
Utilites in Horizon Menu

1. Select Utilities in the main Horizon Menu

2. Click on the Define Import option
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Define Import Screen

This opens the Define Import screen where you can load the file supplied by TradeSupply

1. Press Load button
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File Finder

On pressing load the ImportDefs folder will open, this contains the existing import routines loaded
into your Horizon system

The file supplied by Tradesupply should be saved into a folder on your PC that is accessable by
Horizon, if you do not see the options highlighted in the box 1 below please refer to our file sharing
troubleshooting guide.

Click on the relevant drive where you have saved the files supplied, in our case they are saved in
C:\TS Files\
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Nagivate to Local Computer

In this case our files are saved in C:\TS Files your file location may vary, for example your 
downloads folder

You will be supplied two files, 

1. Tradesupply Full Catalogue Import Ireand.imp or Tradesupply Full Catalogue Import UK.imp 
(this will depend on your location)

2. Tradesupply Terms Updates.imp

Tradesupply Full Catalogue Import Ireland or UK file will contain the full details available for each 
product excluding your cost price

Tradesupply Terms Updates file will contain your agreed cost prices

1. Nagivate to the location you have saved the file

2. Select the import file you wish to load

3. Open to open the file
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Imported File

The file will now populate the Define Import screen

You will now need to save this file so Horizon can access this import routine

1. Press Save button
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Name the new import

1. This will open a screen with a location to save the import routine, this path will vary however it
could contain ImportDefs

2. Type in the name of the import, either Tradesupply Full Catalogue Import Ireand.imp or
Tradesupply Full Catalogue Import UK.imp (this will depend on your location)

3. Press Save to save file
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Success Message

Once successful saved the message File Created will appear and you are now ready to import the
file
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Now repeat the process and add the import routine for the Terms file, 'Tradesupply Terms Updates 
File'.
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