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File Upload Overview
Quarterly contract sales data can now be reported using a tab-delimited file upload.
The tab-delimited file can be created by:
· Using the Excel Contract Sales Reporting Worksheet available on the Contract Sales Reporting System login page and saving as a tab-delimited file (recommended).
· A tab-delimited file created from vendor database or IT department.
The sales file only needs 3 columns in the following order for the upload process.

· DES Customer #: These are the customer numbers currently on the Contract Sales Reporting Worksheet.

· Customer Name:  This is used as a reference for any processing errors.

· Sales Amount: Sales dollars rounded to the nearest dollar.
The file upload option is available on the “Select Contract & Reporting Period” screen.  If the Import sales from file option is selected, you will be able to select your file from your personal computer or network drive.  After the file has been uploaded and processed, you will be able to review, edit and submit the sales report.
Login Screen – Contract Sales Worksheet
The Contract Sales Reporting Worksheet can be found on the Login Screen (Figure 1). The worksheet lists all customer/organizations to be used as a tool to gather customer/organization sales data offline before logging on and reporting sales.
1. To create a tab-delimited file using the Excel Contract Sales Reporting Worksheet, go to to the Contract Sales Reporting System login page and choose the link to the Contract Sales Reporting Worksheet.
[image: image1.png]| € Login - Windows Internet Explorer (SRR
File Edit View Favorites Tools Help

i Favorites | 5 Y ESP @ Home ] Time DE Intranet ] Web Sice Gallery v
\emg... \ |

) e focabost250 Loginaspx <T84 x| (W50 » -

Contract Sales Reporting System (Test) gﬁiz:ﬁﬁ;;@;\%es

Login

Welcome to Enterprise Senices’ online Contract Sales Reporting tool for contract vendors
Please enter your Email Address and Password to log on

HFyou do not have an Email Address or Password, or if you are having system trouble,
please contact Customer Senice at (360) 407-2210 or |

Login ID

i
Password
i

- Lists all customer/organizations to be used as a tool to gather
customer/organization sales data offine before logging on and reporting sales

New Enhancement For Contract Sales Reporting Now Available!
The Contract Sales Reporting System now offers the abilty for vendors to upload sales data from an excel document, or any accounting system that can save a file in a tab-defimited format
This can save you the time spent manually entering sales reports each quarter. Click here for instructions
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Figure 1. Contract Sales Reporting System Login Screen.

Sales Reporting Worksheet
2. Choose the appropriate Reporting Year and Report Quarter, and then click View Report.
3. To export the report to an Excel document, click the dropdown box, Select a format.
4. Choose Excel, and then click Export (Figure 2).
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Figure 2. Contract Sales Reporting Worksheet.

5. A File Download dialog box will appear. Choose Save (Figure 3).

a. Note: The document may take some time to load.
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Figure 3. File Download dialog box.
6. Rename, choose a location to save the document and then click Save (Figure 4).
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Figure 4. Save As dialog box.

Enter Sales Data into Excel File
7. Open the saved Excel file and enter your sales data in the appropriate column (Figure 5).
a. To import the document, it must be in the format displayed in Figure 5. 
b. The columns with Customer Number, Customer Name and Sales are required.
c. Sales amounts must be entered to the nearest dollar.
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Figure 5. Enter sales data into saved Contract Sales Reporting Worksheet Excel file.
Save file as Text (Tab-delimited) file.
8. After you have completed entering your sales data, save the Excel file as a Text (Tab delimited) file.
a. Choose File
b. Choose Save As
c. Rename and choose a location to save the document.
d. Change the Save as type  to Text (Tab delimited) (Figure 6).
e. Click Save (Figure 6).
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Figure 6. Save As dialog box, displaying Save as type as Text (Tab delimited) file.
Example of Saved Tab-delimited File
Figure 7 displays an example of a tab-delimited file saved from the Contract Sales Reporting Worksheet.  
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Figure 7. Example of a tab-delimited file saved from the Contract Sales Reporting Worksheet.

