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Uploading a data file

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



GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Document Overview

This document outlines and explains the process of uploading a data file to MyPromoOffice.
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GunWebSystems

MyPromoOffice — Sales order to job order
confirmation process

Step 1.0 — Login
Login to the MyPromoOffice webpage.

Welcome to the Job Management System
Please fill out the following form with your login credentials:
‘Warning : All users of this system are traceable and any unautherized usage is

prohibitad Fields with * are required
Username *
gunweb
Password *
Enter login
information. [_| Remember me next time
I forgot my password (for customer users only)
Copyright © 2018 Gun Web Systems . All Rights Reserved.
Powersa oy GUN Web.&'stemS(;
Targeted Web Solutions "=
Logged in as gunweb LOGOUT
Dashboard View Quotes. Sales Job Purchase Reports. Users Settings Web Store

Reminder
I JoBs I Sales Orders

Urgent Jobs 0 Unconfimed Sales Orders 1
Offshore Production 0 Sales Orders To Be Converied Into °
New Jobs 0 Jobs
Joos In Progress 0 Total Quotes This Week 1
Jobs Past Due Date 0
Total Outstandings 0 !
All Jobs 0 o

05  LastMonth
POs Past Due Date 0 0.25 Al ltems: 0
Artwork Past Due Date 0 0
Last Menth Last Week This Week This Month

075

05 Last Week

025 Allitems. 0 You ShO_U|d

° see this
Last Month Last Week This Week This Month screen once
logged in.
JOB IN FOCUS
Search Jobs
Master Customer =TT
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MyPromoOffice — Sales order to job order
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Step 2.0 — Select Products

Hover your mouse over products then select products by following the steps below.

Logged in as gunweb LOGOUT

Dashboard View Quotes Purchase

| Decorations

Web Store

Settings

Suppliers

Purchase Orders

| yoss Hover your
Master Purchase Orders
Create New Job Urgent Jobs mouse over Orders 1
Offshore Production prOd UCtS_ Manage GINs g Converted Into
New Jobs
Jobs In Progress Manage GRNs ek !
Jobs Past Due Date 0
Total Qutstandings 0
All Jobs 0 Then click on T —
POs Past Due Date 0 produ cts. All ltems: 0
Artwork Past Due Date 0
nth Last Week This Week This Month
1
075
05 This Month
025 Allltems: 0
0
Last Month Last Week This Week This Month
JOB IN FOCUS
Search Jobs
Master Customer Customer
s,y.nbﬂnw:

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Create Product Manage Category

Products Import/Export

Sub Category Product Short Product Long S
Cal N; I URL Product Code Unit Pi Cost
“ S jiane = Cesciipdon Description m = -

No resuits found.

It should look like

Copyright ® 2018 Gun Web Systems . All Rights Reserved. th iS

Powered by Gunm%rems

Solutions. -
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MyPromoOffice — Sales order to job order
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Step 3.0 — Import/Export
Select Import/Export.

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Repaorts Users Settings Web Store

Create Product | Manage Category

Products Import/Export

LY Sub Category Product Short Product Long o
— N S R m e -

No results found.

Click on
Import/Export.

Copyright ® 2018 Gun Web Systems . All Rights Reserved.
Fowerza oy GUN Web.&'stems
Targeted Web-

Solutions -

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings ‘Web Store

Create Product Manage Category

Products Import/Export

T — L)
should :

look like.

Import File

Choose File

file chosen Upload File

[Only xls, xlsx file types are allowe:

Then click on
choose file.

Copyright ® 2010 Gun Web Systems . All Rights Reserved.
Pawered by GunWeb.&tsrems
Targeted Web

Solutions e
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MyPromoOffice — Sales order to job order
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Step 4.0 — Select file.

Select the products file that you wish to upload.

GunWebSystems

@ open X
+~ ThisPC > Documents » v | Search Documents »
Organize = New folder =~ m @
 Quick access — Legged in as gunweb LOGOUT
B Deskiop » -
§ Downloads # a
ocuments * )
Adobe Custom Office hp.applications.p  hpsystempacka  OutlookFiles  Quote Procedure
[&] Pictures » Templates ackage.appdata gemetadata Reports Users Settings Web Store
DM Services N
aws Create Product | Manage Category
cunteprocesne S
TSLSC
2 Creative Cloud Fles Snagit functions Market ik MPS_BIZ 210320 Ping Pracedure Smartlink 2
19-comect-sub-c
ts
@ OneDrive -
@ OneDrive - Gun Web Systems il s B
3 This PC
¥ Network
- Select the
file that you
wish to
upload.
Foveres o GUNWebSystems (2
Targeteaweb Sotutons -2
File name: | | [anFites “|
Logged in as gunweb LOGOUT
Dashboard View Quotes Sales Job Purchase Repaorts Users Settings Web Store

Manage Category

Create Product

Products Import/Export

Import File

Export Products as Excel

Upload File

Choose File | MPS_BIZ_210.. b-cats xIs

[Only xls, xIsx file types are allowe

Your file should
be visible here.

Copyright © 2018 Gun Web Systems . All Rights Reserved.

Powered by Gunrlv}’“eg%"sremS(i

Solutions.
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MyPromoOffice — Sales order to job order
confirmation process

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.

Logged in as gunweb LOGOUT

Dashboard View Quotes Sales Job Purchase Reports Users Settings Web Store

Create Product Manage Category

Products Import/Export

m Export Products as Excel

Import File

Choose File | MPS_BIZ_210...b-cats.xls JTNIENIZS

Click on upload file.

[Only s, xlsx file types are allowed]

Copyright @ 2018 Gun Web Systems . All Rights Reserved.
Solutions.

