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Vendors Import Guide

Importing from Excel

Instead of updating individual records one at a time, AdvancePro allows you to add or update information about your
customers, products and vendors in a batch by importing from Microsoft Excel. Customer specific pricing for specific

products can be imported as well.

Import Schemas

Download the following schema to prepare your data for importing into AdvancePro:

Vendors Import Schema

RULES TO FOLLOW WHEN IMPORTING A SPREADSHEET:

1. Please make sure to avoid spaces in headers. Use underscores instead.
For Example:
o COMPANY NAME —incorrect
o COMPANY_NAME - correct
The first sheet must be named “Sheet1”. Notice that there is no space between ‘Sheet’ and ‘1.
No other sheets should exist except for ‘Sheet1’.

Make sure to save the file as an ‘.XLS’ file.

LA

Format everything to ‘Text’ format.
NOTES:
e You can have any name for the headers as long as you follow rule #1 and avoid using special characters.

e The order of the headers does not matter.


https://support.zoho.com/portal/advanceprotechnologies/ViewAttachment.do?blockId=7ec967db3bdb4c02148410a111f0ad2fe5e1a9a87e634282&fileName=Vendors+Import+Schema.xls&zgId=6225226f742c5104dc91a236738b3d70&downloadType=uploadedFile&isSupAttach=true
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Importing Customers

Before proceeding with your vendor import, you may wish to download and review ‘Sample Vendors Import

Schema.xls’.

1. Create the spreadsheet of vendors that you will be importing and save it as a ‘. XLS’ file. You can fill out the
‘Vendros Import Schema’ with your information.
NOTE: COMPANY_NAME is a required field in your spreadsheet. The rest are optional.

COMPANY_NAME

World of Chicken Association
National Chicken Corporation
World of Beef Association
National Beef Corporation
World of Pork Association
National Pork Corporation
World of Vegetable Association
National Vegetable Corporation
World of Fruit Association
Mational Fruit Corporation

ACCOUNT_MNUMBER FIRST_MNAME LAST_NAME PHONME EMAIL STREET

19999999 11111111

Maximus

19999999 11111112 Harold

29999999 2222 2221
2999 9999 2222 2222
3999 9999 3333 3331
3999 9999 3333 3332
4999 9999 4444 4441
4999 9999 4444 4442
59999999 5555 5551
59999999 5555 5552

Primus
Jett
Octavius
Jack
Optimus
Jed
Dafamous
Moe

Chicklet 999-1111111 Maximus@&chickenworld.com  1st Chicken World Street
Chicklet 999-1111112 Harold@nationalchicken.com  1st National Chicken Street

Beefed 999-2222221 Primus@beefworld.com 1st Beef World Street
Beefed 999-2222222 Jett@nationalbeef.com 1st National Beef Street
Perky 999-3333331 Octavius@porkworld.com 1st Pork World Street

Perky 999-3333332 Jack@nationalpork.com 1st National Pork Street
Green 999-4444441 Optimus@vegetableworld.com 1st Vegetable World Street
Green 999-4444442 Jed@nationalvegetable.com 1st National Vegetable Street
Fruitless 999-5555551 Dafamous@fruitworld.com 1st Fruit World Street
Fruitless 999-5555552 Moe@nationalfruit.com 1st National Fruit Street

CITy STATE ZIP COUNTRY

ChickenCity CN
Chicken City CN

Beef City BF
Beef City BF
Pork City PK
Pork City PK

Vegetable City VG
Vegetable City VG
Fruit City FT
Fruit City FT

CCC991 Canada
CCC992 Canada
BBB991 Canada
BBB992 Canada
PPP991 Canada
PPP992 Canada
VWW391 Canada
VWW3992 Canada
FFF991 Canada
FFF992 Canada

2. Prior to importing any files into AdvancePro, it is highly recommended to create a backup of your current
database. Instructions for backing up can be found in our Knowledge Base.



https://support.zoho.com/portal/advanceprotechnologies/ViewAttachment.do?blockId=7ec967db3bdb4c0277e22113af9794a8d4bc792029ce421e&fileName=Sample+Vendors+Import+Schema.xls&zgId=6225226f742c5104dc91a236738b3d70&downloadType=uploadedFile&isSupAttach=true
https://support.zoho.com/portal/advanceprotechnologies/ViewAttachment.do?blockId=7ec967db3bdb4c0277e22113af9794a8d4bc792029ce421e&fileName=Sample+Vendors+Import+Schema.xls&zgId=6225226f742c5104dc91a236738b3d70&downloadType=uploadedFile&isSupAttach=true
https://support.zoho.com/portal/advanceprotechnologies/helpcenter/knowledgebase
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3. Access the “Utilities” menu in AdvancePro.
1) Click “Admin” to bring up the Admin panel.
2) Click “Utilities” to access the Utilities menu.

