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Multi SO 7.1.1 User Guide 
 

Thank you for your interest in 32 Soft’s productivity solutions for QAD. You are on the path to 
improved data management and productivity.  
 
This User Guide will show you how to set up and use the Multi SO Data Loader. This Data 
Loader allows users to create new or download existing sales orders and also to copy a large 
number of sales order records at once. It simplifies the order creation process and reduces the 
time to create a large number of sales orders.  This Data Loader is helpful if you have recurring 
orders from customers for a large number of items. 
 
 
 
 
 

  

To browse a complete list of Data 

Loaders, click here. 
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Multi SO 7.1.1 User Guide 
 
Set Up 
 
1. Open up the Loader and check that the correct database is set up. Click on the [SETUP] button to open 

the window and highlight the correct database. Click on [SELECT] when done. 
 

 
 

 Pop Up Window will be displayed showing available databases from which to select. 

 Highlight desired database and click on the [SELECT] button 

 Message will be displayed showing database selected. Click [OK] to continue. 
 

      
 

There are a number of ways to enter a sales order using this Data Loader.  The different methods will be 
explained below. 
 

Download Existing Sales Order(s) from QAD 
 
1. You can use this Loader to download Sales Orders in QAD by entering in the search criteria in the yellow 

highlighted fields. 
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Search parameters are available for the following fields: 

 SO Nbr: enter range of sales order numbers or leave blank for all 

 Customer: enter range of customer numbers or leave blank for all 

 Order Date: enter range sales order dates   or leave blank for all 

 Site: enter range of site numbers or leave blank for all 

 Item: enter range of item numbers or leave blank for all 

 Customer PO Nbr:  if known, enter specific customer PO number to download 

 Open Lines Only:  enter “Y”es  to view sales orders that are open only 
 

2. Once the Search parameters are entered, select the [DOWNLOAD] button.   

 When Action buttons are selected for the first time, a pop-up window will be displayed for user log 
in.  User ID is validated against QAD. Use your QAD user ID and password. 

 

 

 Enter QAD User ID, Password and Domain 

 Select [LOGIN] button to continue. 
 

Please note: if the provided credentials are incorrect or the user is not authorized to use transactions 
in menu 7.1.1 in QAD, the database connection will not be established and the QAD login window will 
reappear. 
 

 The Data Loader will display data based on the search criteria. A message will indicate whether a 
download was successful or not (it will also display the database user is connected to): 
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 Columns highlighted in orange (see legend) are key fields 

 Columns highlighted in green are writable.   

 Columns highlighted in yellow are values returned from QAD. 
 

3. To enter a new sales order by copying an existing order, use the downloaded sales order as a starting 
point. Blank out the SO Nbr field (QAD will return new Sales Order number when lines are uploaded) 
of the line(s) you will be copying.  Enter in new customer PO number. 

 

 
 

 
4. Edit copied line(s) as required for new sales order; enter the data in the green highlighted columns: 

 

  
 

 The “Net Price” field is the value that will be uploaded into QAD and can be changed 
 

Import a File into Data Loader 
 

1. If your customer provides sales order details via Excel, text or .csv file, these files can be imported into 
the Data Loader using the [OPEN] button.  This will import the file and download data into the correct 
columns 
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2. When the [OPEN] button is used, it will open a window from which the user can select the desired file. 
Once the file is selected, click on the [OK] button in the pop window. The file data will be imported into 
the correct columns 

 

 
 

 Review data and make changes to any of the data in the green highlighted columns 

Creating a Sales Order Manually 
 

1. The user can enter any sales order line manually by filling in required fields (columns highlighted in 
orange).  These key fields are the same mandatory fields in QAD Sales Order Maintenance (7.1.1). 

 

 
 

2. Enter in remaining fields if known 

 

Using the Look Up Feature 
 
There are several tools within the Loader to help users find information. 
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 To find customer account information, enter several characters from either the customer code or 
its name in the Sold-to, Bill-To or Ship-To column, and click on the [LOOKUP] button. A list of up 
to 15 matching customers will be displayed. Select one of the customers from the list or enter 
customer code manually. 

