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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 creating custom categories for a data file 

for Promo Source. 

• Creating custom categories 

• Categorising data 

• Saving an updated/categorised data file 
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Step 1.0 – Open data file in excel 
Open the data file that contains the relevant files that you wish to categorise in excel.  

In this example, we are intending on categorising polo shirts with “kids/children” as a category. 

The data file is should look as it is seen below 

 

 

Step 2.0 – Select category to categorise by 
Select the category of which data is to be categorised by. Generally, select the “Name” category 
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Step 3.0 – Apply filter 
Hover over “Text Filters” then select “Contains…” 
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When the categories have been entered correctly as above, select ok. 
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Step 4.0 – View data 
The data filtered by your desired category will appear. 
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Step 5.0 – Categorise data 
You will then categorise the filtered data as desired, this is done by changing the “Sub 

Category” in the filtered data, see the below images for more information. 
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Step 6.0 – Save data file 
After all categories have been changed as desired, you then need to save the data file. 

 

 

After these steps have been completed, you will need to upload the new data file to your site 

for the changes to take place.  

 


