Directions For the Vendor Upload spreadsheet
Through the Conversion from ASCII-File module, OGWIN gives users the ability to import vendor data
;rlc;m a text file. The Vendor Upload macro is designed to assist with the preparation of the necessary text
Steps to follow:
o If necessary, reset the spreadsheet:
Step 1

A B
Worksheet Controls

Reset

Check Data

1

Step 2
Reset Worksheet?

Do you want to reset the workshest?
‘tou will lose any data entered. ..

Zancel ‘

e Populate columns B through Q with the appropriate data:

Vendor Code

Vendor Name

Address 1

Address 2

City

State

ZIP Code

Phone #

Comment

Federal ID

Send 1099

Payment Terms — This is a two-digit number followed by M or D, indicating months or days
respectively.

Key Sort

Minimum Check Amount

Contact

Fax #



e Click the Check Data button:

A B
1 Worksheet Controls
2
3 Reseat
q
5
=] Check Data
2 !
o

The data you have entered will be checked for errors. If a large number of rows have been
entered, this may take some time. Please be patient.

If errors are discovered in the data, you will see a natification that lists the row number and the
error detected:

L o

Error{s):

Row 24 Wendaor Mame is invalid.

Errors will be marked on the spreadsheet in red:
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If you hover over the cell with your mouse, you will see a comment with more detailed information
on the error:
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15 ACTION OILFIELD SERVICES B e 2 uaid

1 |[ADVANCED OFFICE PRODUCTS 44505545 A7 vendor Mame between 0 |0
o1 AMERICAN GAS ASSOCIATION ge] and 30 characters long. [
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e Correct any errors and click the Check Data button again. Repeat as necessary until all errors
have been corrected.



e When no errors are detected, you will see a dialog box that allows you to save the text file. Click
the button next to the file name and navigate to the directory where you would like to save the file:

Step 1

1 1

Mo Errors Found: E

Are you ready to save vour daka bo bext?

Path and File Mame:

(a8 | Mok Yek |
Step 2
I
[
Choose Qutput File m
Save in: I-n.p Local Disk {C:) j = ‘ @ . @ +* Tools -
D20 ) Temp b tmuninst.ini
Databases (&3 Upload Macros
Documents and Settings [Cvse
LOCAL () WINDOWS
My Music T aUTOEREC.BAT
ia50L ~book.ini
i35S | COMFIGSYS
QEWIn =] GRDWHMDLTET
W IN1G-RELEASE =l [, 5Y5
Program Files Ej JE¥_Oukput, Ext
Program Files (x86) =l MSDi0S. 55
Py " |NTDETECT.COM
IRECYCLER e ikl
SQLReports j pagefile, sws
) &wstem Yalume Information r;] PrcrtIoT. log
Fle name:  [UVEN.GIP S [Esee ]
Save as bype: |.|:\|| Files (+.#) | Cancel |
Step 3
i h

Mo Errors Found: E

fre vou ready bo save your daka to bext?

Path and File MName:
| CHAMUYEN, CHY

Ik | Mak Yet




Back up your data folder.

Log in to OGWIN with Exclusive Log On.

E Welcome to OGSYS for Windows

Pleaze zelect a databaze and log on
now ko beqin uzing 0GS5YS.

Or, don't log on but il allow tazks to
rur if the background.

E wit

di):
]

[ Daon't Attach bo Anp Databaze

Help |
0GSYS Databass: | Demo System a
User ID: \SUFPER
Pazsword: ||
[ Save Defaults for this Screen
[ Don't Log Orn, But Still Bun Tazks in the B ackground
[v Erclizive Log On [All Other Users and T azks are Locked Out)

Navigate to Process — Exceptional Processing — Conversion from ASCII File....

Syskem  Edit

Shortcuts | Process  Superwvisor  Wiew  Tools  Window

Cﬁ' Company Seleckion & Status, ..

Master Maintenance & Ref. Listing

Revenue Processing

Revenue Receivable Processing

Accounts Pavable Processing
Joint Interest Billing Processing

Accounts Receivable Processing

Partnership Processing
General Ledger Processing
Produckion Processing
Lease Records Processing
Fixed Assets Processing
Inventary Processing

Exceptional Processing

Help

Conversion From A3CTI File. ..

Logical Integrity audit, ..

Bank Reconciliation Mass Clear. ..

Lock Audit. ..
O350 Expork fo S01L...

s




Select Vendor Master, verify the path and file name of the upload file, and click on Convert.
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Review the OGWIN report that is generated for any errors.



