Loading Contracts from an Excel Spreadsheet
Using Contract Catalog/PRICE_1 Update from EXCEL (menu-21.3.1)

With the Contract Catalog/PRICE_1 Update from EXCEL option, you can easily load contract information from a Microsoft Excel spreadsheet to the contract (PRICE_1) files in your Vision account. Instructions for updating contracts in your Vision system using an Excel spreadsheet are provided here.

Open the spreadsheet you wish to export. Verify the Contract spreadsheet has the following data fields in the correct columns (see example): Sequential Numbering, Contract number, Item (product) number, Price, UM, Customer Part number, Discount Type, and Discount Percent.

Seq:
Sequential numbering is used to prevent possible overwriting. It must continue from the first line of the spreadsheet through the last item or product number. Do not number your spreadsheet past the last item number. Required entry. (Example 1)


An added feature for multi-user use is the ability to add “*code” to the sequence number. This code can be operator initials, an operator code, etc. (i.e. 1*jjd, 2*jjd) (Example 2)

Contract:
This is the contract number. Required entry.

Item:
This is the product number. Required entry.

Price:
Unit price of product.  This will be displayed unless there is a discount applied. If this field is blank, verify that there is an entry in the Discount type and Discount percent fields.

UM:
Unit of measure the product is sold in as related to the contract. Required entry.

CustPartNo:
Customer part number linked to the product number is displayed here, if applicable. If there is no discrete customer part number, this field is left blank.

Disc Type:
Discount type. This field is used if the customer’s contract entitles him to receive a discount on a product.  If this field is used, the Price field will be empty.

Disc Pct:
Discount percent. The percentage off the list price the customer is entitled to. It is used to calculate the price to the customer. It is a required field if the price field is blank.
Pr Hold:
Price Hold Bypass.  Enter Y here to bypass all price hold logic for this contract item.

Example 1:

	Seq
	Contract
	Item
	Price
	UM
	CustPartNo
	Disc Type
	Disc Pct
	Pr Hold Bypass

	1
	STND1
	MMM-654-YW
	0.65
	PD
	 
	 
	 
	Y

	2
	STND2
	MMM-654-YW
	0.59
	PD
	 
	 
	 
	Y

	3
	865124A
	MMM-654-YW
	0.53
	PD
	1001
	 
	 
	Y

	4
	865899A
	MMM-654-YW
	 
	PD
	 
	P
	18
	Y

	5
	STND1
	SMD-10330
	6.25
	BX
	 
	 
	 
	N

	6
	STND2
	SMD-10330
	5.49
	BX
	 
	 
	 
	N


Example 2:

	Seq
	Contract
	Item
	Price
	UM
	CustPartNo
	Disc Type
	Disc Pct
	Pr Hold Bypass

	1*jjd
	STND1
	MMM-654-YW
	0.65
	PD
	 
	 
	 
	N

	2*jjd
	STND2
	MMM-654-YW
	0.59
	PD
	 
	 
	 
	N

	3*jjd
	865124A
	MMM-654-YW
	0.53
	PD
	1001
	 
	 
	N

	4*jjd
	865899A
	MMM-654-YW
	 
	PD
	 
	P
	18
	Y

	5*jjd
	STND1
	SMD-10330
	6.25
	BX
	 
	 
	 
	Y

	6*jjd
	STND2
	SMD-10330
	5.49
	BX
	 
	 
	 
	Y


After verifying the spreadsheet, ‘SAVE AS’ a document on your local drive.  Make sure you save as an Excel 4.0 Worksheet format—NOT as a Workbook.

Once you have your spreadsheet completely filled out and BEFORE you export the information, you must be sure there is a Customer Contract Header entered for each contract you are exporting. The instructions for doing this are in your File Maintenance Manual.

After you have established your Customer Contract Headers and verified your spreadsheet, you are ready to begin the export process. 

The first thing you must do is clear the HOLD files.  This must be done before exporting.  Go to the ECL prompt in wIntegrate. On the Run menu, click Export File. The Export File to Host dialog box appears. Enter information as needed:

Local file :  Browse to select the contract file you will be taking from your PC.

Host file  :  PRICE_1_HOLD

Account   : Account name

Items       :  *

Fields       : *

Click the OK button when finished.

The Export File monitor appears.  When the transfer is finished, the number if items transferred should equal the number of rows on your spreadsheet. Exit.

The next step in the process is to show the raw data. In Vision, select the Show raw data to be converted option (menu-21.3.1.2). The data will scroll by on your screen. 

Then you will convert to PRICE_1 file. Select the Convert to Price_1 file option (menu-21.3.1.3). You will be asked two questions.  The first is “Do you want to delete all PRICE_1 for the contract to be converted? (Y/N).”  Select “Y”.  The second question is “Do you want to print error listing after processing? (Y/N)” Select “N”.  The “Y” option will, in this case, print to the screen and will scroll by too quickly to be read.  Upon completion, totals will be displayed.  Compare the number of records read and the number of items in the spreadsheet to the number of items exported. All three should be equal.

The final step in the process is to review errors.  Use the Review Errors option (menu-21.3.2.4).

Field 1 : contract number

Field 2 : product number

Field 3 : error data

Field 4 : error message

Field 5 : action to be taken to correct the error or message ‘Conversion rejected’

You can now use the options on the Contract Price Menu (menu-12.3.6) to make any corrections you feel are needed.

