
 
 

eSYSCO Inventory using Microsoft® Excel 
 

 
 
This document will walk you through the process of exporting your eSYSCO Order Guide and 
importing it into Microsoft® Excel for inventory purposes. General knowledge of Excel is necessary to 
work with the export file. 
 
You must have Microsoft® Excel installed on your computer for this procedure to work. 
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Getting Started 

Options Setting 
After logging into eSYSCO, click on OPTIONS. 
 
At the bottom of the screen are import and export setting options; make sure your export options are 
set to Option 5. If you need to change these setting, click Submit Changes when completed. 
 

NOTE 
For prices to be included you can only export your Order Guide. If you have created a custom list, the 
information will export except for the prices. 
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Exporting Your Order Guide 

Load your Order Guide 
 
Click on Items > Order Guides and select and load your Order Guide. After your Order Guide loads, 
you will see several buttons on the right hand side under the “Pieces and Totals” section. The third 
button from the left is the export button. 
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Export Your Order Guide 
Click on the export button and the following screen will pop up. Click on the “Save” button. 
 

 
 
The next screen will ask you where you want to save the file. In this example, we are saving it to the 
Desktop. Make note of where you save the file to. The file name will always be called “export.csv”. 
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Importing Your Order Guide into Excel 
 
If you save your export file to your desktop, you will now see the following icon. 
 
As you can see, there is a small Excel logo on the file. It will automatically open 
this file type in Excel. 
 
Double Click the file to load Microsoft Excel and load the export file. 
 
You should see something like the following screen. 
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Saving Your File 
 
The first thing you should do is save the file as an 
Excel spreadsheet. Click on File and then click on 
Save As. 
 
 
 
After you click on File > Save As, the following screen pops up. 
 

 

Drop down the Save as Type and select Microsoft Excel 
Workbook. Depending on your version it may look different 
than this example. 

Rename your file to whatever name 
you want (i.e. Jan Inventory.xls) 

Save to either “My Documents”, “Desktop” or a 
folder of your choice. 
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Formatting Your Inventory Workbook 

Column Size 
All of your columns in your Excel spreadsheet will be the same size. You can either click and drag to 
resize or double click on the lines separating each column. Either way, your cursor must look 
something like the one in the picture below (example is zoomed and not to size). 
 

 
 
After resizing your columns, your sheet would look something like the following. Now you can read all 
the information in each column. 
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Formatting Cell Properties 

Price Fields 
Certain columns of your inventory spreadsheet need to be formatted to read properly. For example, 
the Case $ and the Split $ columns may contain catch weight items (items sold by the pound). These 
particular items are always three (3) decimals places. Also these columns need to be formatted as 
currency. 
 
Put your cursor over the F column and click, hold and drag to the right so that you have highlighted 
column F and G. 
 

 
 
Now go to Format > Cells. 

 
 
Click on 
Currency and 
turn the 
Decimal places 
to three (3) and 
click OK. 
 
 
 
 
 
 

Now your Price Fields should 
like the above screen. 
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Quantity Field 
Using the same technique as on the previous page, select column E (Qty 1) and then click on Format 
> Cells and set that column to Number and adjust the Decimal places; if you are going to count as 
whole cases to 0 or if you will count as fractional (2.5) cases set to 2 and click OK. 
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Adding Formulas and Totaling Counts 
After formatting your worksheet to look that way you want it to, it is now time to add our formulas for 
calculations. The first blank column after the Split $ column is where we will put the first calculations. 
 
Under Column H, Row 1, type Extend. 
 

 
 
Now place your cursor on the cell H3 and type the following: 
 
 =e3*f3 NOTE: If you want to count the split instead then you will have to modify the 

formula to count column G instead (=e3*g3) 
 
This formula says multiply the quantity in Column E Row 3 with the price in Column F Row 3. The 
star ( * ) is your control for multiplication and the slash ( / ) is for division. 
 
Format the H column just as we did the quantity, case and split columns for 3 decimals places. You 
screen will now look like the following: 
 

 
 
Now we can copy and drag the formula down the column. In the zoomed picture, you place your 
cursor on the bottom right hand corner of the cell and your cursor turns into a plus ( + ) sign. (not to 
size, magnified for demonstration purposes). 
 

Place your cursor on the small black block in the 
bottom right hand corner until your cursor turns into a 
black plus sign. Click your mouse, hold the button 
and drag down until you get to the end of your Order 
Guide and you have just now copied the formula for 
the entire column. 
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Now we just have to total our column and you are ready start your inventory count. 
 
The strange looking E on your tool bar is an AutoSum feature. It will automatically create a formula to 
total the column. Click once on the AutoSum button and you will see the formula in the cell. Press 
ENTER to accept and you are done. 
 

 
 
Formula for Totaling whole column –  
=SUM(H3:H255) 
 
The colon ( : ) states that it is adding together a 
range of cells. 
 

Now you can enter in your counts and your inventory is complete. 


