
PO Change Import 

1. Overview 

a. If you choose not to use your import this will require a new quote to include the 

template import, since you previously said you would use your existing import. 

1. The import will be accomplished using the eCMS Template logic which imports from 

an Excel file 

2. Customer will define field matching via the template editor 

3. Each Excel row will contain both the header and the detail information for each line 

item on the purchase order to be imported 

b. System will do a full edit of data that was imported via a standard menu options 

c. Customer will be able to maintain imported records via a standard menu option. 

d. Data will be moved to the appropriate tables via a standard menu option 

e. IMPORTING PURCHASE ORDER DATA WILL NOT BE ALLOWED IF THE PURCHASE ORDER 

HAS ANY PRIOR RECEIVING 

f. THIS WILL ONLY ALLOW FOR IMPORT OF HEADER AND DETAIL INFORMATION (NO 

INSTRUCTIONS OR COMMENTS), AND ONLY FOR STANDARD AND DOLLAR PURCHASE 

ORDERS.  NO BLANKET OR LOT PURCHASE ORDERS WILL BE IMPORTED 

 

2. Quantity equipment repair PO template example. 

a. Setup template 

 

Admin > Application Installation > Template Setup 



 

 

 

 

Date Entry for PO Template 

A. Depending on your default settings for PO Auto numbering set to yes, a number will need to ne 

entered and for processing and will be overridden by the system. 

B. Depending on your default settings for PO Auto numbering set to no, you will have to enter the 

number desired. 

C. A reference number must be populated. 



 

b. Import Template 

 

Imports > Job Site Interface 1 > Purchasing Template Import 

 

 

 

 

 

 



c. Purchasing Edit 

 

Imports > Job Site Interface 1 > Purchasing Edit 

 

 

 



d. Purchasing Update 

 

Imports > Job Site Interface 1 > Purchasing Update 

 

 

 

 

 

 



3. PO Change Order 

a. Template Setup 

 

 



 

A. Change Order added to template 

B. C/O Item added to the template. 

 

 

Data Entry 

A. Enter data as needed for the change. 

B. The PO number needs to refer to the original PO number. 

C. The reference number needs entered with the original PO number. 

 

 

 

 

 

 

 



4. Template Import 

 

Imports > Job Site Interface 1 > Purchasing Template Import 

 

 

 

 

 

 

 



5. Purchasing Edit 

 

Imports > Job Site Interface 1 > Purchasing Edit 

 

 

 



6. Purchasing Update 

 

Imports > Job Site Interface 1 > Purchasing Update 

 

 


