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Hi Everyone!

If you receive Purchase Orders from other departsp@cross town, or
across the state, consider importing them fromyaeE~vorksheet. The infor-
mation is prepared once, and quickly imported witrerror. See how in this
issue.

You may not have considered using and reportirigs to aid in finan-
cial management analysis—read how you can!
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=] purchaseOrders

A | B | C | D | E | F G | H | [ |
1 |Department |PONumber PODescription POOrderDate MName DetailDescription {DetailQty DetailUnitPrice DetailAccount
2 |Research 1008 Toner 712712006 Advantage Laser Products Black Toner 5 79.95002000799000
3 |Research 1008 Toner 71272006 Advantage Laser Products Cyan Toner 5 95.00002000799000
4 |Research 1009 Office Supplies 7/15/2006 Office Max Hole Punch 1 150.00001001799000
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This wizard will step you through importing your purchase orders quickly and easily.

HOTE: Importing the same purchase order or purchase order value
will allow you to create a purchase order with multiple detail lines.

<l&=+ #0 ! &
$ I I &# ’) l < @ = 4+ Befare doing an import you MUST verify that a backup of this application has been
! done. Once an impart has been completed, the anly wap to remove data pou didn't
# want imported will be to individually remove each item.

s

To begin setting up, press the next button. At any point the cancel button may be
preseed and the process redone at some ather time.
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[& Import Purchase Order Wizard

Import Purchaze Oider By

®E () By Reference () By Mone

Previous

Cancel

[5- Import Purchase Order Wizard
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Chooze an esisting import definition or create a new one.

Select:

() New Impart Definition [

Choose Existing: Departmental POz

| Delete

excel

Cancel

Previous ﬂer:ll:
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