Requisition Import Process

	Qty
	UOM
	Desc1/Title 
	Desc2/Author
	Desc3/ISBN
	Unit Cost
	Discount
	Merge Desc

	1
	ea
	Adoration of Jenna Fox, The
	Joan of Arc
	312594410
	5.99
	N
	Y

	1
	ea
	Airborn
	Jim Dahler
	756353997
	7.19
	N
	Y

	1
	ea
	Breathing Underwater
	Jane Doe
	802852971
	7.65
	N
	Y

	1
	ea
	Brigid's Cloak
	John Doe
	64472574
	15.49
	N
	Y

	1
	ea
	By Heresies Distressed
	Jim Crow
	60531827
	9.63
	N
	Y


Enter the information as listed under each heading on your excel spreadsheet. (Template attached)

Author is not required, so you don’t need to enter anything in this field.  This column is required, even if left blank.

Any book title that begins with “A” or “The”, the “A” or “The” should be entered at the end of the title as in the first title above. 

Once all the information is entered onto the spreadsheet, you can alphabetize the list.  Click Data and sort  A to Z on the  Desc1/Title column.   

The Discount field must have a “N” or a “Y”.  Remember to list a discount at the bottom of the Line Items page as a percent or dollar value if a “Y” is entered. 

The “Merge Desc” field must have a “Y”.  Otherwise the import will not happen. 

Your excel file must have all headings, and the only column that can be left blank is the “Desc2/Author” column. 

Once you have your data entered on your excel spreadsheet and sorted alphabetically, save as an .xls or .csv file. 

Finance>Requisition>Requisition Entry>Line Items – Click on “Import” button
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Select the file to Import and click Submit 
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Loads the line item information
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