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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”

= ypland Ultriva Ultriva Demo QA QO @ @ e
o Home Business Unit  AAA Inc v | Application: | Application (Supplier) - Y H
@ Inventory Health (Items - Stock Out Risk) Alerts E Order Tracking

You have no new alerts

19 0 0 10
% Orders Not yet Orders past Expected Orders to be

High Medium Low for Shipping

Acknowledged due by customer shipped
(o] in next 7 days
(includes past
fm{ﬂ due)
> i My Routines i MRP Forecasts Gross Requirements
= :

mﬂ-‘l MONTHLY
—
rs

Admi
View Supplier Queue Wiew Shipments Due
Past + 7 Days Next 7 Days Future
Click on “Business Unit”
Admin Q

‘ ¥ Admin [ o |

User SEmmm Calendar [ Business Unit Manage Tolerance Percentage

Add, manage and view users, reset Wiew and manage the business View and update business unit details > Set/Update tolerance percentage for

passwords and update roles )  calendar, update the calendar to mark such as name, location and address - items in this business unit

all dates that the business is closed

Entities # Supplier Item
" View and manage entities such as Add, manage and view supplier items
carrler, family and dlassification

Click on the “Inventory Tab”

View Supplier AAA Inc

Profile | Attachments  Inventory

-

Supplier Information
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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
Supplier Inventory List for ABD (2]

Fiter By v Select Operator | | Enter Value T m
Prefile  Attachments | Inventory

=
1 No Supplierinventory(s) found in the system. Please click Add Supplierinventory button to create one.
= Upload Inventory m

Screenshot #2
Supplier Inventory List for ABD (2]

Filter By ¥ | Select Operatar ¥ Enter Value T m
& Item Attachments

Profile  Artachments ’w
Click on the “Click here to Download Sample file” link.

Load Supplier Inventory Data (2]

Please upload the following files. The file should be TAB delimited. The first row should contain header columns and the column names should match with the sample file given below.
Download the sample file for your reference by clicking the Sample File Download link_ File size limit is 4MB.

*File Encoding:: Western European (Windows) v i

*Select Supplier Inventory data file: Choose File | Ne file chasen Click here to Download Sample File

*Required field @ Upload Fle(s) :I

Click on “Open”

-
Internet Explorer ﬂ

What do you want to do with
SupplierinventoryData.xls?

Size: 31.0 KB
From: 209.18.124.43/
< Open
The file won't be saved automatically.
= Save
= Save as

Cancel
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The sample spreadsheet opens. Leave the “Column Headings” and Delete the other
information.

A B C D
SupplierltemCode / SupplierltemDesc OnHandQty ListPricePerlUOM
0017-00006-0274 0017-00006-0274 5 [ 10.34
0017-00006-0276 0017-00006-0276 200 100
0017-00006-0283 ] 0017-00006-0283 300 \ 22.25
0017-00006-0285 D017-00006-0285 400 22.56

©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.

SupplierltemCode SupplierltemDesc OnHandQOty ListPricePerUOmM
24699 l SHAFT K 250 l 1111[
24689 MACHINE PART 1200 3.144
245688 BEARING 200 11.11

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

1. VEH - . Sample Inv
il
Insert Page Layout Farmulas Data Review View
Aok ]
= Cut ==
B & calibri O = §| |§Wrap1
; : 53 Copy
aste =
- fFormat Painter |B L | @Merge
Clipboard 7] Font 7] Alignment
A12 e £ |
A B C D
1 |SupplierltemCode SupplierltemDesc OnHandQty ListPricePerUOM
2 24699 SHAFT 250 101
3 | 24689 MACHIME PART 1200 3.144
4 | 24688 BEARING 200 11.11
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Click on “Save As”

i

/7 QOpen

=
UQ Convert

Ry,
H Save As b

Enter the “File Name”

FIENEN Rl Sample Inventory Upload Supplier é’/ -
Save as type: [Excel 97-2002 Workbook -
Authors: Radhika G. Gopalakrish... Tags: Add atag
[7] Save Thumbnail
= Hide Folders Tools - [ Sawve ] [ Cancel
- F

Click on the drop down arrow in the “Save as type:” field.

