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e  Receive the TriMega preferred supplier keyword search file

e  Keep only the first four columns of the spreadsheet:

1. Company - this is the 3 letter vendor code

2. Item Number - item number without prefix

3. Rank - Use this to rank each item within a category; 1=highest rank in search
4. Action - A = Add item; C = Change item; D = Delete item

e Save the file as a CSV (comma delimited *.csv) file

e Upload the file using the Merchandising Product Import tool (see snip below)

e If you know how to get this to step great! If not, please refer to pages 3 through 9 for detailed instructions.

Site Config Product Management Consumer Config Consumer Admin Site Info

AdminSite Merchandising Product > Import m
AdminUsers Merchandising Product Import
- ——————————————————————————— —————————
eProcurementadmin fl—ns ——————
Select File View [ Validate | Import ltems Finish
CustomerAdmin
CustomerSettings For the best performance, please limit the import list to 1,000 items.

You may add Merchandising Product ltems by importing a file containing the items, entering the items manually, or both. Each item

FlyerMamtenance should be placed on its own line in four columns. The columns are:

GlobalSettings

1. Company
MarketingTools 2. ltem Number o

3. Rank (Use blank in case of Non-Ranking list)
Merchandising Products 4. Action (Use A for Add, C for Change & D for Delete)
Merchandizing Product Logs Each column is separated by the delimiter you select in the "Field Delimiter” box.
s This same format applies to items imported in a file as well as items manually entered into the text box below.
Web Specials Field Delimiter
T e LR @ Comma (), Space (, Tab (, Pipe
eContentTools

Import ltems from File Manually Enter ltems
SiteCustomizing
O B You may also enter items manually by entering each item

Sitelnfo  Browse | 4 e cton

on a separate line using the delimiter selected above to

ECinteractivePLUS® | Add | | Deete | separate each field.

SiteStats || My file has a header row

Rewards
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e The Merchandising Product Import Tool can be found by clicking on “Merchandising Products” under the
MarketingTools tab located on the left side of the ECl admin site.

e  You then want to create a new ranking icon. To do this, click on the “Add new Icon” button.

e Please note that you can only have one ranking icon per site. So, if you already have one, you do not need
to complete these steps.

L= ~—Tretrt Tt T T

Site Config Product Management Consumer Config Consumer Admin Site Info

AdminSite Manage Merchandising Product

AdminUsers

Cla CENEELVER LY You can add and edit priority icons here.

CustomerAdmin [ Add newrlcon [ Refresh lcon list

CustomerSettings

| Mame Rank

FlyerMaintenance ‘

Trikizgz Prefered M/A

GlobalSettings

Kelly's Bezt Deals M/A

MarketingTools

R E
t 2R IR
SESEY

ranking icon

Merchandising Products
Merchandizing Product Logs

Enable and Synchronize Existing Ranked Products Nowv.
Prefamrad Items . —

Disable Existing Ranked Products Now.
Web Spacalz

Last Sync Status: Ranking List Availability: - ECP Available
SPR Spotlight ltems Management

eContentTools

SiteCustomizing

Sitelnfo

ECinteractivePLUS®
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e  Within the new ranking icon screen, you want to give your new ranking icon set a name and then choose

the choose the icon you want. Most users will just choose the Default Icon image.

e  You then want to be sure that the “Is Ranking lcon” check box is checked.

AdminSite

AdminUsers

Manage Merchandising Product

Map Products

CECMEL LRI You can add and edit priority icons here.
CustomerAdmin [ Add newlcon [ Refresh lcon st
CustomerSettings
. ‘ ‘ Name ‘ Image Rank
FlyerMaintenance
MName: |Test |
GlobalSettings Load Icon Image: NG file chasen
MarketingTools ® 41
Default lcom: = &
Merchandising Products [
e henicns et o Is Ranking lcon:
erchandising gs -
Link Type:
retradiems P T ——
Web Specials =@
SPR Spotlight lems Manag @ x TriMega Preferred MiA
Ef b4 Kelly's Best Desls Al N7A
eContentTools
@ x ranking icon "‘{: 1
SiteCustomizing

Sitelnfo

Enable and Synchronize Existing Ranked Products Now.
ECinteractivePLUS® ; L.
Disable Existing Ranked Products Now.

SiteStats . . — o
Last Sync Status: Ranking List Availability: - ECP Available

Rewards

e You then want to create a new ranking icon. To do this, click on the “Add new Icon” button.

e Please note that you can only have one ranking icon per site. So, if you already have one, you do not need
to complete these steps.

e Once you ‘ve named your new ranking icon set, click on the “Map Products” button.
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e You then be taken to the next screen will you select your icon (which is the one you just created).

e Once selected, click on the “Import” tool.

