
 

Supplier Catalogues 
Ostendo Import Process 

ADDING SUPPLIER CATALOGUES TO OSTENDO 

Suppliers will provide catalogues in any number of different formats, it is assumed here that a 
single product record is stored per line other formats will need to be altered to match. 

CREATING A NEW CATALOGUE 

In Ostendo 

1. Click Purchasing 
2. Click Supplier Catalogues 
3. For a new catalogue click Add (F5) 
4. Add the Name for the Catalogue, the Catalogue Supplier and a Description 
5. Tick the options you want to update (Typically this would be Sell and Buy Price) 
6. Click Save (F6) 
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PREPARING THE CATALOGUE LINES FOR IMPORT 

1. Open Pricelist and Save As an .XLS file (Excel 97-2003 Workbook) 
2. Pricelist must at least have the following fields: 

a. CATALOGUECODE this is the supplier’s item code 
b. CODEDESCRIPTION the product description 
c. STDBUYPRICE this is the price offered by the supplier 
d. STDSELLPRICE this field is your default sell price 
e. CODEUNIT this is the unit of measure (in most instances this would be “Each” 

3. See sample below 

 

 
4. Ideally supplier has accommodated these fields for you see below original Pricelist. 

a. In this example Rapid Spray have accommodated 4 out of the 5 fields 
required 
 

 

 
5. Recommendation is to insert Row below Price Level Header and use Ostendo Name 

noted in Step 2 

 

6. We have then added CODEUNIT to the end and prefilled all records with “Each” 
7. Save File and make sure the import TAB is the first one in Excel sheet
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ADDING OR UPDATING LINES IN A SUPPLIER CATALOGUE 

1. Click Purchasing 
2. Click Supplier Catalogues 
3. Select the catalogue built in “CREATING A NEW CATALOGUE” process 
4. In the details tab click (Import / Update /Delete) Catalogue from file 

 

5. This will open the import wizard. 

 

6. Select Excel 
7. Click Next 
8. Browse to XLS file you saved 
9. Click Open 
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10. Update Start at Row to match field with first data record 
11. Update This row contains Field Names to match row where you have put Ostendo 

field names CATALOGUECODE etc. 
12. Click Next 

 

13. Click Yes 
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14. Click Next 
15. Update Tax Group and Analysis Group as required 
16. Click Next 

 
17. Click Next 
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18. If new upload use “Append Add Records” 
19. If update use “Copy Delete all records in destination and repopulate 
20. Click Next 

 

 

21. Click Execute 
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22. Wait for data to be imported 
23. Click OK once import has completed successfully 

 

 
 


