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Introduction to the Import WizardIntroduction to the Import Wizard
The Import WizardImport Wizard allows for import of XLS/XLSX files directly into AcctVantage. With this tool
you can create and/or update records for a number of supported tables. We’ve made it easy to
map your import file to matching fields in the system. We've also indicated which fields are
required and which fields need special consideration.

Each table allows for import of new records in the database. As records are created,
AcctVantage will validate the data, ensure that all required fields are included and report back
to you if there are any problems. A log file is created containing any rejected records. Simply
correct the mistakes and re-import the rejected records directly from the error log file.

Some tables have an Update Existing RecordsUpdate Existing Records option. When using this option, the system will
attempt to match records based on the chosen key "lookup" field. If a matching record is found
in AcctVantage, the data on your import file will overwrite/update the existing record. If no
match is found, a new record will be created.

 When updating existing records, an empty cell (C2 below) in your Excel file is
ignored...the Import Wizard skips the field. You can clear the contents of a field by
sending [blank] (C4 below) in your Excel file. Reference cell C4 in the image below.
(effective AV 2017_044 Feb2018)

Importing Data

Page 4Page 4Importing Data



Please refer to these articles for detailed instructions about each import:

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

• Clients
• Client / Vendor Addresses
• Contacts
• Contacts - Email Addresses
• Contacts - Phone Numbers
• Products
• Products - Alias
• Products - Bill of Materials
• Products - Client Price Breaks
• Vendors

Video demonstrationVideo demonstration
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ClientsClients

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Client Name:Client Name: This field is required when creating new records. It can also be used as a
key to lookup Client records when choosing to Update Existing Records.Update Existing Records.
• If you're importing a Client with a first and last name, then this Client Name field

should contain the Client's Last NameLast Name. There is a separate field for First NameFirst Name.

• Telephone Main:Telephone Main: This field is required when creating new records. It is not required
when choosing to Update Existing Records.Update Existing Records.

• ID:ID: This field should be left blank when creating new records. It should only be used as a
key to lookup Client records when choosing to Update Existing Records.Update Existing Records.

• Relation:Relation: If this field is left blank when creating new records, then it will be pulled from
the Client Defaults that are set in: Administration ➤ System Setup ➤ Sales & Purchasing.
There are ONLY two possible Client Relations allowed:
• Client
• Prospect

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Sales ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.
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2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS & XLSX files
• Below this section you will see some Update settings that are unique to each type of

import. If you choose to Update Existing Records, you must choose one of these Lookup
options.

2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.
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3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.

If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.
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3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.
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5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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Client/Vendor AddressesClient/Vendor Addresses

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Client / Vendor:Client / Vendor: This field is required. There are 2 possible options to enter on the
import file:
• Client
• Vendor

• Company Name:Company Name: This field is required. It must match an existing Client or Vendor Name.
• Company First Name:Company First Name: This field is used only if you are using the First Name (The) field on

the Client record.
• Default Shipping Method:Default Shipping Method: This field is not required. However, if you want to use it then it

must match an existing Freight-type Product. Navigate to Inventory ➤ Products and use
the Filter By menu to find the Freight items you can use on your import file.

• Tax Area:Tax Area: This field is not required. However, if you want to use it then it must match an
existing Tax Area. Navigate to General Ledger ➤ Tax Areas to find the Tax Areas you can
use on your import file.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Sales or Accounts Payable ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.
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2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS and XLSX files

2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.
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3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.

If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.
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3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.
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5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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ContactsContacts

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Client / Vendor:Client / Vendor: This field is required. There are 2 possible options to enter on the
import file:
• Client
• Vendor

• Client / Vendor Num:Client / Vendor Num: When updating records, either this field or the Company NameCompany Name
field are required in order to match the Contact to the appropriate Client or Vendor
record.

• Company Name:Company Name: This field is required when creating new records. It must match an
existing Client or Vendor Name. It can also be used as a key (in combination with the
Contact Last Name) to lookup Contact records when choosing the Update ExistingUpdate Existing
RecordsRecords option.

• Company First Name:Company First Name: This field is required when creating new records if the Client or
Vendor record is using the First Name (The) field.

• Contact Last Name:Contact Last Name: This field is required when creating new records. It can also be used
as a key (in combination with the Client/Vendor Name) to lookup Contact records when
choosing the Update Existing RecordsUpdate Existing Records option.

• ID:ID: This field should be left blank when creating new records. It can be used as a key to
lookup Contact records when choosing the Update Existing RecordsUpdate Existing Records option.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Sales ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
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• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without
these key fields.

• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/
false)

• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at
the beginning of this article.

2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS & XLSX files
• Below this section you will see some Update settings that are unique to each type of

import. If you choose to Update Existing Records, you must choose one of these Lookup
options.

2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.
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3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.

If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.
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3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.

Importing Data

Page 32Page 32Importing Data

http://acctvantageerp.screenstepslive.com/s/manual/m/9723/l/82759-acctvantage-version-number
http://acctvantageerp.screenstepslive.com/s/manual/m/9723/l/82759-acctvantage-version-number


5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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Contacts - Email AddressesContacts - Email Addresses

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Client / Vendor:Client / Vendor: This field is required. It is used to indicate if the Contact record being
imported/updated is related to a Client or Vendor record. There are 2 possible options
to enter on the import file:
• Client
• Vendor

• Company Name:Company Name: This field is required in order to properly match the Contact. It must
match an existing Client or Vendor record.

