
Here’s an easy guide on how to submit your order on our corporate gifting portal seamlessly and quickly!  

1. Add to cart all the items you want to send this holiday season! Do not worry about quantities yet, 
you can choose quantities and/or differentiate the shipments later once you are in checkout. 
Consider this the full pool of your gift options and you can mix and match once you start uploading 
your recipient lists and choosing their corresponding gifts.  

a.  
2. You can now define what items go into each shipment and upload the recipient list for this batch.  

a. Click on “create recipient list”. (the upload template csv has been attached to this email) 

i.  
b. Your pool of gift options you previously added to cart will now be presented and you can 

choose the items and quantities for this first list of recipients. Keep in mind that everyone 
on the same recipient list will receive the exact same gifts. If you wish to send a shipment 
with different gift items, simply start a new recipient list.  

i.  

ii.  
3. Once you are done uploading all recipient list, you can continue to payment and that’s it! 


