Press Document Downloads (top of page)
Download Excel Spreadsheet for Order Upload
Save this Spreadsheet to your computer - as an Excel Workbook named “TOD order form “  (or choose your own file name).
(Make sure that you save it in a place that you can find easily – eg Desktop)
To create an order:
Enter the item’s TOD Code in Column A   (TOD CODE)
Enter the required quantity in Column B (QUANTITY)
You can keep adding products to the TOD order form until you are ready to upload to the website.
Once you are ready to upload the order
Save this Spreadsheet on your own computer - as an Excel CSV (Comma delimited) file as “Order Upload csv ddmmyyyy”
FILE :         SAVE AS:          FILE NAME: enter “order upload CSV ddmmyyyy” 	  SAVE AS TYPE: CSV (Comma delimited)
(If you receive a message ……csv may contain features that are not compatible - click Yes)
(Make sure that you save it in a place that you can find easily – eg Desktop)
Hint: Entering the current date as part of the file name will make it easier for you to select the correct csv file to upload.
Press Upload Order (next to the Specials tab)
Press Browse
Locate the csv file (make sure you select the csv file that you have just created – the date should help here)
Double Click the csv file
Press the Upload button
Your products will now have uploaded to your cart
Any invalid products will be listed in yellow box – all valid products will be listed in green box and will now be in your cart
Check the spelling on invalid products, as any errors will not load to the cart.
Click on the Cart $total to be taken to your shopping cart and complete the balance of the order information.