1 E Sl S ample Inventory Upload Supplier -
Save as type: [Excei 97-2003 Workbook -
Authors: Radhika G. Gopalakrish... Tags: Add atag
[[7] 5ave Thumbnail
“ Hide Folders Tools - [ Save ] [ Cancel
= F
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Click on “Text (Tab Delimited)”

Excel Workbook
Excel Macro-Enabled Workbook
" Excel Binary Workbook
'
T XML Data
“Single File Web Page
"Web Page
Excel Ternplate
Excel Macro-Enabled Template
Excel 97-2003 Template
Text (Tab delimited)
Unicode Text
AML Spreadsheet 2003
 Microsoft Excel 50/95 Workbook
*CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

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

Organize « Mew folder == - @
Documents library
. Arrange by: Folder ~
i Favorites My Documents ge oy
Bl Desktop =
4 Downloads Mame Date modified Type é
5l Recent Places || Ultriva Training Guides for Webinars 12/12/2013 9:20 AM  File folder
% iCloud Photos | Ultriva Support 12/0/201311:19 ...  File folder
| Expense Reports 12/9/201311:41 AM  File folder
w4 Libraries |, LauraInvoices 12/6/201311:17 AM  File folder
@ Documents . New faolder 11/23/2013 7:56 AM  File folder
@' Music Ll Misc 11/23/2013 7:55 AM  File folder Z
&=l Pictures = [l n | s
File name:  Sample Inventory Upload Supplier -
Save as type: [Teu‘t (Tab delimited) v]
Authors: Radhika G. Gopalakrish\ Tags: Add atag &
“ Hide Folders Tools = ’ Save ] ’ Cancel ]

e
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Click on the “OK” button.

Microsoft Office Excel pS

The selected file type does not support workbooks that contain multiple sheets,

JA « To save only the active sheet, dids OK.
» To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,

é[ oK ] [ Cancel ]

Click on the “Yes” button.

Microsoft Office Excel |

Sample Inventory Upload Supplier.tct may contain features that are not compatible with Text (Tab delimited). Do you want to keep the workbook in this format?

« To keep this format, which leaves out any incompatible features, dick Yes.
» To preserve the features, dick Mo. Then save a copy in the latest Excel format.
» To see what might be lost, didk Help.

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”

= ypland Ultriva Ultriva Demo QO @ @ e
o Home Business Unit | AAA Inc v | Application: | Application (Supplier) - Y =
@ Inventory Health (Items - Stock Out Risk) Alerts E Order Tracking

You have no new alerts

2 19 0 0 10
Items
Orders Notyet Orders past Expected Orders to be

High Medium Low for Shipping

L) Acknowledged due by customer shipped
today in next 7 days
(includes past
ﬁ{ﬂ due)
= . My Routines . MRP Forecasts Gross Requirements

MIU MONTHLY
— S —

Admi
Past + 7 Days Next 7 Days Future
i “Busi Unit”
Click on “Business Uni
Admin (2]

‘ ¥ Admin —— : |
User SEmmm Calendar @  Business Unit Manage Tolerance Percentage
Add, manage and view users, reset View and manage the business Wiew and update business unit details Y SeyUpdate tolerance percentage for
passwords and update roles calendar, update the calendar to mark such as name, location and address items in this business unit

all dates thart the business is closed

Entities ,‘ Supplier Item
[ View and manage entities such as Add, manage and view supplier iems
carrier, family and classification

Click on the “Inventory Tab”

View Supplier AAA Inc

Profile | Attachments  Inventory

N~

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.

Supplier Information

(If you have uploaded data prior to this, you will not see screenshot #1).
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Screenhot #1
Supplier Inventory List for ABD @

Filcer By ~ | Select Operator w | | Enter Value b m
Profile  Amachments | Inventory

-
1 NoSupplierinventory(s) found in the system. Please click Add Supplierinventory button to create one.

Screenshot #2
Supplier Inventory List for ABD 2]

Filter By ¥ | Select Qperatar w Encervalue T m

Profile  Artachments | Inventory

Click on the “Choose File” button

Load Supplier Inventory Data (2]

Please upload the following files. The file should be TAB delimited. The first rew should centain header columns and the column names should match with the sample file given below.
Download the sample file for your reference by clicking the Sample File Download link. File size limit is 4MB.