• Contact Last Name:Contact Last Name: This field is required. It must match the Last Name of an existing
Contact record.

• Email Address:Email Address: This field is required.
• Contact First Name:Contact First Name: This field is recommended when creating new records. It would be

100% necessary if you have a more than one Contact with the same last name who
works for the same company.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Sales ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.
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2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS & XLSX files

2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.
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3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.

If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.
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3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.
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5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.

Importing Data

Page 44Page 44Importing Data



5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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Contacts - Telephone NumbersContacts - Telephone Numbers

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Client / Vendor:Client / Vendor: This field is required. It is used to indicate if the Contact record being
imported/updated is related to a Client or Vendor record. There are 2 possible options
to enter on the import file:
• Client
• Vendor

• Company Name:Company Name: This field is required in order to properly match the Contact. It must
match an existing Client or Vendor record.

• Contact Last Name:Contact Last Name: This field is required. It must match the Last Name of an existing
Contact record.

• Phone Number:Phone Number: This field is required.
• Contact First Name:Contact First Name: This field is recommended when creating new records. It would be

100% necessary if you have a more than one Contact with the same last name who
works for the same company.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Sales ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.
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2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS & XLSX files

2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.
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3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.

If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.
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3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.

Importing Data

Page 52Page 52Importing Data

http://acctvantageerp.screenstepslive.com/s/manual/m/9723/l/82759-acctvantage-version-number
http://acctvantageerp.screenstepslive.com/s/manual/m/9723/l/82759-acctvantage-version-number


5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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ProductsProducts

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Part Number:Part Number: This field is required when creating new records. It can also be used as a
key when choosing the Update Existing RecordsUpdate Existing Records option.

• Product Name:Product Name: This field is required when creating new records.
• Product Class:Product Class: This field is required when creating new records. It must match an

existing Product Class.
• Once a Product record is created, the Product Class can not be changed.Once a Product record is created, the Product Class can not be changed.
• Navigate to Administration ➤ Product ClassesAdministration ➤ Product Classes and click Show AllShow All to find the Product

Classes that you can use on your import file.

• Default Type Override:Default Type Override: This field is not required, however, if you don't designate a
Product Type then all of the new records from the import file will be created as
Inventory Products.
• Once a Product record is created, the Product Type can not be changed.Once a Product record is created, the Product Type can not be changed.
• If you want to import specific types of Products, you can do so by using one of these

five Product types here:
• Assembly
• Freight
• Inventory
• Kit
• Non-Inventory

• ID:ID: This field is not used for creating new Product records. It can be used as a key when
choosing the Update Existing RecordsUpdate Existing Records option.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Inventory ➤ Import Wizard.
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2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.

2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS & XLSX files
• Below this section you will see some Update settings that are unique to each type of

import. If you choose to Update Existing Records, you must choose one of these Lookup
options.
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2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.

3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.
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3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.

If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.
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3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.
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5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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Products - AliasProducts - Alias

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Alias:Alias: This field is required.
• Part Number:Part Number: This field is required.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Inventory ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.

2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard supports XLS and XLSX files
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2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.

3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.
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If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.

3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.
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5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.

Importing Data

Page 72Page 72Importing Data



5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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Products - Bill of MaterialsProducts - Bill of Materials

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Kit or Assembly Part Number:Kit or Assembly Part Number: This field is required whether creating a new BOM or
updating the existing BOM.

• Component Part Number:Component Part Number: This field is required whether creating a new BOM or
updating the existing BOM.

• Component Quantity:Component Quantity: This field is required whether creating a new BOM or updating the
existing BOM.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Inventory ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.

2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS/XLSX files
• Below this section you will see some settings that are unique to each type of import.

• Clear Existing Recipe:Clear Existing Recipe: Selecting this option will do exactly that -- clear the existing BOM
(i.e. Recipe) in favor of the BOM you are importing.

• Add To/Update Existing Recipe:Add To/Update Existing Recipe: Selecting this option will keep the existing BOM intact
and will add components to it.
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2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.

3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.
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If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.

3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see that the existing recipes were cleared and new recipes records
were successfully created. Click CloseClose on this window and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.
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5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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Products - Client Price BreaksProducts - Client Price Breaks

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Part Number:Part Number: This field is required.
• Price Break Level (aka Price Break Type):Price Break Level (aka Price Break Type): This field is required.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Inventory ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.

2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard supports XLS & XLSX files
• Below this section you will see some settings that are unique to each type of import.

• Clear Existing Price Breaks:Clear Existing Price Breaks: Selecting this option will do exactly that -- clear all existing
Price Breaks for the included Products in favor of the Price Breaks you are importing.
Products not included on the import file will not be effected.

• Add To Existing Price Breaks:Add To Existing Price Breaks: Selecting this option will keep the existing Price Breaks
intact and will add new Price Breaks to them.
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2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.
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3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.

If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.
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3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.
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4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.

Importing Data

Page 90Page 90Importing Data

http://acctvantageerp.screenstepslive.com/s/manual/m/9723/l/82759-acctvantage-version-number
http://acctvantageerp.screenstepslive.com/s/manual/m/9723/l/82759-acctvantage-version-number


5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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VendorsVendors

Important: Please execute a database backup prior to starting any import process!Important: Please execute a database backup prior to starting any import process!

Notes about special fields:Notes about special fields:

• Vendor Name:Vendor Name: This field is required when creating new records. It can also be used as a
key to lookup Vendor records when choosing the Update Existing RecordsUpdate Existing Records option.

