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User Guide 

Bulk Upload Items 
  
The following steps illustrate how to do a bulk upload of items in a hosting plan. 

 

1. At the top section of a hosting plan, click on the “Download template for bulk upload items” link. 

Note: Before uploading the items, note the number of slots purchased in the hosting plan. In this 

example, 50 slots are available. 

 
 

 

2. Click on the link to open the Excel template. 
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3. In the Excel template, fill in all the relevant information of the items you wish to upload. Then click 

“Save”, followed by “Close” to return to the hosting plan. 

 

Note: After you have downloaded the Excel template, you can fill in all the item information (i.e. item 

description, category, etc.) offline first. Revisit the hosting plan later to do the uploading once you 

have finished filling up the Excel template. 

 

 
 

 

 

4. To upload the finished template, click on the “Bulk Upload” button. 
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5. Read the instructions on how to upload files. You can drag the file you wish to upload and drop it 

within the grey box shown or click anywhere within this box to select the document to be uploaded. 

 

 
 

 

6. Select the Excel file you had saved. If you wish to upload any images, select the zip file containing the 

images. Click “Open”. 

Note: All image files must first be packaged into a zip file before uploading. 
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7. The file(s) will be uploaded automatically. Click “Ok” when the status is indicated as “Uploaded”. The 

uploaded file(s) will be processed. 

 

 
 

 

8. Back at the Hosting Plan Information page, notice that the number of slots available has been 

reduced. This indicates that a number of items had been uploaded. (In this example, the number of 

slots has been reduced from 50 to 39.) 
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9. Under the “Item List” section, you can view the items uploaded. Notice the number of items uploaded 

is reflected. 

 

 


