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SPA Setup 
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SPA Processing 

Format Vendor Price Sheet - Excel 

 

SPA Quote 
•Enter SPA Quote 

•Add Items 
• Individually 

• Upload Vendor Price Sheet 

•Add Customers 
• Individually 

• By Classification 

•Activate SPA Quote 
 

Generate SPA Claims 

 

Approve Vendor Claims 

 

Vendor Register 
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Converting Your Excel Files 

Price Sheet Uploads: 

• Text files ONLY 

• Format using Excel 

• Save as Text (Tab Delimited) 

• Specific column format 

• 1st row = Header 

• 11 Digit UPC 

• 30 chars max Cat # 

• No negative numbers 

• No $ signs 
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Working w/ Excel – (Open Vndr File) 

Unformatted file 

from vendor 
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Working w/ Excel – (Format Columns) 

Column Format (16 Columns): 
UPC | Cat # | Item Description | ISO UOM | Dist Cost | List Prc | Col 1 | Col 2 | Col 3 | Vndr 
Grp | Commodity Code | Zone Code | Std Pkg Qty | Min Purch Qty | Vnd Return | Chg Symbol 
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Working w/ Excel – (Format Data) 

Number Format (no Symbols) 

 

• Select Column 

• Select Format Cell (popup menu) 

• Number tab (Select Number) 

• Click OK 

If UOM Not Supplied by 

Vendor, then Default = EA 
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Working w/ Excel – (Get UPC #) 

If UPC # not given by vendor, then:  UPC = Vndr UCC + Item # 
 
Create 3 New Columns 

• 1 before the Item # and 2 after the Item Number 
• Column A = (Vndr UCC) 
• Column B = (Item #) 
• Column C = (=A:A&""&B:B) 
• Column D = Paste Special (Value) of Column 3 
 
Format Columns A-D = Text 
 

• Delete Columns A-C 
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Working w/ Excel – (Format Mfr Cat #) 

Mfr Cat# can ONLY be 30 characters long 
 
Create 1 new column after column B 

• Highlight Column B 
• Data -> Text to Column 
• Select ‘Fixed Width’ 
• Click Newt 
• Set to 30 
• Click Finish 
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Working w/ Excel – (Format Mfr Cat #) 

• Fix Mfr Cat # data as needed 
• Delete column C 

Data that was 

truncated 
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Working w/ Excel – (Save Text File) 

File -> Save As -> Text (Tab Delimited) 
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Vendor Price Sheets 

Purchasing 

Module Menu 

Vendor Price Sheet 

Option 
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Vendor Price Sheet Lookup 

Add New 

Price Sheet 

Click 

Lookup 

Enter Search 

Parameters 
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Vendor Price Sheet 

Click 

Add New 

Popup 

Menu 

Popup Menu: 

View: View price sheet detail information 

Edit: Edit price sheet (Name, Description, Currency, Effective & 
Expiration Dates, Status) 

Items: Add items to price sheet 

Delete: Delete price sheet 

Return to Lookup Page 
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Add Price Sheet 

Click Save 

Select Items 

Do a Lookup if you do not see your Price Sheet 
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Add Items to Price Sheet 

2 ways to add items to Price Sheet: 

1. Upload Price Sheet 

2. Add Items Individually 

Click Upload Price Sheet 
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Upload Price Sheet 

Click Submit 

Browse PC for 

Price Sheet 
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Price Sheet Items 

Click 

Add New Item 

Click to Edit Product Price/Info 

Click to Delete Product 

from Price Sheet 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

18 

Add/Edit Price Sheet Items 

Click Save 
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Activate Price Sheet 

Select 

Edit 

Click Save 

Change Price 

Sheet Status 
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SPA Quote 

Sales 

Module 

SPA Quote 

Submenu Option 

SPA 

Submenu 
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SPA Quote List 

Click Lookup 
 

Add SPA 

Quote 

Enter 

Lookup 

Criteria 
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SPA Quote List 
Popup 

Menu 

Click 

Add New Popup Menu: 

View: View SPA header information 

Edit: Edit SPA header information 

Work With Items: View/Add/Edit/Delete items from SPA rebate section  

Customers: View/Enroll/Un-enroll customer from SPA and View/Add custom 
pricing for customer in SPA 

Branches: View/Enroll/Un-enroll branches from SPA (Only if SPA is Branch 
Specific) 

Activate: Activate SPA 

Delete: Delete SPA that has not been activated 
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Setting up an SPA 

1. Create SPA Header 

2. Enter SPA Quote Lines 

• These are the items that can generate claims. 

