Loading Requisitions

Format of Excel Spreadsheet for the initial load of a Requisition

	Counter Column
	Ext. Cust No.
	Req. Name/ No.
	Category
	Ext. Prod. No.

	1
	111111
	BASE
	 
	ACC70021

	2
	111111
	BASE
	 
	ACC70022

	3
	111111
	BASE
	 
	ACC72020

	4
	111111
	BASE
	 
	ACC72050

	5
	111111
	BASE
	 
	ACC72100

	6
	111111
	BASE
	 
	ACC72380

	7
	111111
	BASE
	 
	ACC72580

	8
	111111
	BASE
	 
	ACM125C7

	9
	111111
	BASE
	 
	AMP23000

	10
	111111
	BASE
	 
	AMP25270


Format of Excel Spreadsheet for subsequent loading of Categorized Requisition

	Counter Column
	Ext. Cust. No.
	Req. Name/No.
	Category
	Ext. Prod. No.

	1
	111111
	BASE
	BANK
	BLK1340416ZE

	3
	111111
	BASE
	BANK
	DIE50301A

	4
	111111
	BASE
	BANK
	DIE50302A

	5
	111111
	BASE
	BANK
	DIE50302B

	6
	111111
	BASE
	BANK
	DIE50379T

	7
	111111
	BASE
	BANK
	DIE50482A

	8
	111111
	BASE
	BANK
	DIE50483A

	9
	111111
	BASE
	BANK
	DIE50496B

	10
	111111
	BASE
	BANK
	DIE50500A

	11
	111111
	BASE
	BANK
	GLKP72755

	12
	111111
	BASE
	BANK
	GLKP73155

	13
	111111
	BASE
	BANK
	MMF231032806

	14
	111111
	BASE
	BANK
	MMF2311006

	15
	111111
	BASE
	BANK
	NOR73609

	16
	111111
	BASE
	BANK
	POLYBAG

	17
	111111
	BASE
	BANK
	PPANDE1013

	18
	111111
	BASE
	BANK
	RIF86W

	2
	111111
	BASE
	BINDER
	PNBBINDER

	3
	111111
	BASE
	BINDER
	WLJ36234W

	21
	111111
	BASE
	BINDER
	WLJ36814NB

	22
	111111
	BASE
	BINDER
	WLJ36814NBL

	23
	111111
	BASE
	BINDER
	WLJ36814NR

	24
	111111
	BASE
	BINDER
	WLJ36814NW

	25
	111111
	BASE
	BINDER
	WLJ36844NB

	26
	111111
	BASE
	BINDER
	WLJ36844NBL

	27
	111111
	BASE
	BINDER
	WLJ36844NR

	28
	111111
	BASE
	BINDER
	WLJ36844NW

	29
	111111
	BASE
	BINDER
	WLJ36849NB

	30
	111111
	BASE
	BINDER
	WLJ36849NHBL

	31
	111111
	BASE
	BINDER
	WLJ36849NHR

	4
	111111
	BASE
	CARD
	ESS31

	5
	111111
	BASE
	CARD
	ESS41

	6
	111111
	BASE
	CLIP
	ACC72020

	7
	111111
	BASE
	CLIP
	ACC72050

	36
	111111
	BASE
	CLIP
	ACC72100

	37
	111111
	BASE
	CLIP
	ACC72380

	38
	111111
	BASE
	CLIP
	ACC72580

	39
	111111
	BASE
	CLIP
	OIC93690

	40
	111111
	BASE
	COIN
	MJM2310319W06

	41
	111111
	BASE
	COIN
	MJM240020207

	42
	111111
	BASE
	COIN
	MMF231032806

	8
	111111
	BASE
	COIN
	MMF2311006

	9
	111111
	BASE
	COIN
	PMC51901

	45
	111111
	BASE
	COIN
	PMC51905

	46
	111111
	BASE
	COIN
	PMC51910

	47
	111111
	BASE
	COIN
	PMC51925

	48
	111111
	BASE
	COIN
	PMC53001

	49
	111111
	BASE
	COIN
	PMC53005

	50
	111111
	BASE
	COIN
	PMC53010

	51
	111111
	BASE
	COIN
	PMC53025

	52
	111111
	BASE
	COIN
	PPANDE1013

	10
	111111
	BASE
	COMPUTER
	FEL99790


· Clear your hold file to accept the new data.  At ECL: enter

CLEAR-FILE DATA REQU_HOLD

· Select RUN then EXPORT FILE… from the Wintegrate Menu.  

· Locate your Excel 4.0 or .CSV file by clicking on the “BROWSE” button.  

· In the HOST FILE box, enter the name of the hold file REQU_HOLD.  

· Click “OK”. 

· Count the hold file to assure that all records are loaded to the file.  To do this, at ECL: enter

COUNT REQU_HOLD

· Run Menu –25.2.8 to load the Requisitions from the HOLD file into VisionE

Once complete, begin again from the first step (clearing the hold file) and run the program to load the requisition with the categories next.  Remember, you must load the requisition without categories first, and then load the categorized requisition.

TROUBLESHOOTING

While the Requisition loading program is running, you will see a series of numbers and the word “processing” and /or your category names on the screen.  

If you are immediately returned to the colon “:” prompt, then one of the following is the problem:

1. The Excel spreadsheet is not in the proper format.  See the first sheet for the proper format. Then clear the hold file and load the requisition to the hold file again and rerun the program.

2. You have loaded a requisition with categories before loading the master requisition list.  If this is the case, clear the hold file and load the non-categorized requisition first.

3. You did not select the hold file before running the loading program.  At ECL: enter

· SELECT USOPNET_REQU_HOLD

· RUN BP.FIX USOPNET.REQU.LD

4. You may have mistyped the name of the hold file or program. Re-enter the commands paying close attention to what is being entered.

5. The External Customer Number in the requisition does not exist.  Check in Customer Master Maintenance (Menu 12.2.2) to confirm that the customer exists.

6. The requisition name/number already exists for this customer.  If this is the case you will have to delete the old requisition.  You can do this through the Requisition Maintenance menu (25.2.2) and delete the requisition and each category OR contact your IT person to do this for you.

On occasion, your spreadsheet may contain more products than the loaded requisition.  This can happen because the requisition loading program will not load products that are not in the product master file. 
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