 S99 93 2 E Caiss LT i}
WS Acid ExiCape Free
e

Comparny: Mm Test Markel Cafe

B 20206 | FAIR MEADOW FOU
History
o
ii :‘i z ; e Bacon 8/10 Shingle Applewoond 1/4 Thick 553283 L4022 = 1 + Casa $45.22 i}
S e i 1/45# | Daiby's
O
Dirafts
@8 Grapes Red Seedless S26R87 $55.40 - 1 + o $53.40 m
i, 1ALUG | Packer
1‘ n
i) Spice Mutmeg Ground / Grind 12303 $133.42 = 1 x Case " $13342 0
2 &/ 162 | Waty's Kotchen Originals
Lisers
. -?\.-- Special Instructions (1) PO Number

test order
Ibems: 3
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