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Overview 

Order Templates allow you to save a group of regularly purchased products for quick recall. Before ordering, 
you can reprice the products, adjust quantities and add the complete template to your cart. 

This guide explains how to create and use a template, add products from a product details page, remove 
individual products and delete a template that is no longer required. 

Order Templates can be created in two ways: 

Save the current shopping cart as a template 
Create a template from a product details page 
 

Note: Order Templates cannot be renamed. If a different name is required, create a new template and 
delete the old one. 

 

Create an Order Template from the shopping cart 
1. Add the required products and quantities to the cart. 
2. In the cart, click Save as Template. 

 

 
Click Save as Template in the shopping cart. 
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3. The Your saved order templates page opens. 
4. Enter a clear name for the new template. 
5. Click Save Template. 

 

 
Enter a name and save the new template. 

 

6. The new template appears in the saved templates list and is ready for future use. 

 

 
The new template is displayed in the saved templates list. 
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Add a product from a product details page 
1. Open the required product details page. 
2. Click Add to Order Template. 

 

 
 

Open the Add to Template window from the product details page. 

 

3. In the Add To Template window, choose Create a new template or Append to existing template. 

 
Choose whether to create a new template or use an existing template.  
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4.  For a new template, enter a name and save it. For an existing template, select the template from 
the list. 
5. Check the quantity and save the product to the selected template. 

 

 
Select the existing template from the drop-down list. 

 
The added product is shown in the selected template.  
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Open and place an order from a saved template 
1. Open the Dashboard and select Order Templates. 

 

 
Select Order Templates from the dashboard. 

 

2. Find the required template and click View. In this example, the Monthly template is selected. 

 
Click View beside the required template. 
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3. Click Re-Price to make sure the displayed pricing is current. 
4. Adjust the quantities as required, then click Update to save those quantities. 

 

 
Review the template, reprice it and adjust the quantities. 

 

 
The updated quantities and totals are displayed. 
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5. Click Add All to Cart. 
6. Click the cart icon in the top-right corner. 
7. Confirm that all template products and quantities are in the cart, ready to be processed using the 
normal checkout procedure. 

 

 
Add all products from the template to the cart. 

 
The template products are ready in the shopping cart. 
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Remove an item from an Order Template 
1. Open the Dashboard, select Order Templates and click View beside the required template. 
2. Find the product you want to remove and click Delete at the right-hand end of its row. 
3. Repeat for any other products you want to remove. 

 

 
Click Delete beside each product that is no longer required. 

 

4. Click Update to save the changes. The amended template is now ready for future orders. 

 
Save the amended template by clicking Update. 
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Delete an Order Template 
1. Open the Dashboard and select Order Templates. 
2. Find the template you no longer need and click Delete at the right-hand end of its row. 

 

 
Click Delete beside the template that is no longer required. 

 

3. On the confirmation window, confirm that you want to remove the template. 

 
Confirm the deletion of the selected template. 

 

4. The deleted template is removed from the saved templates list. 

 
The remaining saved templates are displayed. 


