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= |Import Iltems

This section will be accessed while clicking on the icon = in the icon bar, or directly out of
the quick order entry section o ==>  [#gactews

With the import functionality many items may be imported into ENDORSIA with one step.
Lists with up to 500 items may be created in the companies own ERP system and imported
to the marketplace. As from now they can directly be added to the shopping cart and
ordered. Double entry of items will be avoided with the processing of multiple line items at
once.

Tip: Often recurring products can be imported and archived in shopping lists,

sorted according to different criteria, such as product groups, schedule
orders, and so on. This saves repeatedly search for the same items.

On the first screen a description of how to create a list is displayed:

Impartitemns by selecting the Browse button below. Locate the .(CSV (comma delimited) file that contains your line itern information.
Then Import File to add items to the Quick Order Screen, where imported itermns can be added to your cart.

Import Line ltems

Select File to Import: Durchsuchen... Select delimiter: I Comma Vl === | Impott File

How to create a file for import

You may import .C3Y (comma separated value) files, also known as comma delimited files. You can create .C3Y files in various ways, including any standard spreadsheet software.

If you are using Microzoft Excel, start by downloading the Excel template below and saving it to your computer. After opening the template in Excel, enter each line tem on a separate row. Only
one part number type may be designated for all parts within the template. For example, you may enter inall vendaor part numbers or all customer part numiers, but you may not enter in a mixture
of vendor and customer part numbers within the same template. You may hide templste columns that you are not using, but do NOT delete coluimns or atter column labels.

\Wwhen the spreadsheet iz saved az a CSY file, it will automatically insert commas into the file where necessary.

1 Mir. Part # VWendor Part # UPC/EAN Cust Part# Quantity Pack Code Required Date Comments Add. Ref 1 Add. Ref 2
(DD-MM-YYYY) (Max: 500 characters)

2 |B6208 23|Each 02-08-2003 Line tem comments here (REF1 REF2

3 [B210-BA S 1210 02-08-20035 Line tem comments here [REF1 REF2

4 [5505 3012 02-08-2005 (Line tem comments here (REF1 REF2

5 [9505-5 100|Each 02-05-2005|Line tem commerts here |REF1 REF2

6 [4306-B 13012 02-08-2003 Line tem comments here (REF1 REF2

Click here to download a copy of the Excel template.
Please right click on the link and select save target as, to save the excel template fie

When using any other method to creste s (CSY file for import, make sure to follow the steps and fornat described above. Each line tem should be on & separste rowe. If & ine tem does not
contain & valus for each column in the template, a comma should be inserted as a placeholder for each missing valus.

then the following steps are required:

¥ ¥ ¥ ¥

open the Excel template by cIicking on the link Click here to download & copy of the Excel template.
then the system request ,open’ or ,save’ — the file may be opened directly.
the file contains macros, they need to be activated by clicking the respective button.

now the excel file opens

g =i </ S o S S - l H L A ]
. Select Field Defimiter e The o DET f
Save for OCS impart i.... HELP r sottware
Req Date |
Mfr. Part | Yendor Part |UPCIEA | Cust. Pack |~ =
SNE E ] Part & Oty Code i Comments Add_Ref1 | Add Ret 2
2 5208 ] ] | #5 | Each | 1aM2004 | Lineitem comments inserted here art LarzA
_ 3 |E20-BAG 12 n 1312004 Line item commenits inserted here ark2 ar2-2

select a field delimiter
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» in column G the date format must match the format that is used in ENDORSIA.
» delete all data that is entered from line 2 on, it’s just an example.

+ item description will be entered in column B, the required quantity in column E and the
required date in column G. The entry of a pack code in column F is optional, this field can
also remain empty.

5| B L T g [ E T F I H [ I I J
Setect Field Delimiter HoreThe date MAUSET f
Save for OCS import c— = HELF r So tware
Req Date l
Mfr. Part | Yendor Part |UPCJEA | Cust. Pack | T =
1|8 ] N Park § Gty Code Ll Co s Add. Ref1 | Add. Ref 2
= HEIZI0E 15 o 10.11,2008
A NA4300 I | 10azo0e
4 | GEBIDO F s 10.11.2006
5 HEINDE "o 09.12.2008
8 | ZM25 | | I | | 09122008
T

» save the list on the PC/workstation:

Sawe For OCS import

Important: Please do only save via the button

> system disp|ays a Confirmation https:/ endorsia.mro.comfendorsia. mro,comfhelpfenUsiquick_import saved.

6 records,

» back in EDORSIA the saved file can be selected in the first line of the import item screen.

Import Line tems

Select delimiter: I Comma Vl === | Import File

» the selected delimiter must match the one that was choosen before in the excel list.
» for the import click on | MpartFile
Complete the Quick Order Torm by entering in the part numhber and quantity for all iterns.

You may alsoimport items in to Quick Order from a spreadsheet or other sources, | snoont fems
Maote: Previously entared line items must be added to your shopping cartflist before imporing items.

Select type of part Zyou will be entering: Wendor Part # x| an character Search: ™

ltems To Be Added

ClearLines || Delete Selected ltems Add to Cart || Add to Shopping List Froceed to Checkout
Da{e Red /el 2 0a2005 8 | Apply Req, Date
Display: 10 &1 (20) Result Page: [4]12 [
Line | hem # Oty Pack Code Req Date Comments Message Delete
DD-MM-YYYY
10 |[wionoe |25 | Ja0-10-2005 | [+]
I
2 [0 |radson jrz2 | Ja0-10-2005 | [+]
I
3 [ ||ges0do [0 | J15-09-2005 || [+]
FIE
4 |fsia12sa4 2 | |24-09-2005 | [+]
= AN

» the list will now be added to the system in the quick order entry screen. From this screen
it may be added to the shopping cart and processed as order, or it may be saved in a
shopping list for repeated use in future.
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