
1Copyright 2020 IDEC CORPORATION. All rights reserved.
Copyright 2020 IDEC CORPORATION. All rights reserved.

How to Create an Order
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Create Order :

◼ Top right navigation menu > “Order”
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Create Order : Add Part
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Create Order : PO & Address

◼ Accurate Data

◼ PO No.

‒ Required field

◼ Address 

pre-populated

‒ Only approved 

addresses 

◼ Full or Partial 

shipments
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Create Order : Shipping

◼ Your Choice

◼ Choose 

Shipping 

Method

‒ Required field

◼ Shipping 

Account Number 

OPTIONAL

‒ This is your 

shipping number 

you want to use

‒ Not saved
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Create Order : Import & Export

◼ Faster order entry

◼ Import your orders

‒ When you have 

multiple individual 

items to order

‒ No need to add each 

SKU 1 at a time

‒ Save time

◼ Export your order

‒ When you need to 

update lots of items at 

a time

◼ SKU + Enter

‒ Validates data
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Create Order : Import & Export

◼ Faster order entry

◼ Directly IMPORT multiple line 

items to reduce the need to 

manually re-enter data. 

Increased data accuracy and 

eliminate errors.

◼ Use Case

1. User create a cart of items

2. EXPORT as CSV file

3. Mass EDIT specific data attributes 

in excel as needed

4. IMPORT CSV file

5. Confirm and Place Order
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Create Order : Add Additional Parts

◼ Quick order entry

◼ SKU + Enter

◼ Validates data

◼ Can be a partial 

part number
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Create Order : Add Additional Parts

◼ Search can be a partial part number

◼ Add to Cart to add item to Quick Order
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Create Order : Actions

◼ Summary Options

◼ Place Order

‒ $$

◼ Save Cart

‒ Wishlist

◼ Share

‒ Via email

◼ Export

‒ .pdf file
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Create Order : Power User Tips

◼ Power User Tips

◼ The “Order” option is a quick shortcut to start 
placing an order when you ALREADY know the SKU 
you want to purchase

‒ Order > Add SKU

◼ The Cart is used when you DON’T know the SKU 
you want to purchase and SEARCH for the product 
and find the product detail page and then ADD item 
to the cart

‒ Search > Series Page > Product Page > Cart
or

‒ Main Navigation > Category > Series > Product Page > 
Cart
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