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Section One Overview

How to Generate the Invoices, Picklist, Address Tags,
and Addresses for Dazzle

This section provides step-by-step instructions on how to do
the common computer tasks required to prepare for picking
and posting orders.

It is arranged in task order so that if you follow it from begin-
ning to end you will have done everything needed to prepare
for picking, packing, and posting orders.
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How to Log in and Choose Orders

There are three tasks we do to fill web orders that require exporting
information from ChannelAdvisor.The very first steps in this process are
logging into ChannelAdvisor and deciding which orders you are going to work
with and "selecting" them. This help describes how to do that.

Sign in to ChannelAdvisor

1. Sign in to channeladvisor at https://login.channeladvisor.com/

NOTE: The current user name and password are posted on the bulletin board.

€ & hopsdoginchannelthisordeen, gotour|=hilps % Jak 21
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CLIENT LOGIN
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How do | log in?
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Display the Current Orders in ChannelAdvisor

2. Click on “Sales” (7th tab from the left on the top bar) and then click on
“All Sales” from drop down menu.
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3. The "Filter By" field should be set for "Orders Ready to Ship" and the
"Search For:" field should be blank.
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Select the Appropriate Orders

4. Choose which orders are going to be filled and select those orders by
clicking on the box to the left of the orders. The orders are listed in
descending order from new to old.

NOTE: We never choose all the orders which is why you don't just click on select.
There are always orders in the list that have some kind of issue holding them up.
These will have a "flag" to the right of the selection box. As you click down the list
selecting orders, when you get to the orders with flags, you can assume that you
have selected all the orders that can actually be filled.
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Choose Your Next Step

5. With the orders selected, you can either print invoices or click "Export"
to create address tags, the picklist, or addresses for Dazzle.
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eCrafty.com How to Print Invoices

How to Print Invoices

The printed invoice serves as a packimg list and is included in each order we
ship. This help tells you how to print the invoices. You should already be logged
in to ChannelAdvisor and have the appropriate orders selected.

Log in and Choose Orders

1. Sign in to channeladvisor at https://login.channeladvisor.com/

NOTE: The current user name and password are posted on the bulletin board.

2. Choose the orders you are going to fill. (see "How to Log in and
Choose Orders" for more information.)

Print Invoices

3. When you've selected all your orders, click "Print Invoices" in the
menu bar.
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4. The invoices will appear on the screen in a printable format. Click
“Print.”

C' | [} complete.channeladvisor.com/Sales/Orders.mvc/PrintPreview?apid=530006108&datake 9l =
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eCrafty.com

Amazing Beads &Jewelry Supplies

Save 20% on every order ~ Sign up for our e-News & Deals at
www.eCrafty.com!
ECRAFTY.COM

Invoice Date: 2/3/2014 3:46:22 BM
Order Number: 5-103739

Shipping Summary Billing Summary

Shipping Address Billing Address
Rebecca Dirking Rebecca Dirking
1680 Chapman In. 1680 Chapman In.
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eCrafty.com How to Print Invoices

5. The print dialogue box will pop up, click "Print." (Yes, you do have to
tell it to print three separate times!)

C | [) complete.channeladvisor.com/Sales/Orders.mvc/PrintPreview?apid=53000610&dataKe 5p | =

i ) — [
{  Print |
11121062
one: our e-News & Deais at
3

1 Total: 8 sheets of paper

Destination HPEODS92 (HP Photas..

Change...

Pages O]

Congratulations! You have printed the invoices!

Choose Your Next Step

Now, while you have the orders selected, you can generate the picklist, create the
address tags, and create the export address file for Dazzle.
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How to Export from ChannelAdvisor

There are three tasks we do that require exporting customer information from
ChannelAdvisor--the address tags, the picklist, and the acdresses for Dazzle.
You should be already logged into ChannelAdvisor and have the appropriate
orders selected.