• ID:ID: This field is not required. It can be used as a key to lookup Vendor records when
choosing the Update Existing RecordsUpdate Existing Records option.

1. Open the Import Wizard window.1. Open the Import Wizard window.

Navigate to Accounts Payable ➤ Import Wizard.

2. The Import Wizard2. The Import Wizard

1. In the upper left-hand corner there is a drop-down menu that contains the tables that are
importable. From this menu, select the table that corresponds to the data you want toFrom this menu, select the table that corresponds to the data you want to
import.import.
• Directly below the drop-down menu you can see the importable Field ListField List and Field TypeField Type

for each table.
• Fields that are in REDRED are REQUIREDREQUIRED fields. You can not create new records without

these key fields.
• The Field TypeField Type describes the type of data that is in that field (e.g. text, number, true/

false)
• Fields that are REDRED or those with a Field Type of See DocumentationSee Documentation are detailed at

the beginning of this article.

2. On the upper right-hand side of this window is an OpenOpen button. Click Open to select yourClick Open to select your
import file.import file.
• Note about file types: The Import Wizard only supports XLS & XLSX files
• Below this section you will see some Update settings that are unique to each type of

import. If you choose to Update Existing Records, you must choose one of these LookupIf you choose to Update Existing Records, you must choose one of these Lookup
options:options:
• Lookup by Vendor Name
• Lookup by Vendor Code
• Lookup by Vendor ID
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2.1. Select the import file.2.1. Select the import file.

Highlight the import file and click OpenOpen.
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3. Map the fields from the import file.3. Map the fields from the import file.

After you select the import file, the file will be loaded into the Import Wizard. At this point,At this point,
nothing has been imported. The data in the import file will need to be mapped to thenothing has been imported. The data in the import file will need to be mapped to the
appropriate fields (see next step).appropriate fields (see next step).

You can see the file name of the import file to the right of the OpenOpen button. In the field below
the file name you will see the data as it exists in Row A of the import file. Row A is the headerRow A is the header
row. Data that is in Row A will not be imported.row. Data that is in Row A will not be imported. The header row should strictly be used forThe header row should strictly be used for
mapping purposes.mapping purposes.

In the example below you may notice some of the column headers exactly match the name of
the field, whereas others do not match. Your column headers can be labeled however you want
them to be labeled. It is not necessary for the column headers to match the field name exactly
but descriptive column headers are recommended for simplicity's sake. However, as long as
you know what is in each column of your import file you can proceed to the next step.

3.1. Map the fields from the import file.3.1. Map the fields from the import file.

1. To map the fields from the import file, all you need to do is drag & drop them from your list
of columns (on the right) to the appropriate Import File FieldsImport File Fields column (on the left).

2. When you are finished mapping the fields, click the Import DataImport Data button.
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If you make a mistake while dragging & dropping, you can easily undo it in one of 3 ways:

• If you drop a column onto the wrong field, you can fix it by dragging & dropping it from the
incorrect field to the correct field.

• If you drop a column into the field list that is not supposed to be imported at all, then you
can double-click the field to get rid of it.

• If your entire list needs to be discarded so you can start over, click the Clear MapClear Map button.

3.2. Create a backup?3.2. Create a backup?

After you click the Import Data button you will be prompted to create a backup. THIS IS HIGHLYTHIS IS HIGHLY
RECOMMENDED.RECOMMENDED.

• If you choose not to create a backup please be aware there is no recourse to fix the
database in the event that something goes wrong.

• The backup file will be saved in the location determined by your previously chosen backup
preferences.

Importing Data

Page 97Page 97Importing Data

http://acctvantageerp.screenstepslive.com/s/manual/m/9725/l/82630-data-backup-preferences
http://acctvantageerp.screenstepslive.com/s/manual/m/9725/l/82630-data-backup-preferences


4. The Import Log (successful).4. The Import Log (successful).

When the import is complete, the system will display this Import Log. Any records that can be
imported (without error), will be imported. If there are records that are not imported, you'll see
an error for each of them in the Import Log (see next screenshot). You can save or print this log
if you want to.

In this example, you can see all records were successfully created. Click CloseClose on this window
and you're finished with the import!
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5. The Import Log (with errors).5. The Import Log (with errors).

If there are any records that can not be imported, the error log will give a reason why. The error
messages themselves are descriptive. Most, if not all, of the errors will tell you what needs to be
done. If you have questions about a specific error message, please submit a tech support
request.
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5.1. Save the error log.5.1. Save the error log.

If there are any errors during the import, the system will export an XLS file containing the
records that were not imported (along with a descriptive error message for each). This file will
be formatted exactly as your import file is and it will be re-importable once the errors are fixed.

Click OKOK to choose a save location for the error log.
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5.2. Choose a save location for the error log.5.2. Choose a save location for the error log.

Navigate to the folder where you want to save the error log and click OpenOpen to continue.
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5.3. The error log has been saved.5.3. The error log has been saved.

The error log file is formatted exactly the same as the original import file with one exception.
This file only contains records that were not imported due to errors and also there is now a new
column containing the error message.

This file itself is fully importable. You can go fix the issue that caused the error and import this
exact file. You will need to restart the process at Step 1 if you need to re-import data.
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Import TemplatesImport Templates
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Client (or Prospect) ImportClient (or Prospect) Import

NOTE: This article refers to the Import Template supported in AV 2013.2 and earlier.NOTE: This article refers to the Import Template supported in AV 2013.2 and earlier. WhileWhile
it continues to be available in later versions of AcctVantage, theit continues to be available in later versions of AcctVantage, the Import WizardImport Wizard is nowis now
preferred for imports of this type.preferred for imports of this type.