*File Encoding:: Western European (Windows) v

*Select Supplier Inventory data file: Choose File | No file chosen Click here to Download Sample File

S upisdries

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

Load Supplier Inventory Data (2]

Please upload the following files. The file should be TAE delimited. The first row should contain header columns and the column names should match with the sample file given below.
Download the sample file for your reference by clicking the Sample File Download link. File size limit is 4MB.

*File Encoding:: Western European (Windows) ¥

*Select Supplier Inventory data file: Choose File | SupplierinventaryData (2).xls Click here to Download Sample File

S uphsiries

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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Sample File and General Spreadsheet Set-up

Here is a Preview of the Source Data in the Upload Wizard section. Click the “Next” button if
this is correct.

oImportant — If your data is not correct, select “Cancel” and check the data in your
spreadsheet for the error and make the necessary adjustments.

Upload Wizard: Preview Source Data = < (2]

Sreabaa F >""p°"°“o >ﬁ““ o >

Please review your input data given below. You can change the date format and decimal separator as per your data file

Cancel Next >

File Data Format

*Date Format: *Field Delimiter: *Decimal Separator:

JOBERPSUPPLIERINVENTORYDATA data file

Total Lines3 / Errar Lines Empry Lines0
Line # | A B c D Status

1 SuppliertemCode SupplierltemDesc OnHandQzy ListPricePerUOM
2 ULT-001-0456-00 Quest Main Bearing 5 10.34
3| ULT-001-0456-01 Quest Main Bearing 200 100

*Required fleld

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

Upload Wizard: Import Data s o
:;?:::nata ® > Import Data 3 >Savepwa‘ o >

JOBERPSUPPLIERINVENTORYDATA Data has hesn imporeed successfuly.
Top 2 of 2 imported records
B | E8) ) I - i B EB) EBJ £B) EBJ E8) £B) Supplier | puPplier | Supplier | o OnHand | ListPrice
ID | BATCHGID | LINENUM | STRTUS | STATUS | STATUS | LAST, | BUSGID | BUSCODE | ITEMNO | RESERVED! | RESERVEDZ | RESERVED3 | RTPARAMS | GID fem |Rem  |pate | aQy Per UOM
1898-12- 1898-12- Quest 1899
0 30 30 oomnn 18901230 QLT001 Main 1230 500000 10.32000
00:00:00 00:00:00 008 Bearing  00:00:00
1800-12- 1800-12- Quest 1395
0 20 20 oomona (551230 a0l Main 1230 20000000 100.00000
00:00:00 00:00:00 00 Besring  00:00:00

The data has been uploaded. The list will include part numbers from prior uploads.
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If you would like to only view items from this run, go to the next page for the “Filtering
Instructions ”.

Supplier Inventory List for ABD —
¥ |Select Operator w | Enter Vslue ™ m

Find Supplier Item No. 84 0

< o [ 2 s

Profile  Amachments | Inventory
”
Sorted by: Supplier Item No. / 1t020f2
Uploaded By

&= print [ Export 9

Filter By

Supplier tem No. | Description on Hi‘ﬁg:; Unit Description List Price Per UOM | | On Date Last Uploaded Date
ULT-001-0456-00 Quest Main Bearing 5 EA 10.34 09/29/2020 09/29/2020 ultriva user
ULT-001-0456-01 Quest Main Bearing 200 EA 100.00 09/29/2020 09/29/2020 ultriva user

Page 11
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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”. Qur example below is “On Date” (the date we ran
the upload)

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

Supplier Inventory List for ABD Brint Deeot )
Find Supplier ltem No. & 8

Select “On Date”

Supplier Inventory List for ABD Srint D eport @

Filter By ~  |Select Operator | EnterValue h m
S el
n

" Y
n Date
Profile  Attachments | Inventory

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

Supplier Inventory List for ABD Seint Feport @

Filter By ~  |Select Operator ~  EnterValue h m

Find Supplier Item No. & B

(< oo | o s

Select “Equal To”

Supplier Inventory List for ABD Beint Feport @

Filter By | Select Operator ~  EnterValue A m

Find Supplier ltem No.