Log in and Select Orders

Export Orders from Sales Screen

1. In ChannelAdvisor with the appropriate orders selected, click on the
"Export" button. This will take you to a new screen.
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How to Export from ChannelAdvisor

2. In ChannelAdvisor's export screen, click "Unselect All."

NOTE: The list comes preselected. These are ChannelAdvisor defaults and have

nothing to do with us.
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Select Information to Export
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3. Inthe "Export" screen, you will select the information to export. You
select by clicking on the box to the left of the information. What you select
will be different depending on what document you are creating.

Adcress Tags

Buyer First Name

Pickliss

Buyer First Name

Dazzle Addresses

Buyer Company

Buyer Last Name

Buyer Last Name

Buyer E-Mail

Order D Order ID Buyer Fhist Name

Shipping Address 1 Quantity Buyer Last Name

Shipping City SKU Order ID

Shipping Postal Code Title Shipping Address 1

Shipping Region Shipping Address 2
Shipping City
Shipping Country
Shipping Postal Code
Shipping Region

eCrafty.com Happy Creating!

120f32

2/27/2014



eCrafty.com How to Export from ChannelAdvisor

Export Orders

4. When you have selected the appropriate information, press the
“Export" button at the bottom of the list.

upC
VAT Gift Wrap Cost
VAT Gift Wrap Rats

VAT Shipping

VAT Shipping Rate

Capiuned wilh MedCap Capt

o i R S B e

NOTE: This creates an Excel file that you can see in the lower left part of the
screen.

5. Open the Excel file by clicking on the file name.

Craypires] wiitlh MadCap Capiure vaT shisping
VAT Shipping Rate

Cap sedl weilin iz i i
VE]

@ Export| | © cancel Coaapimresd wiifh BlaciCap Capinine

¥ Show all downloads.

Caypiin e it [l

Choose Your Next Step

Now you are ready for the next step--making the Picklist or Address Tags or sav-
ing the file to import to Dazzle.
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How to Create Address Tags

You are creating the address tags that get taped to the outside of the packages
so that we know where to mail them. This help picks up where you left off in "How
to Log in and Choose Orders" and "How to Export from ChannelAdvisor " and
describes how to format the Excel file to make it into the address tags.

Log in, Choose Orders, Export

1. Complete the steps outlined in "How to Log in and Choose Orders"
and "How to Export from ChannelAdvisor "

2. In ChannelAdvisor's export screen, click "Unselect All."

NOTE: You'll see the list comes preselected. These are ChannelAdvisor defaults
and have nothing to do with us.

-3 Inventory Marketplaces Paid {qgﬂ@ﬁl""mksp\wmmlm ‘wﬁu‘l@K(;‘&le}(gﬁﬂﬁ:))mm”l‘) Sales Reports Rich Media My Accoun it Help
Vou have 68 unread Errors and 578 unread Warnings. Read Detglls
Orders/Transac fions | Checkout | Customer Service Console | Customers Shipping | Settings
Al Sales | Refunds| eBay Unpaid fiems | Outstanding Payments | Wanage Paymen e [l M- M me i ayp @G, reports | Shipping Reports | Transaction Log | Report Options
Craypimines] wiiifh IaadCap Capiune

Caypiresd wiith MesCap Caplune

Select and Export Address Tags Attributes

3. Now, select the following attributes by clicking on the box in to the left

of each one. (The list is in alphabetical order.)

buyer first name
buyer last name
order ID

shipping address 1
shipping city
shipping postal code
shipping region

eCrafty.com Happy Creating! 2/27/2014
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How to Create Address Tags

4. Press the “Export" button at the bottom of the list. This creates an
Excel file that you can see in the lower left part of the screen.

5. Open the Excel file by clicking on the file name.

Capiuined wiith MadCap Capiune var shieeing
VAT Shipping Rate

Caphured wilh BaGepCay
Warranty
Weight
Width
Winnin g Bidder

@ Export | © Cancel

Capihured wiif MadCap Caphuns

# Show all downloads.. %

Caypiing res] whitin ke

Now you'll have an Excel file open and you need to manipulate the columns to

make it useful for the address tags.

Reformat Type and Spacing of Excel File

NOTE: Columns are vertical and rows are horizontal.

6. Select"All" by pressing and holding the <Ctrl> and the <A> keys.
(You'll know everything is selected because it is highlighted.)