Client records can be entered manually via the Sales ➤ Clients screen or imported using the
provided template. When creating a new Client record, the following items are required:When creating a new Client record, the following items are required:

• Client NameClient Name
• Client NumberClient Number
• Phone NumberPhone Number
• Zip CodeZip Code
• RelationRelation (Client or Prospect)

• Note: If there is a Default Client RelationDefault Client Relation entered in System Setup ➤ A/R & A/P, the
Relation column is not required on the Import Template. AcctVantage will populate
the Client Relation field for each imported Client/Prospect with the Default Client
Relation.

The following items will be assigned by default, and can be overridden if desired:

• A/R GL Account Name & Code:A/R GL Account Name & Code: This is the “Master” Accounts Receivable account for the
Client AR activity. You do not need to create a sub-account; AcctVantage does that
automatically. Override the AR Account if desired.

• Deposits GL Account Name & Code:Deposits GL Account Name & Code: This is the “Master” Client Deposits liability account
for Client pre-payments. You do not need to create a sub-account; AcctVantage does
that automatically. Override the Deposits account if desired.

*There are many available fields for tracking of Client information that can be entered
during Client setup or at any time in the future.

Before you begin:Before you begin:

• Make a Backup of your AcctVantage Data File.Make a Backup of your AcctVantage Data File.
• Download the Client / Prospect Import Template here.Download the Client / Prospect Import Template here.
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1. Prepare the Client/Prospect Import Template.1. Prepare the Client/Prospect Import Template.

Prepare the Client/Prospect Import Template.

2. Open the Client Window.2. Open the Client Window.

Open the Client Window.

3. Import the Client/Prospect template.3. Import the Client/Prospect template.

Import the Client/Prospect template.

4. Select the Import Template.4. Select the Import Template.

Select the Import Template.

5. Importing Complete.5. Importing Complete.

Importing Complete.
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Shipping / Billing Address ImportShipping / Billing Address Import

1. Prepare the Client Addresses Import Template.1. Prepare the Client Addresses Import Template.

Prepare the Client Addresses Import Template.

2. Open the Ship/Bill To window.2. Open the Ship/Bill To window.

Open the Ship/Bill To window.

3. Import the Client Addresses Import Template.3. Import the Client Addresses Import Template.

Import the Client Addresses Import Template.

4. Select the Import Template4. Select the Import Template

Select the Import Template

5. Importing Complete.5. Importing Complete.

Importing Complete.
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Vendor ImportVendor Import

1. Prepare the Vendor Import Template.1. Prepare the Vendor Import Template.

Prepare the Vendor Import Template.

2. Open the Vendor window.2. Open the Vendor window.

Open the Vendor window.

3. Import the Template.3. Import the Template.

Import the Template.

4. Select the Import Template.4. Select the Import Template.

Select the Import Template.

5. Importing is complete.5. Importing is complete.

Once Vendors have been created or imported, you can proceed to the next step of importing
Vendor Contact records.

Importing is complete.
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Client / Vendor Contact ImportClient / Vendor Contact Import

1. Prepare the Contact Import Template.1. Prepare the Contact Import Template.

Prepare the Contact Import Template.

2. Open the Contact Window.2. Open the Contact Window.

The Contact window can be accessed either through the Sales or Purchasing Module. The same
table contains Client Contacts and Vendor Contacts.

Open the Contact Window.

3. Import the Contact Template.3. Import the Contact Template.

Import the Contact Template.

4. Select the Import Template.4. Select the Import Template.

Select the Import Template.

5. Import is complete.5. Import is complete.

When the Contact Import process is complete, there is no confirmation message from
AcctVantage. If you do not see any error messages, the Contact Import was successful!If you do not see any error messages, the Contact Import was successful!

Import is complete.
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Product ImportProduct Import

 The import process described here is obsolete and provided only for those still running
an older version of AcctVantage. For a more current discussion of Product importing,
please refer to Import Wizard.

1. Prepare the Product Import Template.1. Prepare the Product Import Template.
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2. Open the Product window.2. Open the Product window.
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3. Import the template.3. Import the template.
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4. Select the import template.4. Select the import template.

5. Importing is complete.5. Importing is complete.

Once Products have been created or imported, you can proceed to the next step of importing
Product Aliases (optional).
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Product Alias ImportProduct Alias Import

1. Prepare the Product Alias Import template.1. Prepare the Product Alias Import template.

Prepare the Product Alias Import template.

2. Open the Product Alias window.2. Open the Product Alias window.

Open the Product Alias window.

3. Import the Product Alias template.3. Import the Product Alias template.

Import the Product Alias template.

4. Select the Import Template.4. Select the Import Template.

Select the Import Template.

5. Import of aliases has completed.5. Import of aliases has completed.

Import of aliases has completed.

6. Open the Product Alias window.6. Open the Product Alias window.

Open the Product Alias window.

7. Product Alias window.7. Product Alias window.

Product Alias window.
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Product - Bill of Materials ImportProduct - Bill of Materials Import

1. Prepare the Bill of Materials Import template.1. Prepare the Bill of Materials Import template.

Prepare the Bill of Materials Import template.

2. Open the Recipe Components window.2. Open the Recipe Components window.

Open the Recipe Components window.

3. Import the Product - Bill of Materials template.3. Import the Product - Bill of Materials template.

Import the Product - Bill of Materials template.

