How to Export or Import
Data?

At many places within Samooha application, user will
see these 2 buttons Ed EJ which indicate that user is
able to import / export data from / to CSV (comma-
separated values) file for that document view. Data
in CSV file can be viewed using Excel or Notepad
program.

(= Export data to CSV file
¥ Import data from CSV file

For example, in Sales Order view, user is able to
export list of products in the sales order or import
list of products to be part of the sales order

(5] sales Order *

=« 3008 0 d-=-a Stancard Orcler Drafted

Document Date Document Number Reference Number Branch

22/03/2016 v| [s0-16-030198 50-16-030193 | [hQ - Heaa Office v/

Customer Currency %vel To

4110011/WAD01 - Watsons - HQ v| [ seD 4110.011/WAO001 - Watsons - HQ v/

Customer Location Contact Person Delivery Location Contact Person

Singapore HQ v/ [ charmaine Chong v [ Orchard - Paragon | [ charmaine Chong vl

Additional Details E——— B

Ship From Ship Via Representative Delivery Date

TEOL - Main Warehouse v v/ v v

Payment Term Inco Terms Description Invaice Rule

60D-EOM - 60 Days End Of Month v [Exw - Ex Works vl Loa07 After Delivery v]

Analytical Group Tax Priority

TT02 - Third Party v [ price Excludes Tax v/ [ Medium v]

["ems / Artictes | Taxes | Notes / Attachments | Reserved Stock | Applied Promotions |

Product Brand: | < Select All > v & Filter: ] la a]l® o

o ol T Al 1] T r T ™| ™ | V'EI

?7/#4 Product Description | Uom | Ordered Q... Confirmed Q.. Unit Price Discount Nett Price Total Amou... Tax Rate Change Reason [ Expense Ty... [®
A
o

Total [Qty: 0, Amount: §$0.00 - Discount. | + Tax §$0.00] = Grand Totat

) (———— vt ) (s

| Sales Orders List | Sales Order

Example of Export & Import in Sales

Order

There are 2
Sales Order

A. Document

types of export & import feature for
in Samooha:

level

B. Product line level
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*Note: user is recommended to export data to a CSV
file first and then use the exported file as import
file template. For mandatory fields, please ensure
these are filled up and according to the format of
the field (i.e. text, numbers, date, etc)

Click on “Sales Orders List” tab at the bottom of
screen. At the top right of screen there are 2
buttons; & button to export approved Sales Order
documents as CSV file, while Ed button to import CSV
file into Samooha as drafted Sales Order documents.

! Sales Order *
H customer: | < Select All » v| salesRep: [ < Select A1l > v ( search )
Year  |Year2016 v From] ! i v| Branch [ <Select il > v ([ create New )

Date4 | Document# Reference # " Customer# Customer Name | Location | SslesRep Currency Grand Total  Status  Type [®
Jan 14,2016 |50-16-010152 |PO-1234 4110.011/C0001 | Cold Storage - HQ |Cold Storage - Bedok Mall |EM04 - Tony |SGD 5§54/ Drafted A
Jan 14,2016 |SO-16-010151 |tres 4110.011/C0001 | Cold Storage - HQ Cold Storage - Orchard 56D 5§1.03|Approved |SO
Jan 28,2016 _|S0-16-010153 |C520160128 4110.011/C0001 _|Cold Storage - HQ |Cold Storage - Bedok Mall |EMOL - Chris |SGD |Drafted |
Jan 28, 2016 _|SO-16-010154 |PO-2016012815 4110.011/C0001 | Cold Storage - HQ |Cola Storage - Bedok Mall |EMOL - Chris |SGD 5$427 Drafted |
Feb 5,206 |SO-16-020165 |PO-20160205 4110.011/R0001 |Robinson The Heeren SGD 581281/ Confirmed 15O

I. Export Sales Order to CSV File:

1. To export sales order, select approved Sales Order
document row(s) from the list, then clickEd button, or
right-click on the Sales Order row to show options
window then click on “Export Sales Order(s) —
Detailed”. User can select multiple rows to export
multiple Sales Order documents in a single CSV file

