Import an Order
1. Select the order tab and then select ‘Import Orders’
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2. Browse to the file you wish to import.

IMPORTANT: this must be a txt tab delimited txt file that meets the specifications outlined in the file “Online -
Flex_Order_Import_Template.xIsx”

3. Click open then import hit import
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Use the 'Browse...' button to select an order import file.
Files must contain no more than 2500 Order Line Items.
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Then press the 'Import' button to read the file.
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4. Review any import error messages (unlikely) then hit Create “ALL”

Line Ilems: 6 Tolal Orders: 1 Over-Allocaled Orders: 1
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Preview the imported data for accuracy. Then press one of the 'Create' buttons to create the new orders.
"Alloc. Cnly": to create only the fully allocated orders. "All": to create all ordars, even if not fully allocated.
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5. The order is now successfully entered into the system and available for warehouse staff to pick.



