PLEASE READ!

Instructions for using the GiftTree Excel Multiple Orders Spreadsheet.

The fields labeled in RED are required.
1) Open the file gifttree_order_form.xls

2) Save file on your computer using your company name for the file name (Example: gifttree.xls). 

3) Enter the following information into the corresponding columns:

Product # - Product #’s are located on the product detail pages throughout the site and in our printed and online versions of the catalog. (Example: 2421 or 5094S)

Quantity – Enter “1” if sending multiple quantities to different addresses. Enter a greater quantity if sending multiple quantities to the same address. 

Ship Date – Please format date as follows 10/30/2005. (Note: We do not make deliveries on Sunday. Saturday deliveries are available at an additional surcharge.)

Ship Method – Ground, 3day, 2day, Overnight. 

First Name – Recipient First Name. 

Last Name – Recipient Last Name. *First and Last name fields combined can be no greater than 30 characters.  

Company Name – If shipping to a business. *Company Name can be no greater than 30 characters.

Address1 – Recipient street address.

Address2 – Apartment #, suite #, floor, building #, etc. if applicable.

City – Recipient city.

State – Recipient state, please format using state abbreviation (Example: WA).

Postal Code – Recipient 5-digit zip code. Click here if you need to look up a zip code.

Country – US

Telephone – Example: 360-699-0772 (must be 10 digits)

Card Message – 150 character max, please include signature in this field. (Example: Happy Holidays! From GiftTree.com)

Notes – Any additional information.

Catalog Code – If you received a printed 2005 GiftTree Holiday Gift Catalog, please enter here. (Example: Snow)

4) Check spreadsheet for accuracy and save completed information.

5) Open email client, attach the saved XLS file and email to orders@gifttree.com and include any information you would like to relay to us in the email.  Be sure to include your contact and billing information in case we have any questions about your order.

