Tech Note

Kallensoft

Filling Material Requisitions from Spreadsheets

The Material Tracking Module now has a feature that allows you to upload
spreadsheets with material lists into a material requisition. The process uses a
spreadsheet template which tells the program which spreadsheet columns contain the
information to be uploaded into the requisition detail fields. Once the spreadsheet
template is created it can be used repeatedly to upload your spreadsheets into material
requisitions.

Uploading a spreadsheet is done in two steps — adding a requisition record to the
requisition table and then uploading the requisition detail from the spreadsheet.

Creating a Spreadsheet Template

A typical spreadsheet may look like the sample in Figure 1. There are columns for
guantity, unit, size, description and a cost code.
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Figure 1. A Sample Spreadsheet with a Materials List

There are no columns with pricing information, and this is typical, as figures will be
obtained from a vendor at a later time. The description field in the requisition will be a
combination of columns C and D.
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To add a new spreadsheet template select the menu option 24paitTables. from the main
menu in the Materials Tracking Module.

Next, select the sub menu item: “5 - Requisition Spreadsheet Upload Templates”. The
Requisition Spreadsheet Upload Templates form in Figure 2 will appear:

il R equisition Spreadsheet Upload Templates HEE
Code Erescripticn 5
TOM 1 TOM'S TEMPLATE MUMBER 1 o

Erid of Lizt =
-
-
-
>
add | Edt | Delete| View | Pt | Seach| Ea

Figure 2. The Requisition Spreadsheet Upload Templates Form

You can add a new template in one of three ways:

(=]
Move down to the “End of List” line and press the key.

Use the mouse to click on the ﬂ‘ button.
Use the keyboard shortcut: alt + a (hold the alt key down and press “a”).

When you do one of the above the Requisition to Spreadsheet Template Specs form in
Figure 3 will appear.
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¥ R equisition to Spreadzheet Template Specs - Add

Code: |-

Descriptiun:l

Spreadsheet to Database Links

Fequisition term | Spreadsheest Columnis)

Cluantity:

it of Measure:

Description:

LInit Price:
Linit Factar:
Costcode #1
Costcode #&
Costoode #3.
taterial Code:
Gl Code:

T

Qp‘dﬂ'tial Cancel I

Figure 3. The Requisition to Spreadsheet Template Specs Form

The form contains text boxes for the Template Code and Description. Each field in the
requisition detail table has a corresponding text box where the column letter is entered.

There are text boxes for each field in the Requisition Line Items table. The fields are:

Quantity — a double precision number with up to two decimal places.
Unit of Measure — a character string, up to four characters in length.
Description — a character string, up to seventy characters in length.
Unit Price — a double precision number with up to three decimal places.
Unit Factor — a character string, one character in length (e.g. ¢, m, etc.)
Cost Code #1 — a character string, up to fifteen characters in length.
Cost Code #2 — a character string, up to fifteen characters in length.
Cost Code #3 — a character string, up to fifteen characters in length.
Material Code — a character string, one character in length.

G/L Code — a character string, up to six characters in length.

The contents of your spreadsheet must be compatible with these field specifications.
For example, Unit of Measure should not be longer than four characters.
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¥ R equisition to Spreadzheet Template Specs - Add

Code; [55T-1

Uescription: |E.¢'~.MF'LE SPREADSHEET TEMPLATE #1

Spreadsheet to Database Links

Fequisition term | Spreadsheest Columnis)

Cluantity:

it of Measure:

?A_
iTEI_
Description: ;C
LIrit Frice: [_
Linit Factar: r_
Costcode#1 |[E
Costoode #2 I_
Costocode #3. r_
taterial Code: r_
G/L Code: i-_

L!ra'dﬁt'a| Cancel |

Figure 4. Spreadsheet Template Specs Have Been Entered

When the sample spreadsheet is examined it is found that the column for the first field,
guantity, is column A. Likewise, the unit of measure is in column B, the description is a
combination of columns C and D and Costcode #1 is listed in column E.

The text boxes in Figure 4 have the template specs entered. This template can be used
with any spreadsheet that has the same format as the sample spreadsheet in Figure 1.

