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MyFloridaMarketPlace eQuote Export-Import Job Aid

From the Sourcing dashboard in either training or production environments, select a specific event.
After selecting an event, select the “Overview” tab. From this page, select the “Actions drop down
menu” on the right and choose “Excel Export.”
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Follow the steps listed on the next page “Export Content to Excel.” In Step 1 you can choose to export
“Content,” “Participants” and “Rules.” Check the boxes next to the content you wish to export in Step 1.
In Step 2, choose the first link that references opening your event in an Excel Spreadsheet. If your event
contains attachment files, be sure to choose both the first option to save the Excel spreadsheet and then
the second option that references downloading attachments to a Zip file. Save these files in a familiar
location on your computer.
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Export Content to Excel
Step 1. Select what data you want to export:
Content
Participants
Rules
Step 2. Click here to open your ITE in an Excel Spreadsheet.

Click to download existing attachments into a Zip file.

Step 3. Edit the Excel Spreadsheet and save the file to your computer.
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The image below is an exported event in Excel with full content. Ensure the first tab Excel workbook
generated looks identical to the one below and reads “Design Instructions.” Take note of the general
guidelines and cell legend located on the first tab. Save the Excel spreadsheet.
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Fill in the questionl/item definitions and initial values for the creation of a sourcing event.

Instructions
Proceed through each worksheet using the tabs at the bottom of the window and fill out the required information. For an
overview of each worksheet refer to the Ariba Event Management guide. When complete, save the file to your computer
desktop and upload it to the application.

How to use Help?
For help, look for the first row under the header, which says "Help and Options.” To get help. click on the + sign on the left of
that row. The help describes each column, lists valid choices configured by the event owner, or shows a sample entry.

General Guideli and Cell Legend

Some of the cells in the following sheets require that you enter data, some can optionally be edited. and some are read-only.
This is indicated by the color and border
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Header and System ID Information: Do not modify this cell or the import may fail.

Help Information. Do not modify this cell or the import may fail.

Required data. These columns are also marked by an asterisk (*) in the column heading.
Optional data

Special Columns

Mumber: The number column organizes the items/questions into a hierarchy, like an outline. To make cut and paste re-
ordering of items easier, items automatically renumbered when loading based on the order of rows in the sheet. The numbers
you enter are significant only for Sections and Lots - the nesting in the number (e.g. 1.2.1 versus 1.2) determines the nesting
level of the section in the hierarchy.

LRSS Design Instructions RERei=lis Pricing Terms Participants Item Participants Rules Participant Initial

Ready

With the above formatted Excel spreadsheet and the Zip file of attachments, if applicable, you will be
able to import the event back to Sourcing. To import the exported event data, first open or create a
new event in Sourcing. In the new event, move forward to the “Suppliers Section” or “Content Section,”
in the left hand navigation panel. Select the “Excel Import” button. If prompted, choose the “Upload a
file from Desktop” option.
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On this page you create the information that participants will read and respond to during events. Add different types of content to recreate the traditional sourcing ¥
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A new window will open titled “Import Content from Excel.” Again, in Step 1 you have the option to
import “Content,” “Participants” and “Rules.” In Step 4, you can choose to add the imported content to
the current event data, or replace the current event data with the imported content. Select the radio
button for the option you would like for Step 4. In Step 5, click the “Browse” button to locate the file on
your computer and select it. If your event contains attachments and you downloaded the Zip file, also
select “Browse” on the second field. Finally, choose the “Import” option in Step 6.

After choosing the “Import” option you will be directed back to your new event and the imported data
will be visible. You will have the opportunity to make revisions or add attachments that were previously
removed during the export process.

Import Content from Excel

You can use Microsoft Excel to enter content into vour event. If you have an existing Excel spreadsheet that contains this infarmati

Step 1. Select what data you want to import:
Content

Par‘ticipants h
[ rules

Step 2. Click here to open vour eQuote in an Excel Spreadsheet.
Skip this step if yvou wish to Import a previously downloaded file.

Click to download existing attachments into a Zip file.
Skip this step if vou do not wish to work with Attachments.

Step 3. Edit the Excel Spreadsheet and save the file to yvour computer.

Step 4. Select how you would like to import the data.

@ add to Event Data 1 O Replace Event Data 0 h

Step 5. Locate the sawved Excel file on your computer using the Browse button.
Browse...
If wou would like to upload attachments, then locate the zip file on your computer using the Browse button.
| Browse... |

Step 6. Click Import to import the contents of the Excel file to vour eQuote.
Import I
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