9 AdvancePro 10.00.0.1000* - Admin

Ad\/ange I Admin ICustomers Vendors Products | Warehouse | Sales Rep Returns Reports | QuickBooks Wieb MFG

tomers

Place New Order
POS
All Customer Orders

Wiew All Customers
Add New Customer )
Admin
Place New Order
All Vendor Orders
Wiew All vendors

“

B Logout

Add New Product
IManage Inventory Site Settings Currencies Product Unit Management
View All Products
Site Administrators Payment Terms Carriers
Roles Payment Method Utllities
Ltilities
Tax
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4. Access the “Import Vendors” screen.
3) Click “Excel Import/Export”
4) Click “Import Vendors”

:l mlhtles || = u

ﬂbnutl Llpgr.:ldesl Databasel Excel Import./Export | Payment F‘mcessurl MPL | *KI'H'ILImpurtI

“Mutt. Companies | “Lot/Serial # | “Bar Coding | “Freight | “Catch Weights | “EDI | “Advanced Shipping |
“UPS/Fedex/USPS | “AdvanceEDI Sales Rep. | “Order Matrix | “Additional Entty | “Product Buider | Ffo/Lifo |
“APInteligence | AP Mobile | AP Manufacture | AP ActiSales | AP Labels | “POS | “Resource Management |
M5 Chymamics

|Import data from an existing Excel spreadshest

WOTE: Flease see the help menu for important information an preparing your Excel Spreadshest
BEFORE doing your import.

— Import /Export Products

import Products | Export Products |

— Import /Export Customers

Import Customers | Export Customers |

— Import /Export Vendors

I Import Wendars I Export Vendors |

— Import Customer Pricing

o

Import Customer Pricing |

Close |
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5. Select the file you would like to import and map your headers to the correct AdvancePro fields.

1) Click “Browse” and find the file that you would like to import. This will populate the headers from your
Excel file on the right-hand side.

2) Match your headers to the AdvancePro fields and click “Map”.
3) Once you have finished mapping your fields, click “Next”.

= Utilities S o [=)
About | Upgmdesl Database " Excel Import/Export  Payment F‘rocessorl MPL | "KI'H'ILImportI
“Mult. Comparies | “Lot/Serial # | “Bar Coding | *Freight | “Catch Weights | “EDI | “Advanced Shipping |

_’ Vendors Import o] B (3w

Map Fields | Ready To Impart I

- Select Excel File

IC:\Users\jared\Desktup\vendurimpurt s

—Map Relds

[~ ADDRESS_NAME
[~ SHIPPING_FIRST_NAME
[~ SHIPPING_LAST_MAME

[T Add new address (If diffzrent) Cloze |
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6. AdvancePro will then provide you with an opportunity to confirm your mapping. Once you are satisfied that the
fields have been mapped correctly, click “Import”.

] Utilities BRI
About | Llpgladesl [iatabase “ Excel Import/Export  Payment Fro::essnrl MPL I *KI'H'ILImpurtI

*Mukt. Companies | “Lot/Serial # | “Bar Coding | “Freight | “Catch Weights | “EDI | “Advanced Shipping |

(=] @ s

Vendors Import
Map Fields Ready To Import I

4 Map Relds

[~ COMPANY _NAME
[~ ACCOUNT_NO

[~ COMPANY_NAME
[~ ACCOUNT_NO

[~ FIRST_NAME [~ FIRST_MAME
[~ LAST_NAME [~ LAST_NAME
[~ PHONE [~ PHONE

™ Fax I Fax

[~ EMAIL [~ EMAIL

[~ CITY [~ CITY

[~ STATE [~ STATE

[~ zIP - zip

[~ STREET_1 [~ STREET_1
[~ COUNTRY 2| | COUNTRY

I Import

] Close

Close |

7. AdvancePro will alert you of important changes that will happen once you confirm your import. Once you have
read and understood the message, click “Yes” to proceed with your import.
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AdvancePro

(le Please read carefully:

S To update the Vendor details please make sure that you have
completed the required

fields. The required fields are Company Mame and an unique Account

Z,

If you do not want this to happen, then please create a new Product.
If &ccount #is blank a new customer account will be created.
Do you want to continue?
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8. You will then receive a message confirming that your import has been completed successfully. Click “OK” and
your import will be complete.

AdvancePro Message H

:I Data Imported successfully!

9. For further help, visit the knowledge base.



https://support.zoho.com/portal/advanceprotechnologies/helpcenter/knowledgebase