7. With everything selected, change the font size to "9," the alignment to

llleft."
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eCrafty.com How to Create Address Tags

8. Click on "Format" in the menu bar. Choose "Row Height" and change

the row height to "35."

Sort & Find &
Filter~ Select

Row Height...
AutoFit Row Height
3 Column Width...
z| o~ A
ErapinhrERE SRt MR @y i

Default Width...
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Organize Sheets

Rename Sheet

Move or Copy Sheet... Row HEfght [E]

IOEE ' Al (Gl S [
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(g Protect Sheet...
(2| Lock Cell

'}?‘ Format Cells...

Now your file looks like this:
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Sort by Buyer Last Name

9. Select "Buyer Last Name" column by clicking the "G" cell. This will
select and highlight the whole column

— | Home | nsert Pagelayout  Formulas Data Review  View
K cut col = = 7 (| B Bx B EA
. Calibri o A a7 ||| | Siwrap Text General . [ £} gﬂ = g [ ar
Paste B £ U -~ A 9% o |[%2 ;%8| | Conditional Format Cen Insert Delete Format
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Clipboard & Font Numb: ] styl Cell
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5 |103-356866( 10306 N. Mi Fountain Ci IN 47381 Ann

6 |104-180642( 1077 WestriDanville €A 94526-4827 lara

10. Click on "Sort and Filter" from the menu bar and choose "Sort A -Z"
from the drop down menu.
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T T P o8 »| %l 2| Condoral Fomst Col | lumt Cwine Fasd

Fermating = m Table = Shylar =
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L jaE | o
Send Fndd&
L G Filler= Lokl -

B3l &) rortdbal
I wmiies

TH| Curiem Sat

-

| Sort Warning

Microsoft Office Excel found data next to your selection. Since you have not
selected this data, it will not be sorted,

What do you want to do?

(7 Continue with the current selection
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Adjust Column Widths

12. Adjust the width of the columns by putting your cursor on a dividing
line between two columns and holding down the right mouse button. This
grabs the divider and you can move it right or left to make the column
narrower or wider.

NOTE: It is best if you can make the columns all fit on a “portrait” oriented page.
To see if it fits, you can get a preview by using either the file menu>Print or
<CtrI>+P The dotted line shows where the page margins are. If the text goes out-
side the margins, click on “home” in the upper left of the tool bar to take you back

to the file to re-arrange the columns to make them fit. Each address must be on a
single line on one page.

Print and Close

13. When the columns are adjusted, print using either the file
menu>Print or <Ctr|>+P

14. Close the file using either the file menu>Close or <Ctrl>+W

You're done! You've made the address tags! The next thing to do with all the
addresses still selected in ChannelAdvisor is to make the Picklist. It is almost
exactly the same process as making the address tags but you export different
information and arrange it a little differently.

eCrafty.com Happy Creating! 2/27/2014
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How to Create the Picklist

The Picklist is the itemized list of what we need to get from inventory to fill the
orders and which orders need which items. This help picks up where you left off
in "How to Log in and Choose Orders" and "How to Export from ChannelAdvisor "
and describes how to format the Excel file to make it into the Picklist.

Log in, Choose Orders, Export

1. Complete the steps outlined in "How to Log in and Choose Orders"
and "How to Export from ChannelAdvisor "

Select and Export Picklist Attributes

2. In ChannelAdvisor's export screen, click "Unselect All."

NOTE: The list comes preselected. These are ChannelAdvisor defaults and have
nothing to do with us.

i # Home | ChannelAdvisor % 1 # ChannelAdvisor Complet:

= x|

€ 2 C Gl R ARG/ My ExportView/ExportView.aspiapid=53000610&dk=4198502

|
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“You have 58 unread Errors and 578 unread Warnings Read Details
OrdersTransac tions | Checkout | Customer Service Console | Customers Shipping | Settings
All Sales | Refunds| eBay Unpaid tems | Outstanding Payments | Wanage Payment&=S PUMITEST AU UiaaBC0R C@RIMINRS Reports | Shipping Reports | Transaction Log | Report Options

Capimnes wiidh MadCap Capline

G wiith Bieadtsap Caplune

3. Select the following items by clicking on the box to the left of the item.

(The listis in alphabetical order.)