Note: only approved Sales Order can be exported

[ sales Order =
B customer: | < Select all > | sales Rep: [ < Setect all > vl ( searcn )
Year | Vear2016 | from! | it | Branch [ <SelectAll > ! (1l Create New )
Date+  Document # Reference # | customer# | Customer Name | Location | SalesRep | Cumency| Grand Total| Status | Type [@
Jan8,2016 SO-16-010144 4110011/GU001 | Guardian - HQ |singapore HQ SGD 5$1297|Approvea |50 [~
Jan 8 2016 | SO-16-010147 4110.011/6U001 |Guardian - HQ : i HQ EMO1 - Chris |SGD 5$221.88 A d SO
Feb3,2016 |SO-16-020155 |PO-01 4110011/WA00L ragon SGD 5549270 s0
Fens,2016 |S0-16-020158 |PO-001 PR-BGD P E & T Approved | SO
Feb5,2016 SO-16-020159 |PO-67 PR-BGD [p| ™ Preview this Sales Order - Chri $15509.98 Approved SO
98457 PR-BGD p & Print Sales Order(s) - Chri $3.420.00 SO
32356 PR-BGD Pl Confirm Sales Order(s) App 50
Feb 5,2016 PO-20160205 AL00I/MEOOL N oo oo = 551,234.99 Approved |50
50-16-020157 ae0yewo g 5$1.08 Approved | BO
PO-20160205 4110011/6U001 P e |} 585242 Approved SO
Feb 16,2016 'SO-16-020172 |Test for Flat Discount by Q.. % Undo Sales Order Approval(s) §5238.92 Approved |SO
Feb 16,2016 |SO-16-020178 |PO-201602-tst 4110011/TA00L Delete Sales Order(s) op 50
Feb 16,2016 |SO-16-020175 |PO-20160216-123 4110011/WA00L M 6,00t Sales Orderts) - Detailed \pp so
Fah 22 2MA |SN.1A-MMA2 [co.nm2-FER1A PR-RGN I | €47751  Annroved 150

2. On the “Export File Chooser” window, click on
“Browse” button to select file location and file name
to save the exported data. User may select different
format of the data to be exported:

* Header and Lines
= One Row per Item

* With Quantity Only (for sending data to 3PL)



Export File Chooser

i Select the file path to which data is exported in the chosen format.

File: [C:\Users\Admin\Documents\Sa lesOrders.csv ] Browse

File selected for import should be in proper format and in UTF-8 encoding

File Format | Header and Lines vl

Export File Chooser

Export File Chooser

i Select the file path to which data is exported in the chosen format.

File: [C:\Users\Admin\Documents\Sa lesOrders.csv ] ( Browse )

File selected for import should be in proper format and in UTF-8 encoding

File Format

[Header and Lines

One Row per Item
With Quantity Only

3. Click OK button to confirm and export the selected
Sales Order document(s) to CSV file.

4. Open the folder where the file was saved. Below is
example of the same Sales Order document exported as
CSV file in different formats:

= Header and Lines

A B | c oD E F | G H Iy KL M

Type _Doc # Date Ref # Customer Customer Currency Sales Rep Warehous Partner Lo Delivery Lc Description

Product Code  Product Name UOM Ordered Q Quantity Unit Price Discount Total Amo Tax Account Setting
SalesOrde1S0-16-010150 14/01/2016 SO-15-1204110.011/ Guardian - SGD TEO1 Singapore Singapore test SPD-049

Loal0d LOACKER CHOtCt12 1 1 47.88 0 47.88 SR

Loal0d LOACKER CHO! Each 15 15 3.99 0 59.85 SR

Total Quantity Total Amo Discount A Tax Total Grand Total
16 107.73 0 7.54 115.27

