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How To Import CSV



2Copyright 2020 IDEC CORPORATION. All rights reserved.

Create Order : Import & Export

◼ Faster order entry

◼ Import your orders

‒ When you have 

multiple individual 

items to order

◼ Export your order

‒ When you need to edit 

data directly in excel

◼ SKU + Enter

‒ Validates data
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Process Summary

1. CREATE a shopping cart by adding products

2. SAVE cart

3. DOWNLOAD .CSV to get a copy of cart data

4. EDIT .CSV file with Excel

‒ Only SKU and QTY fields are required

‒ Special Price Code is optional

‒ All other fields can be blank

5. SAVE your updated CSV file

6. IMPORT .CSV file

‒ Process typically takes only a few seconds

‒ Can take longer for import files of 100 SKUs

7. SAVED CARTS to confirm import was successful

8. RESTORE cart into the shopping cart

‒ Note: this will overwrite any products already in your active shopping cart

9. PLACE ORDER
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CSV Template

Sku Name PO Number Quantity Price Requested Delivery Date Special Price Code Issue No

HW1K-2PA02 1 $224.39

◼ Required

‒ SKU

‒ Quantity

◼ Optional

‒ Special Price Code

‒ PO number field. For your own internal tracking purposes

◼ All other fields can be blank

◼ System will automatically lookup the price and populate as 

well as validate any Special Price Codes entered
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Shopping Cart: Import CSV

◼ IMPORT CSV option is available in the “Shopping Cart” or 

“Order” pages
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Order: Import CSV

◼ Create Order page is only available to B2P users to quickly 

add known SKUs
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CSV Import Process

◼ Click on “Choose File” to select your .CSV file for import
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CSV Import Process

◼ Once .CSV file is selected click on “IMPORT”

◼ File name is populated



9Copyright 2020 IDEC CORPORATION. All rights reserved.

CSV Import Process

◼ Importing in process. Only take a few seconds to complete 

processing your file.

◼ Larger files can take up to 45 seconds to process
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My Account Menu

◼ Find in the My Account 

> Saved Carts
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CSV Import Process

◼ Go to “Saved Carts” to see your imported cart

◼ Click “Restore” to move data into the active shopping cart

◼ Name is clickable to see saved cart details
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Saved Cart Details

◼ Click “Restore” to move data into the active shopping cart



13Copyright 2020 IDEC CORPORATION. All rights reserved.

Edit Saved Cart

◼ Optional: You can edit the Cart Name and Description

- Keep track of multiple projects and add details
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Restore Saved Cart

◼ Moves the data into the active shopping cart
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Success!
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