Buyer first Name
Buyer Last Name
OrderID
Quantity

SKU

Title

eCrafty.com Happy Creating! 2/27/2014
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4. Press “Export." This creates an Excel file that you can see in the lower

left part of the screen.

usc
VAT Gift Wrap Cost
VAT Gift Wrap Rate
VAT Shipping

VAT Shipping Rats

Warehouse Lacation

Caapinmese waiitn il ciCap Ca i

G Rt AR S M e

5. Open the Excel file by clicking on the file name.

Crapiured wiiih BadCap

[ I

Weight
Width
Winning Bidder

© Export | © Cancel Eraypires] wiitl MadCap Capinne

i) channeladvisor expo...csv  ~

 ——

# Show all downloads.. %

A

Cayplinred] wiitn ke

Reformat Type and Spacing of Excel File

NOTE: Columns are vertical and rows are horizontal.)

6. Select All by pressing and holding <Ctrl> and <A>. (You'll know

everything is selected because it is highlighted.)

7. With everything selected, change the font size to "9," the alignment to

"Ieft."

(] : Micosot Bxcel ng
)

Home | Inset  Pagelayout  Formulas  Data  Review  View
=3 Cut I = = A
& Calibri ~| [Ella a| | | SiwrapTet General - E ﬁ;ﬁ Normal
Past: < capy 8 A o .00 [dt:)IF t
aste - EeA E - -y -0 onditional  Forma
2 Format Painter | | - - || B Merge & Center - | | § - % = |5 210 Formatting - as Table ~ :
Clipboard & 10 & Alignment ] Number ]
K181 E ErE e H T
. 14
3 channeladvisor_exportie) -
A 3 c D18 F G H 1 i 3 L M N ) 3
160|wood sha 1 14104  002-116(20 Knighten
164 tewelry M 1 1152 109-457{22 marie broderick Capimres] wwiih WasCag Capine:
162[100 PACK 1 368W  5-10371{24  r  Wolfe
= * B g e
B 100 pack |1 I TS o Gl e wiiih MadCap Capiure
164 |Neck Cord 1 368-BD-RES-103713 28 fr  Wolfe
165 (100 Silver 1 1151 5-10371{ 36 ferguson
166|Charms i 1 63aH 51037138 ferguson
167[10Silver 11 1304p  s10371{72 ferguson
168 |Metal Cha 1 1212M 5-103712 cathy ferguson
169100 Silver 1 1151 103711 Lisa  Wiktorek Caplimines v sk
17010 silver 12 1215W 5103711 Lisa Wiktorek
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8. With everything selected, click on "Format" in the menu bar. Choose
"Row Height" and change the row heightto "18."

Sort & Find &
Filter - Select -

Row Height...

AutoFit Row Height
5 Column Width...
z . . AD
CrapiiftsE s WERICap Cajpiu
Default Width...
Visibility
Hide & Unhide »
Organize Sheets

Rename Sheet

Move or Copy Sheet... Row HEfght [E] i&

DB ' Al (el S [ e
Protection ¢»-a mibuinesed Wil ey Row height:
(ily Protect Sheet..
(2| Lock Cell
% Format Cells...
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9. At this point, | like to make the "Title" column 6 pt type so the list will fit
on the page better. You do this by clicking in the "A" at the top of that
column. That selects the column, then go to font size in the menu bar and
replace the "9" with a "6." (You have to actually type itin since itisn'ta

drop down choice.)

Re-arrange Columns in Picklist Order

10. Select the "Title" column again by clicking in the "A" at the top of the
column. Cut the column. You can do this using the file menu, the right
mouse button menu, or by pressing and holding the <Ctrl> key and
pressing the "X" key. You will know you have "cut" the selection because

it will have a dotted line around it.

