HOW TO ORDER CONTRACTS & BIDS RESOURCES MEMBERSHIP

Using Templates for Recurring Orders

As your Purchasing Partner, KCDA understands the purchasing patterns of its Customers and their seasonal and

recurring nature. Saving your orders as Templates allows you to easily recreate your repeat orders in few easy steps
and also share them with others as needed.

Creating a Template
Step 1: Open the Order you would like to save as a Template by clicking on Cart Name/# from

a. Cart Manager
b. Order History (link to Cart) Cart Manager

Create Newcart  View Cart Templates
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o oarenan 5 April 1, 2019 - Terl Mathews
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@ Completed [ Aprl 013 - Leanne Raybuck
= $133.36 - PO-#/Clay = #Clay - 1220880

¥ ALPAC ELEMENTARY - 103043

@ ILALKO ELEMENTARY - 103053

Holiday items Ordler for 2nd Grade (3) - 346
Step 2: Select “Save as Template” option on the top of the Cart ©
& print | [P Exportto €SV @ Special Items Request | Save as Template

Special Instructions.

« Please ship before Dec 1st
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Step 3: You are presented with the Template saved in the same 12553-Domtar Hoes ColorPaper s

. . . . . Domtar Hots color paper, great for newsletters, bulletins and lunch menus. Account Code foptiondl) 7eaream

name as the original cart. Use “Edit Template” to give it a name @ ot g - ¢ o

and description you will remember.

Holsday rtems Onder for 2nd Grace (3] - 346 @ How o use Car Templstes:

o= New Cart from Template
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36004 - Scotch-Brite Commercial Scouring Pads Account Code: $11.14b0% m—
‘ Pads, commercial scouring, 6"x9", green synthetic fiber, 20 pads/box. 9770-63-5000-540-0000-000 ‘ # Edit Template I
Qy:2

. 30936 - Toilet Bowl Mop Aaccount Code Sosseach
( - ‘u\ Tollet bowl mop. acrylic yarn. 1 2* plastc handle. 9770-63-5000-540-0000-000 Template Name
N Q10
| Yearly Thanks Giving Order
Template Description

‘Yearly Thanks Giving Order to be ordered by End of October

a. Make it a Public Template to share it with

users across your entire location.
[ Public Template




Using a Template

Step 1: Where are the templates? You will find them -

i ™ (4) MP/Custodian/3-11-19 - 1225443
a. Cart Manager on the top right corner

b. Using the Orange Options button by your Open Cart Name
c. Onthe Create New Cart page

Mew cart

Cart Manager

Cart Manager create New Cart Templates
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Create Cart
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‘ Renu Grover ‘

Cart Name/Mark For

‘ Cart Name/Mark For ‘

Special Instructions {optional)

cart Templates @ How do | use cart Templates?

Step 2: Find and Select the Template
you want to use from the Cart searen o]
Templates Page 25 results

= Start-up Order 2018/19 - 1038288 N ]

@ Public 4 October 12, 2018 - KIm Waag

L] ¥ SHORECREST HIGH

T Einstein Math Department - 1098052 i)

@ Public ) October 12, 2018 - Garth Riley

[i] 9 EINSTEIN MIDDLE

P STEM Class - 1080481 i}

@ Public ) october 12, 2018 - jennifer Payne

L] ¥ KELLOGG MIDDLE

Step 3: Review the template and click on New Cart from Template” to use to create a New Order at the click of a button.
You may change quantities, add/remove items and add budget codes to the new cart like you would on a new order.

. . Start-up Order 2018/19 © viow do 1 use cor Temaltes?
Hope you find this
feature easy to use and (= Ve Cartirom femplace
ff . f 98168 - Pilot VBall Pens Account Code: §13.1402 ——— ——
efticient for your B —— Qe
business ! General Office Color: Green
E nj oy ! 12041 - Index Cards - Color and White Account Code: 50.47pkg

Index cards, plain and ruled color and white. Q=2
paper Color: Green
Paper Size: 3"x5" - Ruled