= One Row per Item

A B c o £ ; G H 1 ) K L M N o [ Q R s T u v

Type  [Doc  Date Ref o Customar Customer Currency Sales Rep Warehous Customer Delivery L Product CiProduct N.UOM Ordered CQuantity Unit Price Discount Total Amo Tax Account $ Description
'salesOrde SO-16-01( 14/01/2016 SO-15-12(4110.011/ Guardian -SGD TEOL  Singapore Singapore Loal0  Loacker CICt12 1 1 4788 0 47.885R test SPD-049
‘SalesOrde SO-16-01( 14/01/2016 50-15-12(4110.011/ Guardian -SGD TEOL  Singapore Singapore Loal0  Loacker ClEach 15 15 39 0 59.855R test SPD-049

= With Quantity Only (for sending data to 3PL)



A 8 c D E F
50150 |1]50-15-120118|14012016000000 |S0-15-120118|4110.011/GU001|4110.011/GU001 | Guardian - HQ| One Raffles Place  #30-02  Tower One| | |5G|048616|5G|SGD|TEO1 |
S0D|1121L0a10]1]1
50D|1/3]L0a10]152

II. Import Sales Order from CSV File:

1. To import sales order, click E4 button in the Sales
Order list view. User can import multiple Sales Order
documents in a single CSV file. Sales Order document
will be imported into Samooha as drafted in status.

Note: user to ensure there is no duplicate document
number for the imported data, i.e. the document
number is not already in Samooha list of Sales Order

2. On the “Import File Chooser” window, click on
“Browse” button to select file location and file name
to load the import data from. User to select the
correct format of the data to be imported:

= Header and Lines

* One Row per Item

|| Import File Chooser

I Select the file with data in the format reguired for this import.

File: [C:\Users\Admin\Documents\SalesOrders.csv 1 I Browse I

File selected for import should be in proper format and in UTF-8 encoding

File Format | Header and Lines vI

- ga "CEI




Import File Chaose

Import File Chooser

i Select the file with data in the format reguired for this import.

File: [C:\Users\Admin\Documents\SalesOrders.csv 1 | Browse )
File selected for import should be in proper format and in UTF-8 encoding

File Format

Header and Lines

One Row per Item

Below is example of the same multiple Sales Order
documents (with different document numbers), imported
as CSV file in different formats:

= Header and Lines

A B C D E F G H 1 J K L M
Type Doc # Date Ref # Customer - Customer Currency Sales Rep Warehous Partner Lo Delivery Lc Description
Product Code Product Name UOM Ordered Q Quantity Unit Price Discount Total Amo Tax Account Setting
SalesOrder 50-16-030188h  11/03/2016 test chang 4110.011/ Robinson SGD EMOD4 TEOL The Heere The Heeren
BD01-003145 Ctrl-A Beauty | Each 52 50 25.12 3% 1,218.50 SR
Total Quantity Total Amo Discount ATax Total Grand Total
50 1,218.50 0 85.3 1,303.80
SalesOrde1SO-16-030191h  15/03/2016 test ADX2(4110.011/ Watsons - 5GD TEO1 Singapore Orchard - | test ADX2016-02 promo
Loa07 LOACKER DAR Ct150 2 2 144 0 288 SR
Loa08 LOACKER CHO Each 7 7 3.99 0 27.93 SR
Loal9 LOACKER MIX Each 10 10 4.8 0 48 SR
Loal0 LOACKER CHO Each 19 19 3.99 0 75.81 SR
Total Quantity Total Amo Discount ATax Total Grand Total
38 439.74 0 20.77 45511

* One Row per Item

A 8 [4 D E F G H 1 ] [3 L M N o P Q R s T u v

Type  Doc# Date Ref#  Customer Customer Cumency Sales Rep Warehous Customer Delivery L Product CtProduct N:.UOM  Ordered CQuantity Unit Price Discount Total AmoTax  Account S Description
SalesOrdeS0-16-030188r 11/03/2016 test chang2110.011/ Robinson SGD EMOI  TEOL  The Heere The Heere BD01.003 Cirl-A BeaEach 52 50 251214 0 1218558