Home Insert Page Layout Formulas Data Review View
j °$ cut Calibri -6 - A &) || 3| =) Wrap Text General :I
Past S - A = 3 0 .00
aste B I U - 8- = || [ Merge & Center ~ ||| & -~ % » [|%s 37|  Conc
- Format Painter b=l e g, - - -
4 eyt i IEec Eocm
Clipboard 5 Font ] nment (F] Mumber ]
Al60 - I | Wood Shapes Unfinished Rectangles Domino Tiles 50pc 2 1/4" DIY Jewelry

h?‘i] channeladvisor_export (2]

Caaphwires wilh, Madcap Capiune

A B C D E L

i n
160 fand shaserun q 4104 02-11618¢ Curry Knighten

] o i 1 el i (L A S st
162 [oseley Maleor's 109-857082 ann marie broderick i wdiih IMaaCap Capline

i
162 J10rackrainsd 368W 5103713 Heather  Wolfe
163 huseacicane- d1 802T100PAS-103712  Heather  Wolfe

P H g qis P

162 ot S Braia] 1 368-BD-RE-5-103713  Hesther  Wolfe Capburesd with Wasap

)
165 {100 siverFouro} 1 1151 5103712 |cathy  fersuson

)

11. Put your cursor in the "D" heading of the Order ID column.
This selects the column. That is OK. You are just putting the cursor
there so that the "cut" column will be inserted in the correct position to

the left of the selected column.

12. Use the "Insert" function on the menu bar to insert your selection. A

regular "paste" will not work.

o S o AutoSum T :
stral ) [ tc—,cqup]mant?z Aﬂ ﬁ
3] Fill -
g Format _ Sort & Find &
- <A Clear ~ Filter~ Select -

Editing

- [pinrel windn MadCap Ca)

E e

Coapuiimmree] wih Il

v W X Y Z AA AB AC

AD
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Sort by SKU

13. Select the SKU column by clicking in the "B" at the top of the column.

The column will be highlighted.

14. Click on "Sort and Filter" from the menu bar and choose "Sort A -Z"

from the drop down menu.

-

| Sort Warning

Microsaft Office Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

What do you want to do?

(71 Continue with the current selection

‘ﬁ?\ CEREE . - M ) Misrosoft Excel non-commercial use gy
- Pagelayout  Formulas Data  Revies Viey
R it Ccalibri ,VE A |Z ==|¥®| SiwepTet  General
N e e (s - % alrnaa
L = f i Selea
o) Font o) Alignment i) Number ) Styles Cells Edif 2| [ sonatoz
£ | sku
H
= * =
| G H 1 J K L M N o P a L &
Caphwres] wiilln MadCap Caphimes
g i U e
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Adjust Column Widths

16. Adjust the width of the columns, by putting your cursor on a dividing
line between two columns and holding down the right mouse button. This
grabs the divider and you can move it right or left to make the column
narrower or wider. You want to make the columns as narrow as possible
so they will fit on the page.

HINT: To see if the Picklist fits when printed, press “print” (<ctrl> <p>) you can see
a preview. The dotted line shows where the page margins are. If the text goes out-

side the margins, click on “home” in the upper left of the tool bar to take you back
to the file to re-arrange the columns to make them fit.

Print the file

17. When the columns are adjusted, use the "File" menu to print and
close the file.

You're done! You've made the Picklist! The next thing to do with all the addresses
still selected in ChannelAdvisor is to Save Addresses for Dazzle.
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How to Save Addresses for Dazzle

We export the addresses for the current orders and save them in a form that can
be imported by Dazzle (our posting software). You should already be logged into
ChannelAdvisar, have the arders selected and be in the export screen.

Log in, Choose Orders, Export

1. Complete the steps outlined in "How to Log in and Choose Orders"
and "How to Export from ChannelAdvisor "

Select and Export Dazzle Attributes

2. In ChannelAdvisor's export screen, click "Unselect All."

NOTE: The list comes preselected. These are ChannelAdvisor defaults and have

nothing to do with us.

i # Home | ChannelAdvisor x

€ C | Culpifrarmin miaacsis Gajmm )
i Apps € attmeil [Ensaisuiiintin acCapn Caplre

Marketplaces

ors and 578 unread Warnings. Read Detals

Orders/Transac: tions | Checkout | Customer Service Console | Customers

Paid igssnimincSaisii MeeiCap Eapinne s

hipping | Settings
All Sales | Refunds | eBay Unpaid iems | Outstanding Payments | Wanase Paymen g MY muiii. i s

sl

Reports

Capinniresd wiith WlacdCap Capyiuin:

3. Select the following items by clicking on the box to the left of the item.

(The list is in alphabetical order.)

