ATS - Importing inventory items from a spreadsheet- Blue (Locations)

ATS Import spreadsheet (xIsx) specifications

Note: Your file must use an“XLSX” format., and have a

header row indicator the items listed below.

Column Description Type Length
A Location Text 20
B Item Name Text 20
C Start QTY Text 20

Note: You must use the 1st row of the spreadsheet for headers as indicated in the column descriptions.
e Items shown in RED are required
Below is a sample spreadsheet. A template is available. Use the export function to get the

template.

A B C
Location Item Mame Start Oty
Athletic Training Room 1" moleskin 4
Athletic Training Room  1x3 strip 15
Athletic Training Room 2" moleskin 2
Field House ATR 2" moleskin 2
Athletic Training Room  2nd Skin Circle 3
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ATS - Importing inventory items from a spreadsheet- Blue (Locations)

To begin the import process; click on the “Import Inventory List from Template” menu shown to the below.

Reports Admin  Windows Help

Add a New Inventory Item

Search Inventory Items [
Modify Inventory Items
Inventory Transactions r

Add New Purchases for Items
Add New Purchases for Items/Location
Physical Inventory Updates

eration

Update Travel Kits
Award All Bids to the Same Vendor ...Inventory Info with Locations (for Re-Import)
Vendors » Award Bid to Vendor with Lowest Cost Tmport
Purchase Orders ¥ Clear All E:endn'r Bid Ch_“:ks ...From Inventory Template (New Items)
Non-T — Clear Specific Vendor Bid Checks ...From Inventory Info with Vendors
on-Inventory [uipment T N o
Add Equi v £ ’ Jeriinceniongbalanzes ...From List for New Purchases
E uipmen .
- q ? - EpcesiheetEincinrs ' ...From Inventory Info with Locations

Export

...All Inventory Items

...Inventory Template (New Items)
...Inventory Info with Vendors (for Re-Import)
- . . ...List for New Purchases (for Re-Import)

C“Ck the Browse button tO 1 Qty fmmgvenmry 3

locate and select your import
file. Only XLSX files can be
imported.

Select the worksheet if more
than 1 exists for an Excel file

|C:'-.ngramData'-.KeHer Development Services ' ATSY |

and specify whether a header

row exists. Then click the “Load
Information” button.

A
Run Import/Update Close
T » ThisPC » OS5(C:) » ProgramData > Keffer Development Services » ATS ~ [] O Search ATS
Organize ~ New folder v
Clearanceto Ret #  hame Date medified Trpe Size
Close Contact @ InventoryLocationlnfo_202124_152875206...  2/4/20213:22 PM Microsoft Excel W... 12KB
Positive

Update complete

QK

Select the appropriate spreadsheet from your file explorer menu.
Choose worksheet if needed. Run the import. This will import new

items, and update existing supplies.

Search your inventory records in your preferred fashion. If any problems arise,

please reach out to ATS for assistance.