3. Enroll Customer in SPA 

• These are the customers for which invoices for items in the SPA 
Quote Lines section can be used to generate claims. 

4. Enter Customer SPA Price* 

• If the customer is to receive a special price for specific items in 
the SPA, these items/prices must be setup. These items are only 
used for getting the SO price at time of order entry. 

5. Enroll Branch in SPA* 

• If SPA is branch specific, the branch(es) the SPA is applicable in 
must be specified. 

6. Activate SPA 
 

* Depending on SPA type, this is not a necessary step. 
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SPA Quote Types 

The system only differentiates between: 

• Direct Ship 

• Everything Else 

• Contract | Ship & Debit | Special Stock Sales: these are all handled 

the same way, it doesn’t matter which one you choose. 

 

Rebate Item vs. Customer Pricing 

• Rebate 

• You want to generate vendor claims for products in SPA 

• Item MUST be part of SPA Quote Item 

• Customer MUST be enrolled in SPA 

• Customer Pricing 

•  Customer that is enrolled in SPA can get special pricing for items 

• Item does not need to be part of rebate section of SPA in order to be in 

the Customer SPA Quote Items section 
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Add SPA Quote 

Click Save & 

Continue 
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Add SPA Quote 

Click New 

Line 

Return to SPA Quote List page 
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Add SPA Quote 

Click 

Save 

Click Cancel When Finished 

Adding Items 
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Add SPA Quote 

Edit & Delete 

Line 
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Add SPA Quote 

From Product 

Catalog NOT SPA 

Click Close Window 
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Enroll Customers in SPA 

Select 

Customers 

Note Page: 

SPA Quote List Page 

Click 

Add New 
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Enroll Customers in SPA 

Click Save 

Click Cancel when 

finished enrolling 

customers in SPA 
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Customer SPA - Info 

Select 

Pricing 

Popup Menu: 

Pricing: View and add custom pricing for 
customer enrolled in SPA 

Delete: Delete customer from SPA 
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Set Pricing for Customer 

Click 

New Line 

Return to SPA Customers page 
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Set Pricing for Customer 

Click Save 
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View Pricing for Customer 

Edit & Delete 

Line 
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View Pricing for Customer 

Click Close 

Window 
Price to be given 

to Customer 
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Select Branches for SPA 

Select 

Branches 

*Only appears if SPA applies to ‘specific’ branches. 
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Select Branches for SPA 

Return to 

Previous Page 

Popup 

Menu 

Select Branch 

& Click Save 
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Activate SPA 

Select 

Activate 

Once you “Activate” the SPA you CANNOT delete it. 
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Vendor Claims 

Sales 

Module 

Vendor Claims 

Option SPA 

Submenu 
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Vendor Claims 

Click Generate Claims 

Vendor Claims 

Lookup 

Parameters 

Click Submit 
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Vendor Claims Lookup 

Click Lookup 
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Vendor Claims Lookup 

Select 

Edit 

Post “All” Pending Claims Print “All” Pending Claims 

Popup Menu: 

View: View items being claimed 

Edit: View/Edit/Add/Delete items from claim 

Post: Post claim 

Delete: Delete claim (can be regenerated) 

Print: Print claim 
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Edit Vendor Claim 

Return to Vendor 

Claims List 

Select Edit 

Add Item to Claim 
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Edit/Add Item to Vendor Claim 

Click Save 
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Edit Vendor Claim 

Click Back 
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Print Vendor Claim 

Select 

Print 

Print 

File 
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Select 

Post 

Post Vendor Claim 

Print 

File 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

49 

Approve Vendor Claims 

Sales 

Module 

Approve Vendor 

Claims Option 

SPA 

Submenu 
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Approve Vendor Claims 

Click 

Continue 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

51 

Approve Vendor Claims 

Click Save 
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Vendor SPA Register 

Sales 

Module 

SPA Vendor 

Register Option 

SPA 

Submenu 
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SPA Vendor Register 

Click 

Continue 

Click on 

Vendor Open 

Amount 
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SPA Vendor Register 

Click on 

Claim # 

Click to Close 

Window 

Enter Date 

Range and 

Click Go 
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END SPA Overview 