Selecting File Import Option
9. Login to the Contract Sales Reporting System (Figure 1).
10. Click the dropdown boxes to select the appropriate Reporting Year and Reporting Quarter (Figure 8).
11. Check Import sales from file, then click Next (Figure 8).
[image: image8.png]) €] htp://localhost 2500/Section. aspx B

B2
&

X |18l 8ing P~

i Favorites | 5 &Y ESP @ Home ] Time DES Intranet. ] Web Sice Gallery +

Fle Edt View Favorites Tools Help

Contract Sales Reporting System (Test) Euﬁr{;g%@;;emmm%es

Select contract & reporting period

Vendor # (w9997 | [[Gay]
Contract #: | 01811 - Vehicle Partitions and Push Bumpers [+

Sales Reporting History

Year QmR1 Qmr1$ ar2 aw2s a3 ar3s awa awas Total
Repoting Year: 2013 [= 201 X so00[ X s000|  x so00[ X 50.00] 50.00]
2012 X so00[ X s000|  x so00[ X 50.00] 50.00] 4
2013 X s000] X s000] N s000| N 50.00] 50.00]

Reporting Qtr:| Qtr3 [
Contract Title: Vehicle Partitions and Push Bumpers

Admini Steve Hatfeld X = Not required to report Y = Have reported sal N = Have not reported sal
Contract Adminisrato = Not required to re = Have reported sales = Have not reported sales
Admin Phone: (360) 407-5276 o ‘

Admin Email: steve hatfield@des wa gov

Vendor Start Date: 07-01-2013
Vendor End Date: 06-30-2015

Vendor Contact Name: John Doe.

: Contact Phone: (360) 5557677

Contact Email: mycompany@abc com

|
Vendor Name: ABC Widgets Company
O fthe information provided here is incorrect, please contact Customer Senice at (360) 407-2210 or CSMail@des wa gov i

Check here if sales equal zero for the year and quarter you are reporting. =

wport sales from file. Help

Accass

WESHINGLONE





Figure 8. Contract Sales Reporting System after login.

Uploading a file
12. Click Browse, then locate and select the Text (Tab delimited) file (Figure 9).
13. Click Upload File to upload (Figure 9).
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Figure 9. Uploading a file.
Processing Uploaded Sales File
14. If the file is sucessfully uploaded, the process sales button will appear (Figure 10).
a. If the file did not load, see instructions for Error Uploading Report File. 

15. Click Process Sales to begin processing.
a. Note: The sales processing may take a few minutes. Please wait for message to confirm that the upload processing is complete. Please do not attempt to navigate to other screens whilt the file is being processed.
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Figure 10. Processing uploaded sales file.
Successful File Upload and Processing 
16. After processing the sales file, as message will provide status and processing information (Figure 11). At this time, the sales data has been uploaded and processed.  You must still review and submit the sales report.
17. Click Review Sales (Figure 11).
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Figure 11. Successful file uploading and processing message from importing sales data.
Review Sales Screen

18. Review your sales data. Use the buttons below to review, edit and submit your sales report (Figure 12).
19. Click Submit Sales Report, to complete your sales reporting.
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Figure 12. Contract Sales Reporting System review sales.
Error Uploading Report File
1. If a file fails to import correctly, an error message will appear.  The following are possible reasons the file failed to upload and process correctly:
a. File is not saved in a tab-delimeted file.  Re-save file in proper tab-delimited format and repeat file import process.
b. File is not in the proper format of Customer #, Customer Name and Sales.  Reformat the file and repeat import process.
c. Sales amount data not in correct format.  Open file in Excel, right click on sales amount column and select Format Cells.  Select Number from the category options and change decimal places to zero. Click Ok.  Save file again in tab-delimited format. Repeat file import process.
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Figure 13. Contract Sales Reporting System import sales file error message.
�Do we want to add contact info here? Or not?
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