4. Select the Import Template.4. Select the Import Template.

Select the Import Template.

5. Importing Complete.5. Importing Complete.

Importing Complete.
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Price Break ImportPrice Break Import

****This article is maintained for those running a version of AcctVantage without the
Import Wizard. The Import Wizard is a much more flexible tool than the import template
and should be used if at all possible! ****

In some cases, it may be easiest to manage Price Breaks using an import template rather
than using any of the other methods mentioned here. To use the import method, you will
populate a spreadsheet with the Price Break Definitions. Then (using a script) you will
import the file into Acctvantage. The Price Break Definitions indicated in the template will
be assigned to the appropriate Products.

Notes:Notes:

• Your import template must be saved as a tab-delimited text file.
• Do not include the column header row.
• Do not add or remove columns from the template.
• Download and install the script (*.FFS file) before attempting to import the Price Breaks.
• Use the field definitions provided in this article and the following information to help

you enter appropriate data into the template.

Before you begin:Before you begin:

• Make a Backup of your AcctVantage Data File.Make a Backup of your AcctVantage Data File.
• Download the Price Break Import Script.Download the Price Break Import Script.
• Download the Price Break Import Template.Download the Price Break Import Template.
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1. Install the Price Break Import Script1. Install the Price Break Import Script
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1.1. Open the Action Menu1.1. Open the Action Menu

1.2. Open the script installer file.1.2. Open the script installer file.
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1.3. Select the script file to install.1.3. Select the script file to install.
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1.4. Script record created successfully.1.4. Script record created successfully.
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2. Prepare the Price Break Import Template.2. Prepare the Price Break Import Template.
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3. Import the Template.3. Import the Template.

3.1. Open the import file...3.1. Open the import file...
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3.2. Select the file to import.3.2. Select the file to import.

4. The Price Break Import is complete.4. The Price Break Import is complete.

When the Price Break Import is complete click OKOK to proceed.
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4.1. Open the Price Break window.4.1. Open the Price Break window.

You can navigate to Inventory ➤ Price Break to see the new Price Break records.
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Journal Entry ImportJournal Entry Import

The Journal Entry Import TemplateJournal Entry Import Template is a text file much like the ones used to import records
(e.g. Clients, Vendors, Products) into other AV modules. However, this template has aHowever, this template has a
different format that must be strictly adhered to.different format that must be strictly adhered to.

There are two sections to this import template:

1. GL SummaryGL Summary
2. Sub-Account DetailSub-Account Detail

In the sample below, rows 6-10 make up the GL SummaryGL Summary section and rows 12-43 make up
the Sub-Account DetailSub-Account Detail section.

Note: If your import does not contain Sub-Account data (Inventory, AR, AP, etc), you must
still include the Sub-Account header row (row 12 in screen shot below) and the EOF (end of
file) tag.

Before you begin:Before you begin:

• Make a Backup of your AcctVantage Data File.Make a Backup of your AcctVantage Data File.
• Download the Journal Entry Import Template here.Download the Journal Entry Import Template here.

1. Prepare the Import Template.1. Prepare the Import Template.

Prepare the Import Template.

1.1. GL Summary section.1.1. GL Summary section.

In the GL SummaryGL Summary section, you will import the summary balance for each of your General
Ledger accounts.

• Cell A1 must contain the special code, AVExtDef20050421. This tells AcctVantage what data is
being imported.

• Rows 3 & 4 should be formatted exactly as they appear in the sample. The date in Cell A3 is
the Post To Date for this transaction. This is the date that the imported journal entries will
be posted as of.

• Row 6 must be formatted exactly as seen in the sample. AcctVantage looks for these
headers to validate the data that follows.
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• Row 7 will begin your actual data import.
• Enter a row for each GL Account.
• The GL Accounts must be in XXXXX-XXX-XXX format.
• Enter a positive number in the DEBIT or CREDIT column as appropriate. Enter a 0 in the

other column. Be sure to only enter positive DEBIT or CREDIT values. Never use negativeBe sure to only enter positive DEBIT or CREDIT values. Never use negative
numbers.numbers.

• Your DEBIT and CREDIT entries for the GL Summary section must balance. If they do not
balance, the import will be rejected.

• Do not make an entry for your Current Year Earnings account(s). If you are importing Journal
Entries to Income and Expense GL Accounts, the Current Earnings will be calculated for you.

Accounts that have related Sub-Accounts require special attention. Examples of these accounts
include:

• Accounts ReceivableAccounts Receivable: GL Accounts marked with the Setup Type of A - AR AgingA - AR Aging (Row 7).
• InventoryInventory: GL Accounts marked with the Setup Type of A - InventoryA - Inventory (Row 8).
• Accounts PayableAccounts Payable: GL Accounts marked with the Setup Type of L - AP AgingL - AP Aging (Row 9).
• Client DepositsClient Deposits: GL Accounts marked with the Setup Type of L - Client DepositsL - Client Deposits (Row 10).

________________________________________________________________________________
• The balances in these 4 GL Accounts are made up of Sub-Account balances. For example,

the balance in the Accounts Receivable account is made up of each Client’s Sub-Account
balance.

• The GL SummaryGL Summary entry for each of these accounts must be justified with entries in the Sub-Sub-
Account DetailAccount Detail section. The DEBITS and CREDITS on these detail lines must equal theThe DEBITS and CREDITS on these detail lines must equal the
amount for this account in the summary section.amount for this account in the summary section.

