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If you have any difficulty with following the steps 

outlined in this help document, please don’t 

hesitate to contact our help team by calling (02) 

4302 0160 or via email at 

help@gunwebsystems.com.au 
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Document Overview 
This document outlines and explains the process of uploading a data file to MyPromoOffice. 
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Step 1.0 – Login 
Login to the MyPromoOffice webpage. 
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Step 2.0 – Select Products 
Hover your mouse over products then select products by following the steps below. 
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Step 3.0 – Import/Export  
Select Import/Export.  
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Step 4.0 – Select file. 
Select the products file that you wish to upload. 
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Step 5.0 – Upload the selected file 
Click on upload file, now your products are uploaded. TO view and edit a product click on 

update. To add more products simply repeat steps 1-5. 
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Step 6.0 – Save uploaded product. 
If required, you can now edit all your product details. To upload a picture of your product, 

choose file, then select the desired image. 

To save your changes click save. You can then follow the above steps on all your products. 

 

 

 

 

 

 

 