Save the template specs by clicking on the Update

button (keyboard shortcut is alt u).
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Now the list of templates contains the new template as shown in Figure 5 below:

il R equisition Spreadsheet Upload Templates !ﬂ
Code Erescripticn 5
SaT-1 SAMPLE SPREADSHEET TEMPLATE #1 o
TOM 1 TOM'S TEMPLATE MUMBER 1 E

End of List
-
-
>
add | Edt | Delete| View | Pt | Seach| Ea

Figure 5. List of Spreadsheet Templates with New Item

Notice that the newly added template is at the top of the list. This is because this list is
sorted by the template code.
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Creating a New Requisition

Before uploading any spreadsheet information a new requisition must be added to the
List of Material Requisitions. This establishes a new record from which information in
the spreadsheet can be linked to when it is loaded into the table of Requisition Detail.

To begin select the main menu heading: ‘Beausiians/#0s| and then select the sub menu
item: 1- Requisitions. The Requisitions browse form will appear as shown in Figure 6
below.

=k Requisitions

Eompany Name: General Cantractors, Inc,

debame: Store-A-LaotWarehouse Project R, Status |
Reg. # PO & Prefix Ca. Job # Date Vendor # | Wendor Marme Amount Req, Status| &
10026 |[100R10026 10 1o 04,/22/1939 | E45061 EDIDISTRIBUTORS 33996 Open E
10027 | 200R10027 10 200 04/17/2003 | A10237 | ALASKA INDUSTRIAL HARDWARE 1.298.50 Open [
40008 | 200R40008 10 200 08/31/2003 [ 423232 | ALASKA BEARING COMPANY 112000 [ Submitted [—
10029 [100R10029 10 100 01/18/2005 | 054454 | OFFICEMAS 163778 [R it |
10031 [100N1003 10 1o 04/10/2005 | A90232 | ALASKA FASTEMERS AND TOOL .on Open
End of List
v
B
=

ﬁ.d_dl El:ﬁll Qﬂe;e' Eiéwl En'ht'l Eind I ﬁéar'l:.hl Sgar&h'byf_igy_wnrﬁl Ig_g' EIéqu_a’g&il Browse Detal | Browse F'Qé' Exit |

Fill Bequisitiion Detail from = Spreadshest I

Figure 6. The Requisitions Browse Form

You can add a new requisition in one of three ways:

Move down to the “End of List” line and press the key.

dd button.

Use the mouse to click on the
Use the keyboard shortcut: alt + a (hold the alt key down and press “a”).

When you do one of the above the Requisition Information form in Figure 7 will be
displayed.
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ok Requisitions - Add

Reg NMumber: 10031 -“endor Infarmation
Reguisition Total; e
“endar Mumber: i
Feguistion Tyvpe: I _:] M i
PO ko Prefix 10010031 -Addrass i
Cormpany Mumber; |1IZ| =I i
dob NMumber: 100 = ﬂﬁty' i
Nendor Number: | =| :_E(Late,"Eip}F'lus:d: i_ I— I—
Diate; | Confact; i
i | Phone: .
Promised By: | Faie I—
Tetms: [ Fiamarks: l
Reguired By: |
Requisitioned By: | Add I S
‘endor Contact [
Ship To: [
Shig \ld; |
Intended Llse: [
ClLewsl: r_
Ecpuipraent Wi #; | i] gpdate-.l Caricel |

Figure 7. The Requisition Information Form

The only required fields are the Requisition Type, Company Number and Job Number.
The other information can be entered by you later or by the Materials Coordinator.
Notice the requisition number is automatically assigned by the Materials Tracking
Module.

Select the requisition type from the drop down combo box:

Feguisiton Type: - Haonreimburzable
- 4 - Monreimbursable
PO Mo, Preti: 0 Dther
Compans Mumber: |B - Reimburzable
REny # - Expensze Report
Job Number: |1|:||:| _=J

Just click on the desired item in the list. You can move to the next text box by pressing

Enter Tak —
the E] key or the key.

Dates can be entered as six digits (single digit months need a leading zero, e.g.
060405) or with slashes (e.g. 06/04/05).
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Once the Company Number and Job Number have been entered those items will
automatically be placed in the respective text boxes the next time you add a new

7
requisition. If these text boxes are empty click on the = button or press the @ key
to display a Company Number or Job Number selection box.