• If there is more than one entry to the same GL Account, enter the total Sub-Account DEBITSDEBITS
on one row and the total CREDITSCREDITS on another row. Do not enter the net amount on a singleDo not enter the net amount on a single
line.line.

1.2. Sub-Account Detail section.1.2. Sub-Account Detail section.

The journal entries entered in the GL SummaryGL Summary section for…

• InventoryInventory (no Kits): (i.e. Product quantities and values)
• Accounts ReceivableAccounts Receivable: (i.e. Client Sub-Accounts)
• Accounts PayableAccounts Payable: (i.e. Vendor Sub-Accounts)
• Client DepositsClient Deposits: (i.e. Client Sub-Accounts)

…must be justified with entries in the Sub-Account DetailSub-Account Detail section. The detail for a particular
account will have to equal the amounts for DEBITS and CREDITS in the summary section for this
same account.

Each row of this section is used to import one of the following:

• An open Accounts Receivable/Accounts Payable document
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• A Lot of available Inventory
• A Client pre-payment (i.e. deposit)

The following column headers must be in place exactly as they appear in the sample above for
the import to function correctly. It does not matter what row number the Sub-Account section
begins on.

• GL Account Code:GL Account Code:
• Enter the corresponding master account code for the import item. This will be the AR, AP,

Inventory or Client Deposits GL Account Code.
• For the AP and AR detail, be sure that the GL Account you are using here for a particular

Vendor or Client matches the account number that show up on the Client or Vendor
record on the Account Information tab.
• These accounts are of Setup Type L - AP Aging and A - AR Aging.

• The total DEBIT and CREDIT entries for each GL Account in this section must equal the
entry in the GL Summary section for the same account. The GL Summary section will
have separate rows for DEBIT and CREDIT sums for each account.

• Client/Vendor/Part:Client/Vendor/Part:
• This column can be used to identify the Sub-Account to which the import item belongs.

Enter the Client Name, Vendor Name or Product Name. This must be an exact match to
the record in AcctVantage.

• If you have multiple Client or Vendor records with the same Name, then you must also
indicate a Client/Vendor Number in the next column or the AV ID in the 4th column. For
example, you have 3 different Clients named “Smith”, you would need to provide a
second identifier to ensure that the import item is matched with the correct Client.

• This column can be left blank if the Client/Vendor Number or AV ID columns are used.

• Client/Vendor Number:Client/Vendor Number:
• This column can be used to identify the Sub-Account to which the import item belongs.

Enter the Client Number, Vendor Code or Part Number. This must be an exact match to
the record in AcctVantage.

• Since this field is typically unique, it is the most commonly used identifier when preparing
imports.

• This column can be left blank if the Client/Vendor/Part or AV ID columns are used.

• AV ID:AV ID:
• This column can be used to identify the Sub-Account to which the import item belongs.

Enter the Client ID, Vendor ID or Product ID found in AcctVantage.
• Since this number is assigned by AcctVantage during import of the corresponding record

(rather than coming from your current system) it is the least commonly used identifier.
• This column can be left blank if the Client/Vendor Number or Client/Vendor/Part columns

are used.

• Invoice/Lot Number:Invoice/Lot Number:
• This column is used to identify the import item.
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• Enter your Invoice Number from your current system to reference AR or AP items.
• Enter a Lot number for Inventory items.

• This column is required for entry. If you do not currently use Lot numbers for inventory,
enter “opening inventory” or a similar reference.

• Doc Date:Doc Date:
• This column represents the Invoice Date for AR/AP import items. It is not required for

Inventory import items.
• The date in the GL Summary section refers to the Post To Date. The Doc Date entered in

the Sub-Account section assures proper AR/AP aging.

• Due Date:Due Date:
• This column represents the invoice due date for AR/AP import items. It is not required for

Inventory import items.
• The date in the GL Summary section refers to the Post To Date. The Due Date entered in

the Sub-Account section assures proper AR/AP aging.

DEBIT:DEBIT:

• Enter the DEBIT value of the import item. AR Invoices and Inventory items are generally
DEBIT transactions. Do not enter a negative value. A $0 value is acceptable for import of
closed items.

• If the import item has a CREDIT value, enter 0 for the DEBIT.

CREDIT:CREDIT:

• Enter the CREDIT value of the import item. AP Invoices, Client Deposits and AR CREDIT
Memos are generally CREDIT items. Do not enter a negative value. A value of $0 is
acceptable for import of closed items. You cannot enter a CREDIT value for Inventory.ou cannot enter a CREDIT value for Inventory.

• If the import item has a DEBIT value, enter a 0 for the CREDIT.
• Product Qty:Product Qty:

• Enter the Quantity of Inventory units for this import item.
• You can import multiple Lots of inventory on separate rows if needed. You cannot importYou cannot import

negative inventory quantitiesnegative inventory quantities. Leave this column blank for AR/AP/Deposit items. Products
that are a Kit type product would not be included in this detail as you would not have an
open quantity of kits (since they are a not an Inventory item and are built only at the time
of the sale).

• Warehouse:Warehouse:
• Enter the Warehouse name for the imported inventory. This must match a warehouse

name previously setup in the Administration ➤ Warehouses screen.
• If Warehouses are not being utilized then use the default Warehouse and enter Company

Wide in this field. This is a required entry for Inventory imports.

• Location:Location:
• This column represents the bin location or specific location within your warehouse in

which the units are stored.
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• This is a required entry only if you are specifying a warehouse other than company wide.
If specified, it must match a location record previously set up in the Administration ➤
Warehouse record.

