LOADING USER ID’S 

User ID’s can be loaded into the TSH e-commerce system by formatting the data into an Excel spreadsheet, exporting to a hold file and running the upload program.  WARNING:  There is no error checking with the USER ID upload program.  It is very important to make certain that the appropriate Customer Master, Alpha Customer, and Ship-To files exist.  The User ID’s utilize fields within each of the preceding files and will load the data from your spreadsheet without checking if, for instance, the Customer Number or Ship-To is valid.

Format the data in a program like Excel and save as a 4.0 Spreadsheet.  The table below demonstrates the proper order for the fields.  It is important to add all columns.  If omitted, the data will load in the wrong format.  If you have no data for all the columns, leave the column blank. 

	USERID
	EXT. CUST#
	PASSWORD
	CONFIRM FLAG
	CREDIT CARD FLAG
	DEFAULT SHIP TO
	SHIP TO
	CONTRACT FLAG
	CONTACT
	PHONE
	REQU ORDER

	1038
	22222
	FOLDER
	Y
	Y
	301
	
	Y
	RICHARD RUST
	3125551212
	001

	132
	11131
	PENCIL
	Y
	N
	302
	
	N
	DAVID GOLIATH
	7732221515
	001

	1759
	803
	PAPER
	Y
	N
	300
	
	Y
	DENNIS MENIS
	6304995555
	REQ1

	108
	3551
	PENS
	Y
	N
	303
	
	Y
	THOMAS JONES
	8154445555
	


· You will need to prepare the hold file for your data.  To do this, at ECL, enter: 

CLEAR-FILE DATA USER_ID_HOLD. This will remove any previous data from the User ID hold file.

· Select RUN then EXPORT FILE from the Wintegrate menu.

· Select the LOCAL FILE.  In other words, locate your User ID file

· At the HOST FILE  enter USER_ID_HOLD
· At ACCOUNT, enter the name of the Account/Dealer Database, and click OK.

· At the completion of the export, you will need to check if all files were loaded into the hold file.  At ECL, enter COUNT USER_ID_HOLD.

· Compare the number returned with your own.  If there is a discrepancy, check your file for erroneous data, clear the hold file and re-export your file.

· When satisfied with your count of the USER_ID_HOLD file, run the User ID create process from the main menu ( Menu 25.2.9): 

· Check the loading program by counting the USER_ID file.  You can also check from the main menu (Menu 25.2.1).

