
Overview：

It is now possible to register ship location information in bulk by uploading a CSV file.

You can download a dedicated Excel workbook and generate a CSV file for registration.

Notes：

The only available file format is CSV files.

All registered ship location information will be rewritten to the contents of the CSV file.

At least one procurement item linked to ship location information is registered. In this case, the CSV bulk registration function cannot be used.

【Creating a CSV file】

1. Go to the "Upload Ship Location List" from the "Edit Ship Location Information " and download the Excel workbook for CSV creation.

2. Open the downloaded ExcelBook.

*If a Microsoft security warning is displayed, please refer to the following.

■  Addition of ship location “CSV bulk registration function”

To enable macros you will have to have saved the file you want to 
unblock to a local hard drive or OneDrive. Open Windows File Explorer 
and find the file that you want to unblock. Right-click the file and 
choose Properties from the context menu. At the bottom of 
the General tab you should see a section for Security. Select 
the Unblock checkbox.

Proceed to "Upload Ship Location List". Download the dedicated Excel workbook for creating CSV files.
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3. Enter vessel location information. After inputting the information, press the "Output to CSV file" button to create a CSV file.

Enter up to 80 characters for each column.

Outputs up to 200 lines.

Only Single byte alphanumeric characters, signs, and blank space can be used. (Disabled Characters:”,{,[,],},/,\,^)

Comparison of input value and 
screen.
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[ Upload Ship Location List】

1. Click the "Upload Ship Location List" button on the "Edit Ship Location Information" to display the screen.

2. Select the target file.

File selection dialog

Proceed to "Upload Ship Location List".
*The "Upload Ship Location List" button is 
displayed only when the ship location bulk 
registration function is available.

Select the target file and press "Open".

Press the button to open the file selection dialog.

You can check the ship information.
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3. Click the "Upload" button to register in bulk.

Click the "Upload" button to register in bulk.Show selected files

After registration is complete, you will be redirected 
to the "Edit Ship Location Information" screen. The 
registered details will be reflected.
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【 Attention】

If you fail to upload the CSV file and an error message is displayed, please refer to the instructions below to modify Excel and recreate 

the registration CSV file.

Case1  Layer information required for registration is missing.

*Enter correctly from the upper level.

NG

OK

Case2  You are trying to register names in the same hierarchy.

*The same name cannot be registered in the same hierarchy.

NG

Case3  Characters that cannot be registered are used.

NG
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