A vendor can be selected from a Search Vendors form by clicking on the = button
located on the right side of the Vendor Number text box. Another way is to press the

]
@ key when you first move to the Vendor Number text box.

i, Search Yendors |

Yendors
1. Typethe firzt few characters you are lodking for,
Jpug
2 Click aonthe desired iterm and then click Select .
MLt ﬂgﬁﬁ E
PO9a3 FUGET SOUND PIPE & SUPPLY o
RO3432 RIDGE WS =
509324 STAPLES, IMC. —
T3434 THOMPSOM METAL FAE, IMC.
Ww01998 Wit IKESHA ALASEA, CORF
=90933 =ERDX CORPORATION
Z343433 ZIDECO SERVICES
~|
-
I
z.'
To zearch by the ather colurmh I e
click on title bar of that column. i Sl I

Figure 8. The Search Vendors Form
When the Search Vendors form is displayed type in the first few characters of the

vendor name and the list will change to display any items found that begin with those
characters.
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=k Requisitions - Edit

Reg, Mumber: 10032 ~“endaor Infarmation
& .m .

Reguisition Total; “andor Mumber:

Fegusition Twpe: IN - Monreimburzable :] Mame:

RO Mo Prefic 100N10032 Address:

Company Mumber; |1 0 =I

dob Mumber: 100 = Eitye:

Nendor Mumbear:

Diate:;

FOS83

[PLUGET SOUND PIPE & BUPPLY

[P, O BOx 54882

[SEATTLE

GtatefZip/Plus 4 [ [5512

Contact:
FOB: [anchorage Phoine
Framised By; I— Fae
Teatms: [Met 20 Days ﬁ'am‘@k%&;
Reguired By: I-— -
Regquisiioned By:  [Tommy Testdata
“endor Contact [
Ship To: I?BdD East Tdth Anchorage, Ak 99515
Ship WIA: [urs
Intended bse: [
CrLewvel: |D_
Equipmenty0 # | =]

LJ,pdatﬁi‘.l Cancel |

Figure 9. The Requisition Information Form with Vendor Added

When the Search Vendors form is displayed type in the first few characters of the
vendor name and the list will change to display any items found that begin with those

characters.

Save the requisition by clicking on the M button (keyboard shortcut is alt u).
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=k Requisitions

Company Name: Genaral Cantractars, Inc.

JobMame: Store-A-LotWarshouse Project Ren. Status I
Reg 4 PO # Prefix Cii. Jab # Date Yendor H | Vendor Name Aot Ren, Status| &
10026 [100R10026 10 100 04/22/1933 [ E45087 EDI DISTRIBEUTORS 339.96 Open —:-
10027 | 200R10027 10 200 0417/2003 (410237 | ALASKA INDUSTRIAL HARDWARE 1.298.50 Al
40008 | 200R 40008 10 200 08/31/2003 [A23232 | ALASKA BEARING COMPANY 1.120.00 —
10029 | 100R10029 10 100 01/18/2005 | 054454 | OFFICEMAX 1.637.78
10031 | 100810031 10 100 041042005 [ 430232 | ALASKA FASTENERS AND . TOOL .00
10032 | 100M10032 10 100 PO383 PUGET SOUND PIPE & SUPPLY 0

End of List

TICEIEN

éﬂ,dl Edill DEJE:,IE' Eiéwl En'ht'| Find I §Elar'a+1| Sgar'ch'byf_figy_mrﬁl I_E!_gl ClearTags | BrowseDetall | Browse PQ'Sl Exit |

Fill Bizquisitiion Dietail from 2 Spreadsheet I

Figure 10. The Requisition Browse Form with the New Requisition

Now that the requisition is established in the list you can add line items directly from
your spreadsheet as explained in the next section.
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Uploading Requisition Detail from a Spreadsheet

To display the Upload Requisition Line Items from a Spreadsheet form click on the

Fill Bequistion Cretail from & Spreadehest | button (keyboard shortcut is alt r).

The form in Figure 11 will be displayed:

&, Upload Reguisition Line ltems from a Spreadsheet

Requiztion Mumber: 10032

Template Code: |- .=!

