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Get a Sample File and General Spreadsheet Set-up 

Important – The “User” must be a Supplier Administrator to perform these functions! 

 

Quick Tip - You must have your Excel Spreadsheet Set-up and Saved as a Tab 

Delimited file prior to the upload. These instructions will guide you through getting the sample 

file and saving it in the proper format. 

 

To navigate to the Inventory Upload screen, click on “Admin” 

 

 
 

Click on “Business Unit” 

 

 
 

Click on the “Inventory Tab” 
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Click on the “Upload Inventory” button (Screenshot #1) if this is your first upload. Click on 

the “Upload” Button (Screenshot #2) if you have uploaded data before.  

(If you have uploaded data prior to this, you will not see screenshot #1). 

 

Screenshot #1 

 
 

Screenshot #2 

 
 Click on the “Click here to Download Sample file” link. 

 

 
 

Click on “Open” 
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The sample spreadsheet opens. Leave the “Column Headings” and Delete the other 

information. 

 
 

 

Important – You must use the Supplier Item Number that is in Ultriva and the column 

headings must match exactly as defined in the sample file that you downloaded. 

 

Enter the information to upload. 

 

Quick Tip - The ListPricePerUOM can be entered as a Zero as that value will not be 

changed. 

 

 
 
Click on the “Windows Office” button.  (Or if you do not have that option, select “File” from 

the menu.) 
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Click on “Save As” 

 

 
 

Enter the “File Name” 

 

 
 

Click on the drop down arrow in the “Save as type:” field. 
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Click on “Text (Tab Delimited)” 

 

 
 

With the “Text (Tab Delimited)” selected, click on the “Save” button  
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Click on the “OK” button. 

 

 
 

Click on the “Yes” button. 

 

 
 

Your spreadsheet is now ready for the upload. 
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Inventory Upload Instructions  

 

To navigate to the Inventory Upload screen, click on “Admin” 

 

 
 

Click on “Business Unit” 

 

 
 

Click on the “Inventory Tab” 

 

 
 

Click on the “Upload Inventory” button (Screenshot #1) if this is your first upload. Click on 

the “Upload” button, (Screenshot #2), if you have uploaded the data before.  

 

(If you have uploaded data prior to this, you will not see screenshot #1). 
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Screenhot #1 

 
 

Screenshot #2 

 
 

 

 

Click on the “Choose File” button 

 

 
 

 

Select the File and click on the “Upload Files” button 

 

 
 

 

 

Important – The file must be a Tab Delimited Text file.  Click on the link below for 

detailed instructions on setting up your spreadsheet and saving as a tab delimited.  
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Here is a Preview of the Source Data in the Upload Wizard section. Click the “Next” button if 

this is correct.  

 

Important – If your data is not correct, select “Cancel” and check the data in your 

spreadsheet for the error and make the necessary adjustments. 

 

 
 

Review the information, click on the “Finish” button. This is the data that is being imported. 

 

 
The data has been uploaded. The list will include part numbers from prior uploads.  

 

 

 

 Sample File and General Spreadsheet Set-up 
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If you would like to only view items from this run, go to the next page for the “Filtering 

Instructions”. 
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Inventory Upload Filtering Instructions  

 

Quick Tip - Once the upload of the data is complete, “Filter” options are available when 

looking for specific information. The “Filter” options are, “Supplier Item No., Description, 

Supplier On-Hand Quantity and On Date”. Our example below is “On Date” (the date we ran 

the upload) 

 

Click on the drop down arrow in the “Filter By” field. 

 

 
 

Select “On Date” 

 

 
 

Click on the drop down arrow in the “Select Operator” field. 

 

 
 

Select “Equal To” 
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Click in the “Enter Value” field and a calendar appears. Click on the” Date” of the last 

upload to select it and the date will appear. Click on the “Go” button. 

 

 
 

 

The data from your selected date has now been populated into the Supplier Inventory List. 
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Supplier Queue – View your On Hand Inventory  

 

To navigate to the “Supplier Queue”, click on “Actions” 

 

 
 

Click on “Supplier Queue” 

 

 
 

The “On-Hand Quantity” can now be viewed in the “Supplier Queue” 

 