Powersd by Gunﬁgeﬂ%rems (%

o Now all products are To view and edit a
uploaded. product, click on
update.
Dashboard View Quotes S Job Purchase Repoi

Products Import/Export
Displaying 1-28 cf 371 result(s)

Cat I Product
i Sub Category Name le:?_e Product Code piolL Prod ong Descriptio

Sizes: | XS - 3XL, 5XL Size Guide | Fabric: | 50% Pre-Shrunk Wool, 50% Acrylic - 12 Gauge
Mens Machine washable on wool setfing | Features: | Contemporary V-neck style Ribbed side

N EMBG,SCRG DIGTRANS WVE19M_BIZ BIZ 10.00 View | Update | Delete
Milano Vest panel detail. Product Materials: Wool Blend | Wool | Acrylic. Colours: Black. Colours: Navy | T
Charcoal. Product Sizes: XS | S| M| L[ XL | 2XL | 3XL | 5XL.
Mens Sizes: | XS - 3XL, 5XL Size Guide | Fabric: | 50% Wool, 50% Acrylic - 12 Gauge Machine
370 EMBG,SCRG,DIGTRANS WVE007_BIZ Woolmix ‘washable on Wool setfing. Product Materials: Wool Blend | Wool | Acrylic. Colours: Red | BIZ 10.00 View | Update | Delete
Vest Black. Colours: Charcoal Marle | Navy. Product Sizes: XS | S | M| L[ XL | 2XL | 3XL | 5XL.
Sizes: | XS - 5XL Size Guide | Fabric: | 50% Merino Wool, 50% Acrylic - 14 Gauge Machine
Mens Roma washable on wool sefting | Features: | Mens classic fit V-neck with relaxed ribbed cuff and
369 EMBG,SCRG,DIGTRANS WP916M_BIZ BIZ 10.00 View | Update | Delete
N N - Pullover hem thats not too tight or loose. Product Materials: Wool | Acrylic. Colours: Black | Silver. 1Up I
Colours: French Blue | Navy. Product Sizes: XS | S| M| L[ XL|2XL|3XL|5XL.
Mens Sizes: | XS - 3XL, 5XL Size Guide | Fabric: | 50% Wool, 50% Acrylic - 12 Gauge Machine
368 EMBG,SCRG,DIGTRANS WPE008_BIZ Woolmix ‘washable on Wool setfing. Product Materials: Wool Blend | Wool | Acrylic. Colours: Red | BIZ 10.00 View | Update | Delete

Pullover Black. Colours: Charcoal Marle | Navy. Product Sizes: XS | S | M| L[ XL | 2XL | 3XL | 5XL.

Mens Sizes: | XS - 3XL, 5XL Size Guide | Fabric: | 50% Pre-Shrunk Wool, 50% Acrylic - 12 Gauge
Machine washable on wool setfing | Features: | Contemporary V-neck style Features: ribbed
= EEEETEE R R MELY m:::e[ 'side panel detail. Product Matenials: Wool Blend | Wool | Acrylic. Colours: Black. Colours: R LS| CESMEE R L2352

Charcoal | Navy. Product Sizes: XS | S | M| L | XL | 2XL | 3XL | 5XL

Mens Qrigin Sizes: | XS - 3XL, 5XL Size Guide | Fabric: | 100% Merino Wool - 12 Gauge Fine yamn |
366 EMBG,SCRG,DIGTRANS WP131ML_BIZ Merino Features: | Fully fashioned, V neck basque Contemporary styling and fit. Product Materials:  BIZ 10.00 View | Update | Delete
Pullover ‘Wool. Colours: Black Product Sizes: XS | S |M|L|XL]|2XL | 3XL|5XL

Mens 8020 Sizes: | XS - 3XL, 5XL Size Guide | Fabric: | Wool-Rich - 80% Merino Wool, 20% Acrylic -
N 12 Gauge Machine washable on Wool setting | Features: | Fully fashioned needle out knit
365 EMBG,SCRG,DIGTRANS WP10310_BIZ :\:i‘l:]l;::ch T e (L uct Materials: Wool Blend | Wool | lic. Colours: BIZ 10.00 View | Update | Delete

Black. Colours: Navy. Product Sizes: XS | S| M| L| XL | 2XL | 3XL | 5XL.

Sizes: | X8 - 3XL Size Guide | Fabric: | Black, Navy: 65% Polyester 35% Cotton Grey Marle:
50% Polyester 45% Cotion 5% Viscose Premium double faced interlock Fabric: | Features: |
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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.

Dashboard View Quotes. Sales Job Purchase Reports Users Settings Web Store

Create Product | View Product | Manage Product

Fields with * are required.

Category Sub Category

-
v EMBG, SCRG DIGTRANS v

Is Custom Product Customer Specific

No v v All product details can be

edited.

Product Short Description * Product Code *

Mens Milano Vest WV61SM_BIZ
Product Long Description *

Sizes: | X5 - 3XL, 5XL Size Guide | Fabric: | 50% Pre-Shrunk Wool, 50% Acrylic - 12 Gauge Machine -
washable on wool setting | Features: | Contemporary V-neck style Ribbed side panel detail. Product

Materials: Wool Blend | Wool | Acrylic. Colours: Black. Colours: Navy | Charcoal. Preduct Sizes: XS | S|

M| L|XL|2XL | 3XL | 5XL

To upload an image of your
“ product, choose file, then select
Unit Price Cost* Selling Price your image to attach it.
10.00 0.00
USD Unit Freight USD Unit Frieght Mark-Up Rate (%)
-

Supplier =

Bz . Once all desired changes have

been made, click save.
Lead Time Upload Image,
Choose File | No file chosen

Image URL Image URL 2

Image URL 3

Save
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