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Download and Upload 

1 

A. Login 

B. Click My Account 

C. Expand (+/-) Site Administration 

D. Click Advanced Account Management 

E. Click New Request 

F. Select the options you wish to download or 

update the data for (check the box) 

G. Select Download Data File (Read-Only) or 

Download Data File (Editable). Click         

continue button.  

H. A notification will state "Your request is  

being processed. You will be redirected 

when completed. Please do not close this 

page before completion." 

I. Below Actions, click Download Spreadsheet 

icon to open the Excel file. 

Note: If you only need informational data the 
process is completed. But if you wanted to  

update the data and want to modify/change it, 
open the spreadsheet, (See Updating Data on 
page 2). 
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2 
Updating Data Instructions 

After opening the Spreadsheet, you will notice 

that there are several sheets located at the 

bottom of the document that correspond to the 

category selections you made when creating 

your request. Each sheet can be modified by 

making changes to the existing data or by  

creating new data. Available sheets include: 

A. Instructions  

B. Users  

C. Locations  

D. User Location Access  

E. Catalogs  

F. User Catalogs Access  

 

A guide on how to use 

the tool, including an 

overview on the option-

al Macros available. 

All of the Users cur-

rently in the organiza-

tion with all user spe-

cific information. From 

this sheet, existing User 

information can be 

modified, and new 

Users can be added. 

All of the Ship-To Lo-

cations within the 

organization, with 

relevant information 

about each one, as 

well as Multi-Tier Ap-

proval information if 

applicable. 

Every User in the 

organization with the 

Ship-To locations 

they have access to. 

User location access 

can also be easily 

removed on this 

sheet. 

 A read-only list of every 

Catalog in the organiza-

tion with the catalog 

type and current num-

ber of items. 

Every User in the or-

ganization with the 

Catalogs they have 

access to and Catalog 

Approval information. 

User catalog access 

can also be easily re-

moved on this sheet. 
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