[bookmark: _GoBack]Setting up your requisition/PO data in an Excel

The spreadsheet must have a header row (field labels) and contain the fields in a specific order as shown in the template:
a.     Line – must have a line number
b.     Description - must have entry 
c.      Part Number - 1st line has to have an entry  
d.      Unit – must have something entered
e.      Quantity – how many of this line item  
f.      Unit Cost – how much per unit   
g.      Tax – which can be blank  
h.      Freight – 1st line must have a value – can be zero  
i.      Account Code – must have entry with dots
j.      Item Number - must have entry - can be 0

The import fields must be in this order - regardless of how they look on your screen.  Confusing - but true  :-)

1) Go to Control Panel>click on green + to add a requisition.
2) Click on Actions and choose "Import from Excel" then browse to the file that you set-up with your line items