 To exit the pop up window, without selecting a value, click on the red line 

 To find an item, enter several characters from either the item code or its description in the Item 
column and click on the [LOOKUP] button. A list of up to 15 matching items (from QAD 1.4.1 Item 
Master) will be displayed. Select one of the items from the list or enter the item code manually. 

 

 
 

 The look Up feature also applies to Master References for header or line comments. Enter a 
partial description in the Header Comment/Reference or Line Comment/Reference field and 
select the [LOOKUP] buttom. 
 

 

 If additional comments need to be entered beside the master header comments (or if none are 
set up), the user can enter free text in the HEADER COMMENT field 
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Sales Order Trailer Codes 
 

There are a number of columns which allow the user to enter freight or handling charges in the sales 
order. 
 

 

These fields correspond to the 3 trailer code fields (ie. 10, 20,30) in SO Maintenance 7.1.1.  If there are 
multiple lines on the same PO for the same customer, only the first line needs to have the trailer code 
fields entered. 
 
SHIP VIA defaults from set up in Customer Master (2.1.1) but can be changed. This is validated against 
Generalized codes for field: so_shipvia so the value must exist or it will error out. 
FREIGHT TERMS must also be entered or it will error out. 
 

Validate Data 
 

1. Once new order lines have been entered, you can validate them against QAD database by selecting 
[VALIDATE] button. 

 

 
 

 It will validate customer accounts, items (it will auto populate description field and type ie. Memo 
or inventory) and pricing. 
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2. For pricing validation, enter in a valid price list name in the PRICE LIST field and leave the LIST PRICE 
field blank. When user selects [VALIDATE], it will auto populate the LIST PRICE field with the price from 
the price list selected.  Leave all fields blank (except for NET PRICE) if price lists in QAD are not used. 
 

 
 

 User can then copy the list price into the NET PRICE field or change. When data is uploaded, it is the 
NET PRICE value that will be uploaded into the sales order line. 

 

Error Checking 
 

When you upload data to QAD, a pop-up window will indicate the status of the upload. If there is an error, 

the cell with the error will be highlighted in red. If you hover over the cell, the reason for the error will be 

displayed. 
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 If there are multiple errors you can navigate between them using the [FIND ERROR] button. It will 

navigate to next cell with error. This is helpful if you have multiple lines and columns not within the 

viewing window. 

 You must correct the error before uploading again. If there is error in one cell, no records will be 

uploaded.  

 

Upload to QAD 
 

1. When all the lines have been reviewed and the user is ready to submit into QAD to create the sales 
order, select the [UPLOAD] button 

 

 
 

 Upon upload to QAD, a window pops up indicating the status of the submission.  

 If user skipped the  Validate step, data validation will run prior to upload. If error is found upload 
is cancelled and the cells with the errors are highlighted in red. You must correct the errors 
before uploading again.  

 

2. If sales order(s) have been uploaded successfully, SO numbers assigned by QAD will be returned in the 
“SO Nbr” column 
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Verify Data in QAD 
 

As this is a real time transaction, the user can see the changes immediately in QAD once upload has been 
successful. 
 

1. The user can download full information from QAD by entering sales order range or date range in the 
selection criteria fields in header and select [DOWNLOAD] 

 

 
 

2. The user can review/print sales order by selecting [VIEW SO] button in header. This is the standard 
print screen from QAD 7.1.3 SO Print 

 

 
 

3. The user can also view the sales order directly in the QAD 7.1.1 SO Maintenance screen. 
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Have Questions? Contact Us. 
 
Now that you know everything is set up correctly, you are on your way to a more productive QAD 
experience with Data Loaders! Thank you for your interest.  
 
If you have any questions or need additional help, please do not hesitate to contact us. 
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