ESUPPLIER OVERALL VIEW EXPORT = IMPORT PROCESS
CONFIGURATION INSTRUCTIONS
VERSION 0 - JUNE 2022

The portal offers the possibility to download the entire Overall View grid in a CSV format
that allows you to open it on Excel and fill it out offline, then that completed Excel file can
be imported into the portal all at once.

This is a functionality that TR will be constantly improving to make it faster and easier to
use.

In order to use it and avoid compatibility problems we recommend you do the export-
import process in the English regional format. In the future this won’t be necessary. In
order to configure said format we need to make a small change in your operating system
(Windows) regional format, on your internet browser’s language selection, and to verify
that Excel is using the regional format we have chosen.

If changes are necessary, they can be reverted right after the import-export process is
completed.

1. Regional format for your operating system.



On your computer Search bar, look for “Regional”, or equivalate in your language:
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In this screen change this value to English (United States). This change is reversible at

any time after you complete the export-import process and will not change the computer

language, only the formatting. Save changes if necessary.

Settings
@ Home Region
Find a setting 2 | Country or region

Spain ~

Time & Language

&

| @

Windows and apps might use your country or region to give you local

content.
Date & time
Regional format
Region
Current format: English (United States)
Language .
Recommended [English (United States)] v
Speech ‘Windows formats dates and times based on your language and regional
preferences.

Some apps may need to be closed and reopened to see formatting
changes.
Regional format data

Select Change data formats to switch among calendars, date, and time
formats supported by the region.

Calendar: Gregorian Calendar

First day of week:  Sunday

Short date: 6/24/2022

Long date: Friday, June 24, 2022
Short time: 12:24 PM

Long time: 12:24:21 PM

Change data formats

Related settings

Additional date, time, & regional
settings

@ Gethelp
& Give feedback

Click here:



Settings - o b
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Additional date, time, & regional
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Windows and apps might use your country or region to give you local
content.
B Date &time @ Gethelp

Time & Language

Ig o Regional format & Give feedback
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Current format: English (United States)

A language

Recommended [English (United States)] v
O speech Windows formats dates and times based on your language and regional
preferences.

Some apps may need to be closed and reopened to see formatting
changes.
Regional format data

Select Change data formats to switch among calendars, date, and time
formats supported by the region.

Calendar: Gregorian Calendar

Firstday of week:  Sunday

Short date: 6/24/2022
Long date Friday. June 24, 2022
Short time: 12:24PM

Long time: 12:24:21 PM

Change data formats

This screen will open, click here:

@ Clock and Region - O

4 @ » ControlPanel > Clock and Region v o O Search Control Panel

Control Panel H .
enelFansitioms Date and Time

Setthetimeand date | Changethetimezone | Add clocks for different time zones

System and Security
Network and Intemnet d Region
ork and Intem g g

Hardware and Sound Change date, time, or number formats

Programs
User Accounts

Appearance and
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Afterwards, this window will open, make sure that format on top says English (United

States), then click on the button below:

]
Fomats  Administrative
Format: English (United States)
——
Match Windows display language {recommended) ~
Language preferences
Date and time formats
Short date: M/ diyyyy N
Long date: dddd, MMMM d, yyyy ~
Shorttime: himm tt ~
Long time: himm:ss tt ~
First day of week: Sunday ~
Examples
Short date: 6/24/2022
Long date: Friday, June 24, 2022
Short time: 12:26 PM
Long time: 12:26:33 PM
| Additional settings... I
0K Cancel Apply

In this final window, make sure that these three items are configured as follows:



- Decimal symbol, adot (.)
- Digit grouping symbol (the thousands separator), a comma (, )
- List separator, a comma (, )

]

Numbers Currency Time  Date

Example
Positive: | 123,436,729.00 | Negative: |-123,456,?89.DD |

e

Decimal symbol: (| . ) v|
il
Mo. of digits after decimal: 2 -
p—
Digit grouping symbol: | . ) v|
Digit grouping: 123,456,789 i
MNegative sign symbol: | - v|
Megative number format: -1.1 ~
Display leading zeros: 0.7 ~
T
List separator: ' |r ) w
Measurement system: U5, ~
Click Reset to restore the system default settings for Reset
numbers, currency, time, and date.
QK Cancel Apply

Apply changes, if any and close the windows.

2. Regional format for your internet browser.



Our portal is compatible with both Microsoft Edge and Google Chrome browsers. We
recommend changing the language to English (United States) in the one you use for the
portal. In order to make this process as easier as possible, make the change in the

browser that you use less, that way your main working browser will be unchanged.

In order to change the regional format in Microsoft Edge, do the following:

Click on the top right corner, on the three dots:
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In the languages menu you may add English (United States) from the Add languages

button (option 1), or if already visible, click on the three dots and select “Display Microsoft

Edge in this language” (option 2).

3 Settings x |+
& C w @ Edge | edge:/settings/languages [+
L]
Settings Languages
Q,  Search settings Language
Grder languages based an your preference

@& Profiles

G Privacy, search, and services English (United States)

Microsoft Edge is displayed in this language

) Appearance

B Start. home, and new tabs Spanish (Spain)

& Share, copy and paste

Close the browser and open it again.

1 aaa languages

Jr Move down

In order to change the regional format in Google Chrome, do the following:

Click on the top right corner, on the three dots:
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In the settings page, click on Advanced in the left-side menu, and then on Languages:
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In the languages menu you may add English (United States) from the Add languages

button (option 1), or if already visible, click on the three dots and select “Display Google

Chrome in this language” (option 2).
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Close the browser and open it again.
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3. Regional format for your Excel application.
The last verification you need to run is in your Microsoft Excel application, to ensure that
is it using the operating system’s regional formatting.

Open Excel, and click on Options:

Good afternoon

Account

Feedback

Options

The Excel Options window will open, you need to click on Advance, on the left-side menu,

and then make sure that the highlighted option is clicked:

General

Formulas

Data

Proofing

Save

Language

Ease of Access
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Getstartea with
Take 2 tour Formulas
Blank workbook Welcome to Excel Formula tutorial
£ Search
Recent  Pinned Shared with Me
[ Name Date modified

Advanced options for working with Excel.

Editing options

After pressing Enter, move selection
Direction: | Down ~
O Automatically insert a decimal point
Places:
Enable fill handle and cell drag-and-drop
Alert before overwriting cells
Allow editing directly in cells
Extend data range formats and formulas
Enable automatic percent entry
Enable AutoComplete for cell values
Automatically Elash Fill
[1 Zeom on roll with IntelliMouse
Alert the user when a potentially time consuming operation occurs

Is (in thousands) is affected: | 33,5334 <

m separators

Decimal separatar:
Thousands separator: -
Cursor movement:
® Logical
Visual

[ Do not automatically hyperlink screenshot

Cut, copy. and paste

Make you first
PivotTable

-

PivotTable tutorial

More templates —>

-




