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Introduction  
With the Buyer Managed Content feature, it is possible for a buying organisation to create and 

manage content on behalf of a supplier. This is useful if a supplier is resistant to managing their own 

content. 

To begin, create a new Agreement and select ‘Agent Agreement’ as the type, fill in the remaining 

required fields, and click the ‘save’ button: 

 

In the following screen, enter the supplier details. The ‘Ref’ field is a required field that will be used 

to uniquely identify the supplier.  

Important note: If you use DUNS numbers as the primary supplier identifier please ensure that the 

Supplier DUNS number is included in the Ref field. Failure to do this could result in a failure to 

transmit Purchase Orders to the supplier. 
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Once the supplier details have been entered, the content can be loaded. Click on the ‘Upload’ button 

to view the import page. 

 

 

On the import page, select ‘Content Loader Generated’ as the file type (recommended option): 

 

On the help text on the right-hand side, click the link to download the Content Loader spreadsheet: 

 

Open the Content Loader in Excel, you will need to click the ‘Enable Content’ button after opening: 

 

Your catalogue data will be inputted into this spreadsheet. This guide will show you how to load a 

basic catalogue, however, more detailed instructions can be found by clicking the ‘i’ button: 

  

To begin entering your data, click on the ‘shopping trolley’ button: 

 

You will be presented with a blank worksheet with data field names displayed in the top row (cells 

with a blue background are required fields). Hovering the mouse cursor over the field names will 
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show a tooltip providing guidance for filling in each field (indicated with a small red triangle in the 

corner of the cell). 

 

For the Unit of Measure field, click on the ‘bottle’ icon for a list of valid codes. 

Example codes would be EA for ‘each’ or BX for ‘box’. 

 

For the UNSPSC field, click on the ‘UNSPSC Codes’ button for assistance (version 19 and 8 are 

supported). Due to the large number of codes, detailed instructions on how to search the codes are 

provided in the worksheet. Codes can also be found online using a search tool: 

https://www.unspsc.org/ 

 

Once you have entered all your data, it must be validated to ensure no errors are present. Click the 

‘check’ button to run the validation: 

 

If errors are found, they will be displayed in a report. All errors will need to be addressed and 

resolved before the data can be exported. 

Once the validation check has passed, click on the file export button: 

 

An XML file will be created on your computer, save the file with a meaningful name in a convenient 

location. 

Note: Delivery Items, Price Breaks, and Price On Request items are not supported for Buyer 

Managed Content. 
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Once you have exported the XML content file, it can be uploaded. Click on the ‘Select File’ button on 

the Import page to locate the file on your PC. Once the file has been selected, the name of the file 

will appear in the text field. Click on the ‘Upload’ button to begin uploading the file. 

 

The upload may take a few minutes if large numbers of items are being loaded. If there are any 

issues with the content in the file, an error message will be displayed highlighting the problems. The 

file will need to be re-edited to address any problems and uploaded again. 

Once the file has uploaded successfully, a success message will be displayed, and you will be taken 

back to the ‘Manage Agreements’ page.   

To view uploaded items, click on the ‘View’ button: 

 

The items are displayed in a list. Click ‘Done’ to return to the ‘Manage Agreement’ page. 
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If there are mistakes in the content, simply create a new file using the Content Loader, and upload it 

again. Make sure to select the ‘replace’ option when importing the updated file: 
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Once you are satisfied with the content, click on the ‘Approve’ button: 

 

The content is now published to Marketplace. Users assigned to a View linked to this Agreement will 

be able to access this new content.  

Updating content: 
After content has been loaded and published, it is possible to amend or replace it. 

To add additional items, simply import a new file by following the ‘Upload content’ steps above, and 

select the ‘Merge’ option, upload and publish. The new items will be available alongside the original 

content. 
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