• Memo:Memo:
• This column can be used to enter a short note regarding each import item. It is not

required for entry.

• EOFEOF:
• An end-of-file tag, EOF, must appear in the first cell immediately after your last data entry

row. This indicates to AcctVantage that no further data is expected.

1.3. Save the Import Template.1.3. Save the Import Template.

Be sure to save your GL Import template as a tab-delimited text file. It is highly recommended
that you open your import file using a text editor, rather than a spreadsheet program, to
ensure valid formatting prior to import.

• If using a spreadsheet program, it is common to lose the format of date fields when saving
as text.

• It is also common to have Client/Vendor names encapsulated in quotation marks when
saving as text (this is due to commas). Either of these conditions would cause the import to
fail.

You can avoid many problems by formatting the entire sheet as texttext before entering any data.

2. Open the Imports & External Transactions window.2. Open the Imports & External Transactions window.

Your prepared template can be imported via the General Ledger ➤ Imports & External
Transactions screen. On that screen, select ImportImport from the List menu. At the prompt, select
your import template.

Open the Imports & External Transactions window.

3. Import Journal Entry3. Import Journal Entry

Import Journal Entry

3.1. Select the Import Template.3.1. Select the Import Template.

Select the Import Template.
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3.2. Processing Transactions.3.2. Processing Transactions.

Once the import starts, it may take from a few minutes to an hour or more to process,
depending on the number of transactions involved.

Processing Transactions.

3.3. The Import is complete.3.3. The Import is complete.

If there were no errors, the Imports & External Transactions screen will indicate RTP (Ready To
Post) when processing has completed. If errors were present, you can open the Imports &
External Transactions record for a detailed explanation of the error along with the line on which
the error occurred. (See below for some common causes of errors during the import process.)

The Import is complete.

4. Ready to Post the Imported Data.4. Ready to Post the Imported Data.

If your import template is marked RTP, then you are ready to post the imported data to your
General Ledger!

Ready to Post the Imported Data.

5. Posting the Imported Data.5. Posting the Imported Data.

Go to the General Ledger ➤ Post Transactions screen and select Imports & External
Transactions for posting.

5.1. Open the Post Transactions window.5.1. Open the Post Transactions window.

Open the Post Transactions window.

5.2. Post the Imports & External Transactions.5.2. Post the Imports & External Transactions.

Post the Imports & External Transactions.

Importing Data

Page 130Page 130Importing Data



5.3. Journal Report5.3. Journal Report

Journal Report

5.4. Post Session Journal5.4. Post Session Journal

Post Session Journal

Common mistakes that will create errors during the import process.Common mistakes that will create errors during the import process.

• Debits and Credits do not balance in the summary section.
• The detail of a GL Account does not match the Debit and Credit values for the same account

in the summary section.
• GL Account Codes are included that have not previously been created in the Chart of

Accounts.
• Part/Client/Vendor Numbers are used as the reference but are placed in column B which is

for Part Names or vice versa.
• Part/Client/Vendor Name or Part/Client/Vendor Number is used as a reference but more

than one record exists in the system with this same identifier.
• Part/Client/Vendor Name or Part/Client/Vendor Number do not exactly match records in the

system.
• Current Earnings account is included in the summary section.
• Products with an incorrect Product type are included.

• Products are included that are designated with Kit as the Product Type on the Product
record.

• Products are included that are not designated with Inventory as the Product Type on the
Product record.

• Inclusion of Products that are Non-Inventory Products.

• Account codes are used for a Client/Vendor that are not used as the AP/AR Aging account.
This can be checked on a Client/Vendor record on the Account Information tab.

• Failure to define the Warehouse for Inventory detail.
• Failure to include Lot information for Inventory detail.
• Failure to use a GL Account Code for Inventory detail information that has a Setup Type of A

- Inventory.
• Document was saved in MS Excel® and not opened in a text editor to look for and strip

quotes that Excel® sometimes puts around certain fields. These quotes are not visible in
Excel®.

• Document is not saved as a tab-delimited text file.
• Extraneous information is included in other columns.
• Headers have been removed. These MUST stay in place for this particular import.These MUST stay in place for this particular import.
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• EOF (end of file) tag not included.
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Physical Inventory ImportPhysical Inventory Import

The Physical Inventory Import feature is used to adjust the Qty Real Time On HandQty Real Time On Hand for
Inventory items to reflect the actual counted quantity.

Normally this adjustment is made as the result of a routine physical count of items “on the
shelf.” A spreadsheet (tab-delimited text) template is provided for this import.

During the import, AcctVantage will compare your physical count quantities entered on
your import template to the system’s Qty Real Time On Hand value. The system will create a
Ready-to-Post (RTP) Inventory Maintenance transaction to adjust (add or draw) the system
count to your actual count as of the date you specify in the import template. The Inventory
Maintenance Transactions may be reviewed, deleted, or modified prior to Posting.

It is highly recommended to backup your data prior to starting the import process.It is highly recommended to backup your data prior to starting the import process.

1. Make a Backup of your Database!1. Make a Backup of your Database!

Navigate to Administration ➤ Backup to execute a backup of your AcctVantage database.

Make a Backup of your Database!

2. Setup2. Setup

1. Before importing your physical counts, you must select a GL Expense AccountGL Expense Account that will offset
the entry to the Inventory Asset Account. You may use either:

• The default account designated in System Setup. (Step 1.1)
• The Expense Account associated with the Product Class/Warehouse.