SalesOrdeS0-16-030191r 15/03/2016 test ADX2 4110.011/ Watsons - 56D TEO1l  Singapore Orchard - Loa07  LOACKER Ct150 2 2 144 0 288 5R test ADX2016-
SalesOrdeS0-16-030191r 15/03/2016 test ADX2 4110.011/ Watsons -5GD TEOL  Singapore Orchard - Loa08  LOACKER Each 7 7 399 0 27335 test ADX2016-
SalesOrdeS0-16-030191r 15/03/2016 test ADX2 4110011/ Watsons -SGD TEOL  Singapore Orchard - Loa09  LOACKER Each 10 10 a8 0 48 SR test ADX2016-
SalesOrde50-16-030191r 15/03/2016 test ADX2 4110011/ Watsons - 56D TEOL Singapore Orchard - Loal0  LOACKER Each 19 19 399 0 75815R test ADX2016-

3. Click OK button to confirm and import the selected
CSV file as Sales Order document(s).

4. Click Search button on top right of the list view
to refresh the list. If successfully imported, the
document(s) status will be shown as drafted.



[] sales Order *

B customer; [ < Select All > | Sales Rep: | < Setect All > v ( searcn )
Year | Year2016 v/ From ] T v| Branch [ <Select All > v (I createyew ) [E] [E1]
Date  Document# + Reference # | Customer# Customer Name | Location SalesRep Curmency Grand Total Status  Type [®

Feb 11, 2016 |SO-16-020169 | PO-2016021103

4110.012/MA0OL | Marc Anthony Cosmetics Inc. |Canada usD $308.75 | Confirmed (SO | A

Ma es check 0.011/CO00 - - ¢
rmcnangsremn |4110,011/R0001_|Robinson The Heeren EMO4 - Tony |SGD 551,303.80|Drafted _|SO
Mar 11, 2016 |SO-16-030188r | test change reason 4110011/R0001 |Robinson [The Heeren EMO4 - Tony |SGD $§1,303.80|Drafted __|SO
rest ADX2016-02 4110.011/WADO1 | Watsons - HQ Orchard - Paragon SGD 5547052 Drafted |50
Mar 15, 2016 |50-16-030191r test ADX2016-02 4110011/WA001 | Watsons - H Orchard - Paragon SGD 5347052  Drafted /SO
Mar 22, 3016 |50-16.030107 | testbromo (o 20160301 [4110011/CO00T |Cold Storage - 0, ToIa Storage - Orchard £ TI0L87 Confmed 150 |
Mar 22, 2016 |S0-16-030194 _|50-16-030193 4110011/WA001 | Watsons - HQ |Orcnara - Paragon 560 5945967 Confirmed |SO
Mar 22, 2016 |SO-16-030198 | S0-16-030193 4110011/WA01 |Watsons - HQ Orchard - Paragon SGD Drafted  |SO

In Sales Order view, user is able to export list of
products in the sales order or import list of
products to be part of the sales order.

! Sales Order X

Mz e«® a0-08 o d- @B Standard Order Drafted
Document Date Document Number Reference Number Branch
(220372016 v/ [s0-16-030198 | (s0-16-030193 ) [hQ - Head Office vl
Customer Currency Deliver To
4110.011/WADOL - Watsons - HQ v| [seD 4110.011/WAOO1 - Watsons - HQ vl
Customer Location Contact Person Delivery Location Contact Person
[ Singapore HQ v/ [ charmaine Chong v [ Orchard - Paragon | [ charmaine Chong vl
AdoionlDetrs e
Ship From Ship Via Representative Delivery Date
TEOL - Main Warehouse v v/ v v
Payment Term Inco Terms Description Invoice Rule
[ 60D-EOM - | Texw - | 0a07 v
60D-EOM - 60 Days End Of Month v [exw - Ex works v After Delivery
Analytical Group Tax Priority
TT02 - Third Party v! [[Price Excludes Tax v| [ Medium v]
fnemsfmides I Taxes | Notes / Attachments | _Reserved Stock | Applied Promcrllom}
Product Brand: | < Select All > v & Fiter: [ ] la a]le o
rul mi T Al 1] ] f | I vl V! vi#
? #4 Product Description | Uom | Ordered Q... Confirmed Q.. Unit Price Discount Nett Price| Total Amou...  Tax Rate I Change Reason | Expense Ty... [®
A
v
Total [Qty: 0, Amount: $$0.00 - Discount. |+ Tax §50.00 ] = Grand Total: |

