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□	 The templates can be named to suit your individual needs

You can add items to your templates in a number of ways;

1.	 By using the “Search By Stock Code” or “Search By Product Name” box inside the template   	
	 screen.
2.	 You can Import all of the items from your “Favourites List”

□	 MSR clients now have the ability to add up to three “Order Templates” to their MSR web 	
	 page, the templates are accessed via a new button in the Tool Box.
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3.	 Via the “Item Order History” section, by clicking on the “Clip Board”, once the item is 	
	 added to a template, it will have a green border.

4.	 Via the “Favourites List”
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5.	 Via a “Keyword” search and/or via the Product Category sections

	 When you click on the “Add To List” button, you have the opportunity to select which 		
	 template you wish to add the item to.
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An example Order Template is shown below.

□	 The default display sequence is the order the items were added to the Order 	 	
	 Template.

□	 You can change the default order by clicking in the first grey column and dragging any 	
	 item to where you want it in the Order Template.

□	 You can also sort the list by any of the columns with green headings.

□	 You can add items to your cart one by one, or you can enter all of the quantities 	
	 required into the Order Template (entering “0” where the item isn’t required) and 	
	 then click the “Add All To Cart” button.
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□	 You can print the entire Template if needed. Eg. If you want to use it as a hard copy 	 	
	 ordering list.

We hope you will find the new Order Templates easy and efficient to use, 
please feel free to contact our Customer Service Team or your Personal 
Territory Manager if you would like any further information or with any 
suggestions for improvement. 


