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IMPORT VENDORS

This preprocessor provides a means of transferring vendor data from an ASCII input file or database table
into Costpoint. This data transfer process automates the input of multiple vendor or vendor address
records. This is useful when transferring large scale data from another system but are being migrated to
Costpoint.

Before you can use this preprocessor, you must set up the following screens:

# Manage Accounts Payable Accounts

# Manage Cash Accounts

There are two ways to work with input files in Costpoint:
# You can access the input file from the network by using Alternate File Locations.

@ You can upload the input file to the Costpoint database; in which case, no further
access to network folders is necessary.

If you decide to use the first option, click Q' in the File Location field to select an alternate
file location. If you choose the second option, leave the File Location field blank and use
the File Upload Manager to upload the input file to the Costpoint database.

If you want to remove or deactivate a Ship ID for a vendor, you can do so on the Manage Vendors screen
and not on the Import Vendors screen.

Related Topics

# Input Files and Database Tables
#  Error Messages
Location
#  Accounting
#  Accounts Payable

#  Accounts Payable Interfaces

Identification

Use the fields in this block to create a new parameter ID or to retrieve a previously saved parameter ID. A
parameter ID represents a set of screen selection parameters. After you have saved a parameter ID and
its related parameters, you can retrieve them using Query.

You can use the retrieved parameters to produce reports and run processes more efficiently and with
greater consistency. The saved parameters are also useful and necessary when you want to run the
process as part of a batch job. Many users save a unique set of parameters for each different way they
run a report or process. When you select a previously saved parameter ID or parameter description, the
associated saved screen selection parameters automatically display as selection defaults. Any page
setup and print options are also included in the saved parameter ID. You can change any of the
associated selection defaults as necessary.
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Parameter ID

Enter, or click (Buery. to select, a parameter ID of up to 15 alphanumeric characters. Choose characters
for your parameter ID that help identify the type of selections you made on the screen, such as PERIOD
or QUARTERLY.

When you save your record, all the selections made on the screen are stored with the parameter ID.
Later, you can retrieve the parameter using Query.

You can use the parameter to run the process more efficiently because you can select the parameter ID
with its previously defined screen selections. After the default selections display on the screen, you can
override the defaults.

Description

Enter, or click (Buery. to select, a parameter description of up to 30 alphanumeric characters.

Options

Use this group box to specify all the information you want to use for importing vendors.

Input File

Use this group box to specify the file name, location, and format of your input file.

Location

Enter the location of the input file you are importing. There are two ways to do this:

# In the Location field, enter, or click q to select, the alternate file location where the input file is located.
Alternate file locations are set up in the Manage Alternate File Locations screen.

or

#  From the Global Menu, click Process » File Upload. On the File Upload Manager dialog box, click
Browse and use the dialog box to select the file you want to import. If you select the Overwrite? check
box, Costpoint will overwrite any file of the same name that already exists in the Costpoint database. Click
Upload when you are finished. If you use this method, leave the File Location field blank. For more
information about the File Upload Manager, see the File Upload Manager topic in the Getting Started
Guide.

Format
Use this drop-down list box to select the format of the file to use. This preprocessor supports the following
file formats:

# ASCII File — Select this option if are importing vendor records from an ASCII input file. When you select
this option, you must specify what delimiter is used in your input file from the File Delimiter drop-down
list.

# Tables — Select this option if you are importing vendor records from a database input table.
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For more information on how to prepare an input file or database tables, see Input Files
and Database Tables.

Delimiter

Use this drop-down list to select which special character is used as the delimiter in your input file. This
field is only applicable when you select ASCII File in the File Format field.

Name
Use this field to enter, or use Q to select, the name of the input file/tables to use.

Default Accounts

Use the fields in this group box to specify for which accounts payable and cash account to associate all
the records in the input file/tables.

A/P

Use this field to enter, or use Q to select, the A/P account description you wish to assign to all the
records in the input file/tables.

Cash

Use this field to enter, or use Q to select, the cash account description you wish to assign to all the
records in the input file/tables.

Print Edit Report during validate

Select this check box to print the edit report when you run the Validate Input File process.

Overwrite the existing records

Select this check box to replace existing records in Costpoint with the records in the input file/tables that
have the same vendor ID.

Continue to process with error records

Select this check box to allow this preprocessor to continue the import process even when it encounters
errors with one or more records in the input file.

Include records not assigned to a user

Select this check box to import vendor records that are not assigned to the logged on user.

This check box is only enabled when the Tables format is selected.

Vendor Approval Setting

Use the options in this group box to select the approval process for the records in the input file.
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Approved

Select this option to approve all the records in the input file automatically.

Pending

Select this option to automatically set all records in the input file as pending for approval. This option is
not available when the vendor approval process is disabled.

From Input File

Select this option to approve vendor records based on the setting specified in the input file.

Auto Assign Vendor

Use this group box to specify how Costpoint assigns vendor IDs for the records in the input file.

Auto Assign

Select this option to automatically assign vendor IDs for each record in the input file.

From Input File

Select this option to use the vendor IDs specified for each record in the input file.

Security Setting

Use this group box if you want to update vendor records and vendor electronic fund transfer information.