(" cenerate Documents =) Confirm Sales Order ) ( CreateNew ) S Reverr | ( Delete )
| Sales Orders List | sales Order

I. Export Sales Order Product Lines Data to CSV File:

Scenario: Export list of products data from a sales
order document to csv file

1. Open “Sales — (Sell In Transactions) Sales
Orders” view

2. Double click on a sales order from the sales
orders list, it will bring up the details on “Sales
Order” tab for the selected order.

3. On right side of “Items / Articles” tab, click on
Ed button to export the list of products to csv file.
It will pop up a window, select folder to save and
enter the file name of the csv data file. Default
file name is document#.csv



E Sales Order *

e €«% 3008 0ld-HE-a Standard Order I[ Approved
Document Date Document Number Reference Number Branch

[16702/2016 v [s0-16-020177 ] [P0-201602-Lux123 | [HQ - Head Office vl
Customer Currel Deliver To

(411001110001 - Luxola v| [sep ] (411001110001 - Luxola v!
Customer Location Contact Person Delivery Location Contact Person

Singapore ! v! Singapore v v
o Dot BB
Ship From Ship Via Delivery Date

['sMo1 - Main Warehouse v! v f v [ = |
Payment Term Inco Terms Invoice Rule

COD.-COD. v! [ExXwW - Bx Works v! After Delivery v
 Analytical Group Tax Priority
(1702 - Third party ] | price Exciug Mediom -

Ttems / Articles | Taxes | Notes / Attachments | Reserved

Product Brand: |« Select Al =

[ 1 Documents

v EEIEDE]

1 2131 weasnowerGer 250min

1 Ac

? #4 Product Description
o|  1/8002-0.. Mint Tea Shower Gel .

Uom
Each

| Custom Office Templates
L fmec

BD02-0... | Jasmine Shower Gel

. |Each

| My Received Files

2
3|BD04-0... | Master Eye Liner in Br...
4

Each

L One
I Out
4519
O ana

8 app|

BDO03-0... | 365 Cellular Elixir Inte...

Each

[50-16-020177-products.csv

All Files

Delivery Order 50-16-020177

( sevemevoamens 1) (

Sales Orders List | Sales Order

A

B

C

[Product #]  [Product Name]
BD02-002131 Mint Tea Shower Gel 250ml Each
BD02-002130 Jasmine Shower Gel 250ml Each
BD04-002562 Master Eye Liner in Brown Each
BD03-002457 365 Cellular Elixir Intense Youth Each

10
10
10

5 + Tax: $$65.35] = Grand Total: 5$998.90
Revert Delete
E F G H I

[UOM] [Quantity] [Unit Price] [Discount] [Mett Price] [Amount] [Tax Code]
13.98 13.98 136.8 SR
13.98 13.98 139.8 SR
8.2 8.2 82 SR
63.55 63.55 635.5 5R

10

*Note: User may need to change numbers (e.g. “Product
#", “Barcode") as text type in the excel application,
for it to show properly. This is due to excel

application displaying long numbers as scientific
notation (e.g. 1.2408E+12). For code numbers that
starts with zero(s), excel may truncate / remove the

zero(s).

To change data type in excel, select the column,
right click, Format cells, select Text category

IT. Import Sales Order Product Lines Data from CSV

File:

