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Add Custom Order

Messages

To add a new message, you
will need to create a name
for the custom field

Under Level, using the drop
down box, choose whether
you want the custom field to
be visible to All Locations, Bill
-To, Ship-To, or Just Me
(private)

Click Submit to save new
messages. Once the Iltem
level fields have been creat-
ed, they will be listed in a

# / My Account / Order Level Fields / Order Level Fields: Add

Please add the custom field information below, and click submit to save your new custom value.

Mote: Required fields are indicated with an asterisk(*).

CUSTOM FIELD:
= *Name:
— Test

The mame of your custom field
# ] -
@ Level | All Locations
_ e associated: with your currently selected organization, billing address. etc.

My Billing Address ill become mandatory during checkout.

My Shipping Address

Required:

Restricted Values: lowed values for this field to a limited set of values.

Just Me

Enabie lne level splitting

W selemted purchasers will be ahie spln ling neme 1o allos mulple sets of sunom felds for sk ne

3>

- —=

I you wish to add or edit the default values for your customn fields, simply create at least one custom field, and then click "Download template file® to download a
csv file of the items you have previously purchased. You can open the file in Excel, or any text editor, and edit the default values for your custom fields.

DOWNLOAD TEMPLATE FILE « e

After modifying a downloaded item
button, and selecting your modifigffile. After the upload, all of the default values will be updated.

UPLOAD TEMPLATE AILE

# / My Account / [tem Level Fields / Item Level Fields: Add

Please add the custom field information below, and click submit to save your new custom value.

Note: Required fields are indicated with an asterisk(*).
CUSTOM FIELD:

*Name:

Tesﬂ

The name of your customn field

Required: [[] 1 checked, filling out this field will bacome mandatory during checkout.
Restricted Values: [ 1 clicked, you can restrict the allowed values for this field to a limited set of values.

plate with new default values for your custom fields, simply upload the file again by clicking the "Upload template file®

SuBMIT
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