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1. Start on the OrderDog portal. Navigate under “Purchasing”, and select “Purchase 

Orders”. 

 

2. Under “Helper Tools”, select the “Po File Import…” option. Select “Next” on the pop-up. 
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3. Press the “Select” button to choose the file you wish to upload, like a .csv file or .txt file. 

You can upload more than one file at a time by pressing “Add” and selecting additional 

files. Once you’ve selected the desired file(s), press “Start Upload”. 

 

4. Confirm that your file has been uploaded by noting the confirmation text that should 

appear on the left side. When you have confirmed that your order has been uploaded, 

close the import window. 
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5. You can now see your newly uploaded order(s) here, along with any other current 

orders. 

 

6. Click on the pencil icon next to your new order to edit and review it. 

 

7. When you are ready to send the order, click “Send Order”. 
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8. Click “OK” on the confirmation send screen. Once your order has been sent, you can exit 

out of this screen. 

 

YOU’RE DONE! 
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If you have any questions or concerns regarding this tutorial, 

or any other inquiries, please feel free to contact us at: 

 

Email: support@orderdog.com 

Call: 1-866-673-3736 

Our hours: 8 AM – 6 PM CST 

Monday – Friday 

After Hours Support Available 

 

Visit our website for more tutorials and resources: 

https://orderdog-inc.kayako.com/ 
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