Spreadshest: I ..i]
Starting Fow: I“D_ Mote: Fows wath BOTH Zero Bty and an Empty Descnption Cellls] will be skipped:
Ending Row: |D_ I~ Skip all items where Qty =0
Uploaded Items
Dezcription:
Glty, Uit | Erescription Unit Price [UZF]  Amourt Cozt Code d| Cost Code B | Cost Code C {mdel GALH

A

Comments: - Select Upload Template and Spreadshest dbove

|; RIECIEA]

Uplzad | Langs

Figure 11. The Upload Requisition Line Items from a Spreadsheet Form

The first step is to select the Spreadsheet Template. Enter the desired code into the

]
above Template Code text box or click on the E button or press the @ key to display
a search form.

The next step is to select the spreadsheet file. You can enter the path and file name
directly or find the file using the Select a Spreadsheet File form. To display this form
]

when the spreadsheet text box is selected click on the =] button or press the Z key.

The Select a Spreadsheet File form will then appear as shown in Figure 12.
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. Select a Spreadsheet File !E[E

Spreadshest; CNwWorkSpacetMaterials List 07 xlz

Drives
l == .ﬂ

Ealders Crouble Click on a File Falder ta Select

[ [
& WorkSpace

#ls Files

MPEP Conduit T kel - Lnder Grd sls

Select | Lanoel |

Figure 12. The Select a Spreadsheet File Form

This form is made up of three sections, The Drive box, the Folder box and the Files box.
You can select a drive by clicking on the button and then clicking on the desired drive.

Note: This form can only access drive letters. If your spreadsheets are in a folder on a
network server that folder must be mapped to a drive letter. For information on how to
map a network folder contact your system administrator. You will find the “Map Network
Drive” option in the tools menu in Windows Explorer. However, some Windows
Explorer screens do not have a tools menu option.

Select a folder by clicking on it. Finally, select a file by clicking on it and then clicking on

the _ 22| hutton (keyboard shortcut is alt s).

The selection is then displayed in the Spreadsheet text box as illustrated in Figure 13
below.
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&, Upload Requisition Line Items from a Spreadzheet

Requiziion Mumber: 10032

Termplate Code: |55T.1 _.ﬂ S&MPLE SPREADSHEET TEMPLATE #1
Spreadshest: | Tk Spaceibaterialks List 0.5l =l
Starting Row; [é"_ Mate: Rows with BOTH Zero Bty and an Empty Descrption Calllz] will be skipped:
Ending Fomw: I?‘B_ I~ Skipall iterns where Oty =0
Uploaded ltems
Description;
[ty Unit | Bezcriptian Unit Price JUAF]  Amount Cozt Code & Cost Code B | Cost Code E {mdcl GALH

A3

Comments: Select Upload Template and Spreadshest Above

Caneel

|; Ml 4]

Figure 13. The Path and File Name are Displayed After the Selection Process

This utility will skip rows in the spreadsheet where the description column(s) are blank.
There is a check box which when checked will cause the utility to skip any items with a
zero quantity.

The beginning and ending rows have also been defined. These will change from
spreadsheet to spreadsheet so be sure not to ignore them. They tell the utility which
area of the spreadsheet to process. In this example material items start at row 3 (see
Figure 1.) and end at row 78.

To start the upload process click on the =228 button (keyboard shortcut is alt u). The
comments line near the bottom of the form will display the upload progress.
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&, Upload Requisition Line Items from a Spreadzheet

Requiziion Mumber: 10032

Template Code: |55T.1 _.ﬂ SAMPLE SPREADSHEET TEMFLATE #1
Spreadshest: | Tk Spaceibaterialks List 0.5l =l
Starting Row; |3 Mate: Rows with BOTH Zero Bty and an Empty Descrption Calllz] will be skipped:

Ending Fomw: ]?‘8 I~ Skipall iterns where Oty =0

Uploaded ltems
Descrption: 1" PYC.SCHEDLLE 80

[ty Unit | Bezcriptian Unit Price JUAF]  Amount Cozt Code & Cost Code B | Cost Code C|mide| GALHE &
3000 | LF |1"PCSCHEDULE 80 EO00 E
B14.0 | LF |2"PVC, SCHEDULE 80 E000 a~
420.0 | LF |3"PVC, 5CHEDULE 80 BO0O

EAEE.0 | LF [4"PWC, SCHEDLULE 80 BO00

30.0 LF |5"PVC, SCHEDLLE 80 EO0O
450.0 | LF |B"PWC,5CHEDULE 80 BO00
101.0 | EA |1"PVCSCHEDULE BOE EO00
330 Ea | 2"PVCSCHEDULE BOE EO00