Buyer Company
Buyer E-mail Address
Buyer First Name
Buyer Last Name
OrderID

Shipping Addr 1
Shipping Addr 2
Shipping City
Shipping Country
Shipping Postal Code
Shipping Region
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4. When you have all those items selected, press the "Export" button at
the bottom of the screen. This downloads an Excel file that you can see

at the lower left of the screen.

uec
VAT Gift Wrap Cost
VAT Gift Wrap Rate
VAT Shipping

VAT Shipping Rats

Warehouse Location
warranty

Weight

Width

Open the Excel File

5. Click on the Excel file to open it.

Craypires] wiitlh MadCap Capiure vaT shisping

VAT Shipping Rate

rr—

Coapiin el vditfin

I T
Warranty

weight
wicth
Winning Bidder

@ Export | & Cancel

G channeladvisor_expo..csv T

h

Capliynesd] wiiih ladCap Capiune

R AR S M e

Coaapimresd wiifh BlaciCap Capinine

& Show all downloads. x

e

Save Excel File As

Caypiin e it [l

6. In your open Excel do a "Save As" from the file menu.

PMicrosoft Excel non-commercial use

e

Save a copy of the document
ﬁ'\' Excel Workbook
ol | Save the file as an Excel Warkbook.

= [Excel Macro-Enabled Workbook

3| Save the workbook in the XML-based and
matro-enabled file farmat.

] Hew

~
7 Qpen

H Save
L

cel Binary Workbook

sve the workbaok in 3 binary file format

Eptimized for fast loading and saving.

Excel 97-2003 Workbook

i | Save a copy of the workbook that is fully
compatible with Excel 37-2003,

Erin

G| Prepare v [y OpenDocument Spreadsheet
Save the workbook in the Open Document
Format.

_ﬂ Sengd »

o PNFor XPS

W View
! . n maa
;| B | =" Wrap Text General h‘—ﬂ 3{1
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| BERK]| X Merg B 0| Earmatting v as Table = St
Alignment Number fa Styles
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11413 US Alaa Toonsi
29801-321Us Chantel Sweeney
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7. The file must be saved as:

File name: channeladvimr_expu:urt.csr.ni

Save as type: ’CS‘H" (Comma delimited)

8. Excel will ask you a series of questions when you do this "save as."
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g e e
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Close Excel File

9. Close the file using the file menu>Close or <Ctrl>+W. Again it will ask
you questions and you answer "Save" to the first one and "Yes" to the

second one.

TR0 LS
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g e e
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That's it! You have exported and saved the addresses to import into Dazzle! The
next step is to open Dazzle and import the file you just created.
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How to Import Addresses in Dazzle

This is the final step for importing addresses for the current orders into Dazzle
(our mailing software). At this point you should have already logged in to
ChannelAdvisor, selected the appropriate arders, exported those arders to
Excel, and Saved the Excel file for Import.

Open Dazzle

1. Double click on the Dazzle icon on the desktop of the main office
computer.

Open the "Address Book"
2. With Dazzle open, click on the "Address Book" tab.

Open the "Import” Pop Up

3. Inthe Address Book, click on "File" in the upper left of the menu bar.
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4. Click on "Import" from the drop down menu.
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Choose the File to Import

5. Type the file name "channeladvisor_export.csv" into the file name
box.
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HINT: When you start typing "chan...." you'll see a list of files that all start with
"channeladvisor" instead of typing the whole name, you can choose the filename
from the list but it must be the one without a number and with the . csv extension.

6. Check that the "Files of Type" box says "Text Delimited."
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Import the File

7. Click "Open" to the right of the "File Name" box.
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8. A Pop up screen will appear, click OK.
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Congratulations! You are done! The addresses are in Dazzle and will be ready
when we are ready to post.
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