AdminSite
AdminUsers
eProcurementAdmin
CustomerAdmin
CustomerSettings

FlyerMaintenance

Site Config Product Management Consumer Config Consumer Admin Site Info

Manage Merchandising Product

Map Products

Select an icon from the dropdown list below to assign to a specific item. (Mote: You cannot assign "
item.) Item rank can be either blank or any number between 1 and 99992, while 0 is not a valid rar
is mapped to an icon, only its Rank is allowed to be edited.

The Quick Edit button will enly display if there are less than 250 items in the grid below and z ranki

GlobalSettings Select an icon: | Kelly's Best Deals n
PN

MarketingTools [5F Add new Item @njﬁ Refrash Item list
Merchandising Products

Item # Description :
Merchandising Product Logs

I &2
Prefamed [tams

Mo records to display.

Web Specials
SR Spotlight ltems Management

eContentTools

SiteCustomizing

Sitelnfo
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e  You are then taken to the Merchandising Product Import Tool screen

1. Company - this is the 3 letter vendor code

2. Item Number - item number without prefix

3. Rank - Use this to rank each item within a category; 1=highest rank in search

4. Action - A = Add item; C = Change item; D = Delete item

e Save the file as a CSV (comma delimited *.csv) file

e Upload the file using the Merchandising Product Import tool (see snip below)

e Click on Browse to search for the First in Search template that you have saved on your desktop.

e Be sure to check the box next to the file name otherwise it will not laod

o Also be sure to check the box next to where it says “My file has a header row”

e Then click “Next”

eProcurementAdmin

CustomerAdmin
CustomerSettings
FlyerMaintenance
GlobalSettings
MarketingTools

Merchandising Products
Merchandising Product Logs
Prefenzd Itams

Web Specials

SOR Spotlight ftems Management
eContentTools
SiteCustomizing

Sitelnfo

ECinteractivePLUS®

Merchandising Product > Import m
Merchandising Product Import

——————————————————————————— ————————————————

Selact Fila Wiew /validata | Import ltems Finish

For the best performance, please limit the import list to 1,000 items.

You may add Merchandising Product ltems by importing a file containing the items, entering the items manually, or both. Each item
should be placed on its own line in four columns. The columns are:

1. Company
2. Item Number

3. Rank (Use blank in case of Non-Ranking list)
4. Action (Use A for Add, C for Change & D for Delete)

Each column is separated by the delimiter you select in the "Field Delimiter” box.
This same format applies to items imported in a file as well as items manually entered into the text box below.
Field Delimiter
@ ©Comma (, Space (), Tab |, Pipe
Import ltems from File Manually Enter ltems
l : ;;19 First-in-Search Templz | Browse You may also enter items manually by entering each item
on a separate line using the delimiter selected above to

e | [ e | separate each field.

|#| | My file has a header row

el

[Cancet X ext )
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e Next you will be taken to a screen where you will validate your items

e |Fyou already have a ranking icon set, it will not allow you to rank the same items twice.
e If thisis a new ranking icon set you will see a listing of item numbers in the first column.
e Click on “Validate”

e If you are updating an existing ranking icon set, you may get errors on items that already exist in your rank-
ing set. It will show validate next to any items that are unique and that can be added to your ranking.

Merchandising Product > lmport
Merchandising Product Import

Select File Wiew | Validate § Import ltems Finish

‘& Some items will not be imported. Please note the line number below, along with the error, correct them and try again.

Line Number Error Data Source

| [ & | |l [F2

926 This item slready exists. HOD, 12414

Review the results of your impaort in the grid below.

Click the Validate button to run validation on the items in the list.
Click the Next button to prepare to import the results into your system.
Click the Previous button to go back where you can reimport or Cancel.

Passed: 1,381  Failed: 1,492

| Valid | Company Number | Rank | Action
b ST A8F sC1153R8 1 Add
® v ACI 1100 1 Add
b S Azl 1110 1 Add
W v ACl 1118 1 Add
e ACI 1122 1 Add
R v ACI 1210 1 Add
W e ACl 1423 1 Add
R v ACl 1510 1 Add
® - ACI 1558 1 Add
H o veia AZl 1500 1 Add
® - ACl 2100 1 Add
R v ACI 2101 1 Add
R v ACI 2102 1 Add
W v ACl 2105 1 Add
k4 Walid el R 1 Brd
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e Once validated, click on the “Import” button. You should get the below message:

Merchandising Product > Impart 'm
Merchandising Product Import

Seisct File View [ Vaiigate | Impart Items Finish

Review the results of your import in the grid below.