Comments: Please Wenty Lizk of Mew [tems Pror to Adding them to the Regquisition:

L ] <]

Aiew Entire Desenption [Dn/0f) | Add &bove ltems to Reg. Detal I Beplace Al Detal with .ﬁ,hqva |temz I Exit

Figure 14. The Requisition Line Items are Displayed After the Upload Process

The uploaded line items are displayed in this form. This allows you to browse and
review the results before the final upload into the requisition. You can view the entire

“iew Entire Cresenption [Brn0H]

description by clicking on the button | (keyboard shortcut is alt

v). The display will then change as shown in Figure 15:

Uploaded ltems
Descrption: 1" PYCSCHEDULE 80

(B (T Lnit | Desenphion 5
3000 | LF [1"PYE. SCHEDLULE 80 =
E14.0 | LF |2"PYC. SCHEDULE 80 Y
4200 | LF [3"PYE SCHEDULE 80

%HEB.D LF [4"P¥C, SCHEDULE &80
30,0 LF |5 PvE, SCHEDULE 20
4500 | LF [E"PYC, SCHEDLULE 80 :
101.0 | E& |1"PYC SCHEDULE 80 EWND BELL |
330 Ea [ 2"PWC SCHEDLULE 80 EMD BELL §

Figure 15. As an Option the Browse List Will Display the Entire Description

Once you have reviewed the list you can either add the items to the requisition or
replace all existing detail with the current list that has just been uploaded into the buffer
file. If you see any changes that have to be made to the spreadsheet contents you can
exit this form without running the final upload into the spread sheet. Once the
spreadsheet has been revised you can repeat the above steps to get a revised list of
items for final uploading.
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Ak Above toms toFog Delal| button (keyboard shortcut is alt a).

Beplace Al Betail with &boyve ltems

To add items click the

button (keyboard

To replace existing items click on the
shortcut is alt r).

Once the items have been uploaded into the requisition line item detail table you can

exit this form by clicking on the 4 button (keyboard shortcut is alt x). You can also

E
exit this form or any form in this application by pressing the = key.

Once you return to the Requisition Browse form (Figure 10) you can view the detail by

clicking the _E=#s=P&tal | 1y 1116n (keyboard shortcut is alt b). The requisition detail will be

displayed as shown in Figure 16:

=& Requisition Line Items:

Reguisiion Mo 10032 Date! Werdar: PO9ga FUGET S0OUND PIPE & SUPPLY
PO -Murnber; 100M10032 Eampany; n General Contractors, Inc.
Requisition T otal: on Job Nun'l.barg 100 Store--Lot Warehouze Projsct
Description: 1" PYC, SCHEDULE 80 Inwaice #
ltern| [l Urit | Invoice i | Description Upit Pricee ~ [UAF]  &mount System Aiga Opcode [mdc] GALH | FO|E
1 300 LF 1" Py, SCHEDU BO00 E
2 £14 LF 2" PC, SCHEDU go00 A
3 420 LF 3 PYC, SCHEDU gO00
4 | BAEZ | LF 4" Py, SCHEDU BO00
5 a0 LF 5" PYC, SCHEDU gO00
[ 450 LF B" PC. SCHEDU BO00
7 il E& 1" Py SCHEDU EO00
8 3 Ed 2" PYC SCHEDL BO00
9 17 Ed I PYC SCHEDU EO00
10| 333 Ed 4" PYC SCHEDL go00
1 9 Ed 5" PYC SCHEDU gO00
12 4 E& E" P SCHEDL BO00
13 2 Ed 1" PYC COUPLIM gO00
14 26 Ed 2" PYC COUPLIM BO00 =
15 1 E& FPYC COUPLIN EO00 E
16 | 127 Ed 4" P COUPLIM BO00 -
Add l Edit | Delete l Ittt | Tag | SebCanmy Ore | e ! Exit |

Figure 16. Uploaded Items Displayed in the Requisition Detail Form

Click on the M button (keyboard shortcut is alt v) to view the entire description.
You can also make changes to the line items while in this form. Lines can be added,
edited, inserted or deleted. When you return to the main requisition browse form you
can print the requisition for final review and approval.
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