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4. Upload File - CIF and .XLS Catalog

▪ Select “CIF” as your File Type format by clicking 
the pull down menu and selecting the option.

▪ Select your Catalog File, by clicking “Browse” 
and selecting your catalog file.

▪ If your Excel file is too large, you will need to convert it to 
a CIF. See “Creating a CIF from an Excel File” within the 
Troubleshooting and Updating Catalogs guide.”

▪ After you have selected your File type and 
Catalog file, click the “Submit” button.

4. Upload File - CMS (.XLSX) Catalog

▪ Select your File Type format to “Excel” by 
clicking the pull down menu and selecting the 
option

▪ Select your Catalog File, by clicking “Browse” 
and selecting your catalog file.

▪ Load any Images or Attachment files by clicking 
“Browse” and selecting your zipped folder.

▪ After you have selected your File type and 
Catalog file, click the “Submit” button.

▪ As your Catalog loads, you will be taken back to 
the Customer Catalogs page.
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