Click the Validate button to run validation on the items in the list.
the Next button to prepare to import the results into your system.
Click the Previous button to go back where you can reimport or Cancel.

Validating Items

E ]

Validating items; 284 of 1381

Elapsed time: 00:01:135

i

e You will then get a message saying that your items have been imported. There may be some items that do
not get accepted. This could be due to ECI not recognizing the item(s).

e Next, click on “finish”.

e  You will be directed to the below page, click on “Continue”

Site Config ~ Product C Config  Ci Admin  Site Info

Manage Merchandising Product
Co

e

Map Products

Select an icon from the dropdown list below to assign to a specific item. (Note: You cannot assign "all Icons” to al
item.) Item rank can be either blank or any number between 1 and 99999, while 0 is not a valid rank. After the it
is mapped to an icon, only its Rank is allowed to be edited.

The Quick Edit button will only display if there are less than 250 items in the grid below and a ranking icon is sele

Select an icon: | ranking ican .
[ Addnew hem [ Import [T Refresh Iemlist
1 Products
Item # Rank Description image
Sroduct Loge ‘ ‘ |

Wirsbound Telephane Message Book, Twa-Part Carbonless,

B | &  assscrisme 1 4]
200 Forms

@ | 9 | acnim | P eE e R s B
Capacity, Blace/Gray
InPower Spring-Fowsrzs 7 Desktop Stapler, 28-Snest

@R o | noousr Spring: Pouarea remium Desoop Sl -Sheet |y
Camacity, Blace/Siiver
InFower Spring-Fowsred Pramium Desiiop Stspler 28-Shest

R acns 1 prna o Al
Capacity, Blus/Siiver

# R s | s spring: Povsrae Deiop taper 20 Shest apicty. |y
Blue

@ | 3¢ | acoo | Spring-Powered Premium Heavy-Duty Scapler. 65-Sheet A
Capacity. Blsce/Siiver

@R s | Irpi Spring: Powerea Dsttop Srplr, S, 0t |y
Capacity, Black
InJoy Spring-Powsred Stapler, 20-Shest Capacity.

@ | R | acnsio s o Spring-Powsred Compact Stapler sty
Black

@ R e | Pano Min Saplr. 2.t apacty Asorsa Tansisart | g
sex 5

@ | 3¢ | acom | 2 Sqeeze Threa-Hole Punch 12-Shaet Capaciey A
Black/Silver

[ @[1]z23 458678850 .00 1382 items in 139 pages
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e Thelast step is to click on the “Enable and Synchronize Existing Ranked Products Now” link

Site Config Product Management Consumer Config Consumer Admin Site Info

Manage Merchandising Product

Map Products

You can add and edit priority icons here.

[H Add newlcon (=) Refresh lcon list
‘ | MName Image Rank.
brMaintenance
[ 9 Tivege prefered & N/A
@ x ranking icon “{:{ 1
andising Products
Enable and Synchronize Existing Ranked Products Now.
indizing Product Logs
Disable Existing Ranked Produ -
xd Itzm
. Last Sync Status: Synchronization complete.
recials
otlight ltems Mzanagemant

Next click on “Yes” when it asks you to if you want to synchronize now. Please note this may take several
minutes.

Site Config Product Management Consumer Config Consumer Admin Site Info

Manage Merchandising Product

Ranking your products requires communication with your enhanced content provider which may take
several minutes.

Are you sure you want to synchronize your ranking information now?
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ECI will then give you a message saying that your request to sync has been sent successfully. Click on
“Continue”.

ECI - Support Test Site Te n

Site Config Product Management

Consumer Config
Manage Merchandising Product

Consumer Admin Site Info

Your reqguest to sync has been sent succassfully

e Lastly, you should get the message below stating that the synchronization completed successfully. Please

allow the process to run over night and then check to be sure your rankings are working properly the next
morning.

Site Config Product M

C Config
Manage Merchandising Product

You can add and edit priority icons here.

Consumer Admin Site Info

[5l Add new lcon [} Refrach lcon list

| | Name
@ x TriMega Preferred
@ x ranking icon

Rank

N/A

Image
A3
A

Enable and Synchronize Existing Ranked Products Now.
ctLogs
Disable Existing Ranked Products Now.

Last Sync Status: Synchronization complete successfully.

lznzgemant

10




