Batch Ordering Instructions:

Go to the main navigation under Order >> Batch Order icon. Select the batch order icon.
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Select the client and then click the browse button to upload already created CSV file.
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Users will be prompted with a message to confirm the batch order upload.
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Selected File: Batch Order Template.csv
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Are you sure you want to upload Batch Order

Template.csv for client Your Company?
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Status Page and Confirmation Emails: After a batch is imported, an email is sent alerting the user of the

.CSV being submitted and when it's complete. Users can now go to Order > Batch Order > View
Summary. This will show Pending batches and Completed batches. In the completed section and results,
it will show a red alert triangle if there is an error. You can then download the CSV with the error/s and
re-import. If there is no error, just select Show Results and it will show the files and OK message.
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sales@advrep.com upon completion.

Pending Batches
Batch Name User Client Name Start Date Percent Completed

Batch Order Template csv Doe, Jane Your Company Jul 27, 2023, 4:52 PM 0%

Completed Batches \

Batch Name ~ User Client Name ~ Start Date ~ Completed Date = Results

- NO DATA FOUND -

Without Errors:

From: automation(@instascreen.net

Sent on:

To: _

Subject: Batch Order csv completed
Batch Order .csv submitted by has complated with the following results.
Line # Rash
2 OK (AVRAHAM r 10411)

3 OK (LYNCH / 10413)

4 QK (PITTMAN / 10415)

5 OK (HEFNER / 10417)

6 QK (TUGGLE / 10420)

7 OK (ALEXANDER / 10422)

a8 OK (CARTER / 10424)

9 OK (HANCOCK [ 10426)

10 OK (BROWN / 10429)

1 OK (PAYNE / 10432)
With Errors:

From: autormation(@instascreen. net

Sent on:

To:

Subject: Batch Order B |.esv completed with errors

Attachments: batch_errors.csv (1.6 KB)

Bateh Order .esv submitted by hagz completed with the fallowing results.
** Records that contained ermors can be comected and resubmitted wsing the attached CSV file. ** ‘\\
Line # Result

2 Requested product type not available to end-user client. [Bad Product]

3 OK (LYNCH / 10647)

4 Requesling user nod found. [Invalid, User]

] OK (HEFNER / 10848}

B OK (TUGGLE / 10649): Potential duplicate order added to XML Ready queue.

T Missing and'or invalid data valus(s). Date of Birth must ba in ¥Y¥YY-mm-dd format.

a8 OK (CARTER / 10633)

9 OK (HANCOGCK / 10634)

OK (BROWN / 10635)
OK (PAYNE [ 10636)
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