Lesser Than
Profile  Awachments |—ILEsserTha1 ©OrEqual To
Stal Nith
Sorted by: Supplier kem 1to20f2
E:
Supplier Item No. | Supplier | |yt peseription List Price Per UOM | | On Date Last Uploadad Date Uploaded B
P! g On Hand Qty P P P ¥
I —— WOt Ends With
ULT-001-0456-00 p— S EA 10.34 09/29/2020 09/29/2020 ultriva user
ULT-001-0456-01 Iz Net Empty 200 EA 100.00 09/29/2020 09/29/2020 ultriva user
Between

e —
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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.

Supplier Inventory List for ABD Srint (P eport @

- og;z;;:nza/ b m4_

0n Date | EqualTo

Find Supplier Item No. 44 08

The data from your selected date has now been populated into the Supplier Inventory List.

Supplier Inventory List for ABD Srine (Feport @

~ | 09/29/2020 T E

On Date | | Equal To

Find Supplier ltem No. 84 0

[+ oo | e
Profile  Attachments | Inventory
1t 20f2

Sorted by: Supplier lrem No.
Supplier item No. T Description on Hi‘:‘%“gf; Unit Description List Price Per UOM | | On Date Last Uploaded Date Uploaded By
ULT-001-0456-00 Quest Main Bearing 5 EA 10.34 09/29/2020 09/29/2020 ultriva user
ULT-001-0456-01 Quest Main Bearing 200 EA 100,00 09/28/2020 09/29/2020 ultriva user

Page 13
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Supplier Queue — View your On Hand Inventory

Ultriva

a Demo

: Inventory Health (Iltems - Stock Out Risk) Alerts

You have no new alerts

Items
High Medium Low
My Routines
D
DAILY MONTHLY
2 -
cept Orders

View Supplier Queue

View Shipments Due

Click on “Supplier Queue”
Actions
| ~ Supplier Actions

Accept

Business Unit:

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

ABD

: Order Tracking

Orders Not yet
Acknowledged

i MRP Forecasts Gross Requirements

0

Past + 7 Days

0 ®

Application (Supplier)

Application:

49

49 49
Orders past Expected Orders to be
due by customer shipped
for Shipping

P
today innext 7 days
(includes past
due)

0 0

Next 7 Days Future

&

Supplier Queue

View and acknowiedge new kanban

Set Tracking/Packing Slip Numbers

View the list of shipped kanoan Cards.
Use this screen to update the racking

the shipped Cards.

t Shaws distribution of Card States for !
orders each ltem
number for
il Ship o Recall Set WorkOrder No.
Y View the list of acknowledged kanban o If you incorrectly marked a Card as Y View the list of ack
Cards. Use this screen to indicate the shipped. Use this screen to undo the
Cards you are shipping. If you have not shipment transaction. You will need to workorder number for the
rinted kanban labels already, you can know the kanban Card id to undo a acknowledged Cards
do that here too shipment
"[R Consolidator Ship

Reschedule Request . '_’
View the list of acknowledged kanban Change required date for the orders Tav
G You will see a list of Cards that can be
rescheduled and you can select the
ones to reschedule

ds. Use this screen 1o indicate the
Cards you are shipping. If you have not
pr

inted Kanban labels already, you can
do that here too

Master Label

Create master lzbel for shipment

nowledged kanban
Cards. Use this screen to update the

&
&

Print PO

)

View the list of POs and print PO.

Supply Planning
Supply Planning

Invoice Creation

muoice creation page

i Request Quality Approval
|4 Attach material certificate
173 ) H . 13 H 29
The “On-Hand Quantity” can now be viewed in the “Supplier Queue
Supplier Queue Items List Triers - et L epot @ A
Plant Show Category RYG Product Line Commedity Code
emslisr v A < - A v Al ~
Filter By >  Select Operator > Enter Value h ] n
Sorted by: Supplier lrem No. 1t 2
On Hand Released In Process At Ship Hub In Transit Re‘;‘:ff A Put Away Others O;‘ HanI:rAt
) Min i @ 1 Total ﬁ
RYG | | Supplier item No. T | Description Plant item No (acr)nrger { @ ‘ { @ ‘ Cards l@ J
Cards | Qty | Cards | Qty | Cards ‘ Qty | Cards ‘ Quy | Cards | Qty | Cards ‘ Qty | Cards ‘ Qty | Cards | Qty Cards ‘ Qty
] ULT-001-0456-01 g:::;:a.r ULT-001-0456-01 0 0 0 1160 a8 7,840 0 0 0 0 0 0 0 0 0 00 50 2 200
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