Record Vendor Info Update

Select this check box to update vendor records and vendor electronic fund transfer information.

Process Table Options

Use the options in this group box to specify how Costpoint imports vendor records from a database input
table. These options are only applicable when you select Tables from the File Format drop-down list.

Load Unprocessed Records

Select this option to load unprocessed records to a temporary table where each record is validated. All
records that pass validation are then imported to the VEND and VEND_ADDR tables. All records that
does not pass validation are tagged as error records in the temporary table.

Reprocess Error Records

Select this option to load unprocessed records to a temporary table where each record is validated. All
records that pass validation are imported to the VEND and VEND_ADDR tables. All records that does not
pass validation are then reprocessed.
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Delete Imported Records

Select this option to load unprocessed records to a temporary table where each record is validated. All
records that pass validation are imported to the VEND and VEND_ADDR tables, and are then deleted
from the input tables.

Options

Use the check boxes in this group box to specify payment options for all the records in the input file.

Allow Different Pay Vendor

Select this check box to select the Allow Edits to Pay Vendor on Voucher check box on the Defaults
tab of the Manage Vendors screen for all records in the input file/tables.

Hold Payment

Select this check box to select the Hold Payments check box on the Header tab of the Manage Vendors
screen for all records in the input file/tables.

Pay When Paid

Select this check box to select the Pay When Paid check box on the Defaults tab of the Manage Vendors
screen for all records in the input file/tables.

Allow Duplicate Name and Blank Location

Select this check box to allow importing of a duplicate vendor name and address code combination (using
a different vendor ID) when the location in the input file is blank.

Deltek does not recommend the selection of this check box. It is rare to have duplicate
names and blank locations, but such cases may exist. The selection of this check box
addresses that scenario.

Preview and Print Menu

Validate Input File

Click "« or ™= and select this option to validate the input file, create temporary tables, and print the Error
Report. This step can be performed simultaneously by more than one user.

When you select the Print Edit Report during validate check box, the edit report prints after validation.

The validation of an input file may require you to do it more than once until all errors in the file are
corrected. To prevent bottlenecks in this step, multiple users can simultaneously run it with their own set
of input files. Once an input file is validated, it can be submitted to the job server where the rest of the
import process do not require user interaction. You can get an e-mail notification when the process is
complete.

This step also deletes records in the temporary tables that were previously imported using the Tables
option.
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e Table Information
Changes to this screen affect the following tables:
# AOPUTLVU_INP_VEND
@ AOPUTLVU_INP_VENDA
# VEND
@ VEND_ADDR
® VEND_INFO_AUDIT_HS
# W_FUNC_PARM_CATLG



ERROR MESSAGES

The following sections contain information on errors encountered by the Import Vendors preprocessor.

REPORT ERROR MESSAGES

The following table lists errors that may appear on the Error Report. If an error is encountered in the input
record, it causes the rejection of the record containing the error.

__
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Screen Error Messages

The following table lists error messages that may appear on the screen.
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INPUT FILES AND DATABASE TABLES

The Import Vendors preprocessor allows you to import vendor information either from an ASCII input file
produced from PRO-IIl system or a database table. This help topic contains information on how to
prepare an input file or database table that Costpoint can use to import vendor records.

ASCII Input File

The input file used by the Import Vendors preprocessor must be a standard ASCII text file without null
characters. Each record to be included must be on a separate line in the input file, separated with a
combination of carriage return and line feed characters (ASCII decimal characters 13 and 10).

Each record must be in a separate line in the input file. There are separate formats for vendor and vendor
address records. Vendor records are identified by the V record type and will be imported to the VEND
table, while Vendor address records are identified by the A record type and will be imported to the
VEND_ADDR table.

When starting a line in the input file, you must first enter the record type as the first field to identify the
record as a vendor or vendor address. Costpoint then imports that record to the appropriate table.

See the Vendor Input File Format (VEND) and Vendor Address Input File Format (VEND_ADDR) tables
for the input file layouts expected by Costpoint.

Database Tables

You can use database tables as the input source for importing vendor or vendor address records. You
must create an AOPUTLVU_INP_VEND table for vendor records and an AOPUTLVU_INP_VENDA table
for vendor address records. These tables use the same format as the input file but the first field uses
status codes, instead of record type. Status codes for both input table types must be set to 'U' to indicate
that a record is unprocessed or has not been imported yet into Costpoint.

Vendor Input File Format (VEND)

Use this input file layout to enter a vendor record (record type 'V'). The following table lists the entries
contained in each record of the vendor input file.

1 Record Type/ N/A Character 1 Required Must be V for Vendor.
Tatus Code

2 Vendor ID VEND_ID Alphanumeric 12 Required

3 Vendor Approval VEND_APPRVL_FL Character 1 Optional Enter Y (Yes) or N (No).
Code

4 Vendor Name  VEND_NAME Alphanumeric 25 Required

5 Vendor Long VEND_LONG_NAME Alphanumeric 40 Optional
Name

www.deltek.com DEItEk
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Vendor Address Input File Format (VEND_ADDR)

Use this input file layout to enter a vendor address record (record type 'A"). The following table lists the
entries contained in each record of the vendor address input file.

Length Required or
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