• You also must select a Costing SourceCosting Source to use for drawing Products out of Inventory.

2.1. Select a GL Expense Account for Inventory Adjustments.2.1. Select a GL Expense Account for Inventory Adjustments.

The default setting System Configuration setting is to use the account labeled External
Inventory Adjustment account located in the System Setup ➤ Inventory & Marketing screen.
You can use any expense account for this purpose.
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Select a GL Expense Account for Inventory Adjustments.

2.2.2.2.

If you would rather use the Expense Account associated with the Product Class/Warehouse
instead of the System Default:

1. Open System Configuration ➤ Inventory
2. Double-click into the line for Physical Inventory Import Offset AccountPhysical Inventory Import Offset Account and proceed to the

next screenshot.

2.3. Select a Costing Source for Inventory Adjustments.2.3. Select a Costing Source for Inventory Adjustments.

The default Cost Source setting is the Default PO CostDefault PO Cost on the Product record. If you would
rather use an average Cost double-click the line for Physical Inventory Import Cost SourcePhysical Inventory Import Cost Source and
proceed to the next screenshot.

Select a Costing Source for Inventory Adjustments.

You can draw a Product out of stock at either:

• Average Cost for the current WarehouseAverage Cost for the current Warehouse that the count is taking place.
• Average Cost of all WarehousesAverage Cost of all Warehouses that the Product is active in.

Select one of these options, click ChooseChoose and then click OKOK on the System Configuration
window to save the selection.

3. Physical Inventory Import Process3. Physical Inventory Import Process

Prior to exporting the Template you should PostPost all Ready-to-Post (RTP) inventory related
transactions currently on your system.

These transactions include Invoices, Purchase Events, Warehouse Transfers and Inventory
Maintenance Transactions.

If a transaction is not already marked RTP, it does not need to be posted before doing the
import.

4. Export the Template4. Export the Template

1. Create a selection of Products in the Inventory ➤ Products window.
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2. Select Export Physical Inventory Import templateExport Physical Inventory Import template from the Action Menu. You will be
prompted to select a Warehouse.

3. Save this file to your hard drive. The file will be a tab-delimited text file named
PhysicalInvenImport.txt

Export the Template

5. Prepare the Template in Excel®5. Prepare the Template in Excel®

The file may be opened in your Microsoft Excel® and updated with current inventory quantitiesupdated with current inventory quantities.
The only columns to be saved for import are:

• Part NumberPart Number - This value must match EXACTLY to an active Part Number in your Product list.
• WarehouseWarehouse - This is the Warehouse IDWarehouse ID not the Warehouse Name.
• QuantityQuantity - This is your ACTUAL COUNT of the items currently on hand. Do not put in the

variance/delta/difference/change quantity.

The rest of the columns (everything from Column D and to the right) are for informationalThe rest of the columns (everything from Column D and to the right) are for informational
purposes only and should be deleted before importing.purposes only and should be deleted before importing.

Prepare the Template in Excel®

The completed import template...The completed import template...

The Import Template should look similar to this one when completed.

• Do not change Cell A1.
• Enter the Post To date in Cell A2.
• Part Numbers in Column A should be listed exactly as they are on the Product record.
• Warehouse ID (not the Warehouse Name) is listed in Column B.
• Enter your ACTUAL COUNTED QUANTITIES in Column C under Qty.
• Delete all columns to the right of Column C.
• The last row below the Part Numbers in Column A must have EOF in that cell.

The completed import template...

6. Save the Template as a tab-delimited text file6. Save the Template as a tab-delimited text file

The Import Template must be saved as a Tab Delimited Text file!The Import Template must be saved as a Tab Delimited Text file!

Save the Template as a tab-delimited text file

If you are using MS Excel® to prepare your template and you see this message click Continue.Continue.
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7. Import the Template7. Import the Template

• Open the General Ledger ➤ Imports and External Transactions window
• Navigate to the List Menu (top of the screen) and select Import.Import.
• When prompted, select your import template.

The system will now create the transactions behind the scenes. This may take several minutes.
You can check the progress by double-clicking the Imports and External Transactions record to
see the results. However, do not leave this record open as doing so will prevent the import from
progressing.

Import the Template

Processing...Processing...

Processing...

8. Review the imported Inventory Maintenance Transactions8. Review the imported Inventory Maintenance Transactions

1. Highlight the Imports & External Transactions record you’ve just created and cross-reference
to the Inventory Maintenance window.

2. Review (and modify if necessary) the newly created Inventory Maintenance transactions as
necessary.

3. Post the Inventory Maintenance transactions when you're finished.

NotesNotes

• Be sure to make a single entry on the spreadsheet for each Part Number/Warehouse
combination.

• It’s okay to have more than one Warehouse on an Import Template. However, when creating
the templates you will only be able to export one template per Warehouse. You can merge
these templates later.

• The date you specify in Cell A2 of the Import Template is the Post ToPost To date for the
transactions that will be created.

• If you use Excel®, format each column as TEXT. After saving your text file, open it in a word-
processing program and use the Find/Replace function to strip out any quotation marks.
Excel® will wrap cells in a text file in quotation marks if it encounters a comma or other
potential field delimiter.

• If your physical count matches the system count no Inventory Maintenance record will be
created.

• It’s always a good idea to make a backup prior to doing an import.
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• If the import results in a draw (reduction) in Inventory AcctVantage will draw on a FIFO
(oldest first) basis.

• This process cannot be used for Serialized items.
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