Scenario: Import list of products data into a sales

order document from csv file

Note: User is recommended to export data first to

create a data template with example to use as data

import creation template. This will help reduce

likelihood of mistakes in preparing the data to be

imported into GOOMI application

1. Open “Sales — (Sell In Transactions) Sales



Orders” view

2. Double click on a sales order from the sales
orders list, it will bring up the details on “Sales
Order” tab for the selected order. User can only
enter / import product lines data when the Sales
Order document status is “Drafted”. If a sales
order’s status is “Confirmed” or“Approved”, reopen /
undo approval of the Sales Order first. This is

to allow user to modify the document

3. On right side of “Items / Articles” tab, click on
Ed putton to import the list of products from csv
file. It will pop up a window, select folder to

load and choose the csv file to *import the data from

! Sales Order *
HE=E «% /3008 0 4-F-8 Standard Order il Drafted |
Document Date Document Number Reference Number Branch
(2070412016 +| [s0-16-040108 | (s0-16-020177 | [HQ - Head Office v
Customer Curre Deliver To
4110.011/GU001 - Guardian - HQ ! [4110.011/6U001 - Guardian - HQ V!
Customer Location Contact Person Delivery Location Contact Person
[ singapore HQ ! [Hardi Bramantio vl [Suntec City Mall vl [ vl
Additional Detais I
Ship From Ship Via Representative Delivery Date
[SMO1 - Main Warehouse v] v! v v
Payment Term Inco Terms Description Invoice Rule
[ 60D-EOM - 60 Days End Of Month v [exw - x works After Delivery vl
+ Analytical Group Priority
{11102 - Third party v! e [Medium v]
[ 1tems / Articles | Taxes | Notes / A 4 | @)
] [#][B][&] =] -
Product Brand: | < Select All > . @ﬂ 4 e
| | -16-1 X
O o I8 so-16 I]lﬂi4&7pmdudsm A so2| " I e
; - - > B 50-16-020177-products.csv @502 ‘
? #4 Product Description Uom | Orderedll I 50.16-030194-products.csv A ST Tax Rate Change Reason  Expense Type
[ 5020160415816 csv B STK;
|8 5020160419233.csv
<
[50-16-020177-produets.csv
= -
+ Tax: $§0.00 | = Grand Total ]
( Generate Documents \9 ( Confirm Sales Save Revert Delete
Sales Orders List | Sales Order

*Note: User may need to change numbers (e.g. “Product
#“, “Barcode”) as text type in the excel application,
for it to show properly. This is due to excel
application displaying long numbers as scientific
notation (e.g. 1.2408E+12). For code numbers that
starts with zero(s), excel may truncate / remove the
zero(s).

To change data type in excel, select the column,
right click, Format cells, select Text category

4. Compare the imported data in the sales order
against the csv file



ltems / Articles | Taxes | Notes / Attachments | Reserved Stock [ Applied Promotions |

Product Brand: | < Select All > v| % Filter [ 08 % e
Ll [ ] 1] 1 I I I I v v/ =
7 #4 Product Description Uom | Ordered Qty | Confirmed Qty | Unit Price | Discount | Nett Price | Total Amount Tax Rate Change Reason Exp:m:Type'%
Mint Tea Shower Gel .| Each 10 5513.98 55139.80|Sales Tax Account 7% SR A
Jasmine Shower Gel .. Each 10 551398 55139.80| Sales Tax Account 7% SR
3|BD04-0... |Master Eye Liner i - 10/ 5$82.00| Sales Tax Account 7% SR
4[BD03-0...[365 Cellular Elxir Inte... 10 56355 5$635.50| Sales Tax Account 7% SR
v
Total [Qty: 40, Amount: $§997.10 - Discount. | 4 Tax $§69.80 ] = Grand Total: 5§1,066.90
( Generate Documents [<) (_ Confirm Sales Order ) ( createnew ) sowe Revert ) ( pelete )
Sales Orders List |_Sales Order
A B Cc | D | E F G H I
[Product #]  [Product Name] [UOM] [Quantity] [Unit Price] [Discount] [Mett Price] [Amount] [Tax Code]
BD02-002131 Mint Tea Shower Gel 250ml Each 10 13.98 13.98 139.8 SR
BD02-002130 Jasmine Shower Gel 250ml Each 10 13.98 13.98 139.8 5R
BD04-002562 Master Eye Liner in Brown Each 10 8.2 8.2 82 SR
BD03-002457 365 Cellular Elixir Intense Youth Each 10 63.55 63.55 635.5 SR



