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Quick Ordering Copy & Paste Guide 

The Quick Ordering Copy & Paste function makes it easy to enter multiple part numbers and 

quantities at once, saving you time when placing orders. 

1. What You’ll Need 
- A list of the part numbers (SKUs) you want to order. 

- The quantity for each part. 

- Access to the Quick Order page on our website. 

 

2. Preparing Your List 
Your list should be in a simple, two-column format: 

• Column 1: Part number (SKU) 

• Column 2: Quantity 

Example: 

100234   5 

200987   10 

300452   2 

✔ You can copy this from Excel, Google Sheets, or any text file. 
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3. Using the Quick Order Tool 
1. Go to the Quick Order page.  

 

 
 

 

2. Look for the Copy & Paste option. 

 

 
 

3. Paste your prepared list directly into the box. 

 

4. Click Add to Order. The system will automatically recognize the part numbers and 

quantities. 
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4. Reviewing Your Order 
- After pasting, you’ll get a notification that your items have been added to the cart. 

-From there, you will be brought to the cart page. 

- Double-check that all part numbers are correct. 

- Adjust quantities if needed. 

- If an item cannot be found, you’ll see an error message so you can correct it. 

5. Pro Tips 
- Keep part numbers clean: no extra spaces, dashes, or formatting. 

- Use tab or space to separate part numbers and quantities. 

- For large orders, break your list into smaller sections to make review easier. 

6. Troubleshooting 
- Invalid Part Number? Verify the SKU on our product catalog. 

- Error on Paste? Make sure your list is in the correct format. 

- Need Help? Contact customer support and share your order list for assistance. 

   That’s it! In just a few clicks, you can place bulk orders quickly and accurately using the Copy 

& Paste function. 


