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Dear valued customer,

Hereby, you will find a copy of our new “Order Sheet”.
This new “Order Sheet” was created to improve the processing of your orders. By using it, errors will be avoided and your orders will be processed more quickly.

When ordering with this order sheet, you will also benefit a discount of 2% on the total of your order.
1. Installation

The “Order Sheet” is a basic Excel template.
Copy the file to your hard drive at a place of your choice.
2. Excel & Macro Security

Our “Order Sheet” contains some macros. A macro is a small program that runs when you open and use the order sheet.

To be able to use the order sheet, you will have to allow Excel to run macros (By default, Excel will not allow to run macros).
To do this, follow the next steps:
Excel 2003 Users 

To be able to use our “Order Sheet” you should change the security level to “Medium”. (To do only once)
· Open Excel
· Go to the Tools Menu – Macro – Security as shown in figure 1.
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Figure 1



· The following window opens
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· Click on Medium and OK
· Close Excel


Excel 2007 Users 

A few steps are necessary to allow Excel 2007 to use Macros (to do only once).
· Open Excel
· First you have to enable the developer menu.
To do this, Click on the big “Office” button on the top left corner of your Excel window.
Now click on the Excel Options button
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· The options window will open
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· Click on the Trust Center item on the left side of the window
· Now, on the right side click on the Trust Center Settings… button
· The following screen will pop up
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· Click on the Macro Settings item on the left side of the window
· Now, on the right side check the Disable all macros with notification… button
· Click the OK button to close this window
· Click on the OK button again to close the previous window
· Close Excel
3. Open the Order Sheet

To create a new order, double click on the “Order Sheet” file you saved earlier.
Excel 2003 Users 

Excel will show you the following warning message
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Click on the Enable Macros button


Excel 2007 Users 

A warning message about the macros is displayed on the top of your screen (Security Warning Macros have been disabled).
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Click the the Options… button at the right of the message. The following screen will appear:
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Click the the Enable this content button.
Click on the OK button to close the screen.

The security message will disappear and you can now start to use the order sheet.
4. Using the Order Sheet – Create your order

The order sheet has the following columns in it:
· Page		The page of the catalog where you can find the item
· Code		The product code of the item
· Size		A list with the available sizes
· Col./Des. 1	A list with the available colors or designs
· Col./Des. 2	A list with a second  possible color or design
· Description	A short description of the item
· US$/Pce	The unit price in US $
· Qty		The quantity you wish to order
· Total		The total amount for this item
· Comment	Your special comments for this item

All items are sorted by page number.

To order an item, go to the row where you see the item and click on the product code or anywhere else in this row.

Depending on the item, you will have to specify the size, color or design 1 and color or design 2.
The order sheet shows you which column you need to fill by showing select a value in those columns.
If there is already a value in the columns, it means that there is only 1 available value.

Look at the following examples:

Page 21 – BK-BFTN-10
The size is shown because there is only one size and no colors can be chosen
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Page 11 – JBL2S
The size and col./des. 1 needs a value
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Page 25 – BK-JBBN-3
There is only one available size, but you need to select a color.
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Page 32 – TCJBL
Here you will have to select a value for the size, the col./des. 1 (Titanium colors in this case) and col./des.2 (Crystal colors in this case).
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Now click on the columns where you see “Select a value” and choose what you need. Notice, that at the end of each list you will find the “MIX” value if you want a mix of sizes or colors.
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When this is done, enter the quantity you want to order.
A new row for this item will be created automatically in case you want to order the same item with different values.

The “total” fields at the end of your order sheet will be updated with the total ordered quantities and the total amount of your order.

You can also put a special comment for the ordered item.

To cancel an ordered item, just put 0 in the quantity column.

When your order is finished, just save it as a normal Excel file and send it back to us by emailing it to steelandsilver@yahoo.com .


We thank you for your time and interest and hope you will enjoy using this new feature.

Don’t hesitate to contact us if you encounter any problems or difficulties.



										The Steel and Silver Team
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