Standard Operating Procedure: Importing
Descriptions into Auction Flex

Purpose: To establish guidelines and instruction for importing descriptions into
Auctionflex. All Sales Support staff are responsible for following this SOP.

Procedure: Always be sure that you have spell checked your description Excel
Spreadsheet before importing descriptions. To do this open your Excel
Spreadsheet click on the Review Tab and then on Spelling and it will begin spell
checking. You will ignore most of the spell check prompts when it comes to
proper names, places and company names but this just ensures that once uploaded
there are not spelling errors.
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Once spell check is complete you will need to click on file/save as/click on the
save as type and select CSV (comma delimited)
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Now the spreadsheet is ready to be imported.
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1. Click on the Select/New Button and select the auction you need to import

descriptions into.
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1078 Dallas Danvers Dr. Estate Sale--Online Only!! 7/18/2021-7/22/2021 A
1094 Rockwall Hunters Glen N. Relocating Sale-Online Only! 7/3/2021-7/8/2021
1095 Fort Worth Treasured Relics on Rosemont Avenue-Online Only! |6/18/2021-6/22/2021
1102 Dallas Glenmeadow Court Estate Sale--Online Only!! 6/11/2021-6/15/2021
1106 Plano Lancelot Dr. Downsizing Sale--Online Only!! 6/19/2021-6/23 /2021
1107 Plano Masters Circle Estate Sale--Online Only!! 6/12/2021-6/16/2021
1108 Dallas Meadowhaven Drive Estate Sale--Online Only!! 6/26/2021-6/30/2021
1109 Southlake St. Charles Court Estate Sale--Online Only!! 6/23/2021-6/27 /2021
1110 Father's Day Gallery Sale--Online Only!! 6/17/2021-6/20/2021
1111 Arlington Oak Bluff Drive Estate Sale--Online Only!! 7/19/2021
1112 4th of July Extravaganza Gallery Sale--Online Only!! 7/1/2021-7/5/2021
1113 waxahachie Arrowhead Rd. Relocating Sale--Online Only!! 7/1/2021-7/7/2021
1114 Frisco Briarwood Ln. Modern Design Sale--Online Only!! 7/1/2021-7/6/2021
1115 Carrollton Glen Morris Road Estate Sale--Online Only!! 7/14/2021-7/19/2021
1116 Dallas Cochran Chapel Road Estate Sale-Online Only! 7/26/2021
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2. Click on the Auction Lots & Preview Images button.
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3. You will have to enter the username & password again



4. Click on the Import Lots button
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7. Select Client C (M) Desktop/then go to where you saved the file if it was in
a folder on your desktop or just on the desktop
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Select whatever the name of your computer is listed as
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Make sure you select the CSV file



8. Click on the Next Step Button

1 FILE SELECTION
Excel or C8Y File to Import (click the ... button to the right to select the file):
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It is HIGHLY recommended that you make a backup of your data before A
importing a list of inventory/lots.

To make a backup of your data close all open forms and then go to
Miscellaneous->System Maintenance-=Backup.

In the next step you will assign "field mappings" by telling Auction Flex what
the data in each column is. For example columnl might be the description,
column2 could be the consignor code, column3 could be the reserve, etc.
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2 FIELD MAPPING & OPTIONS
Flease add the fields from the left, in the order they are in your import file, to the hox on the right.
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10. Click the Next Step Button and make sure that the box that says skip the
first row when importing is checked.
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11. Click the Next Step Button, the next step button again, make sure “do not

use” circle is highlighted or filled in, then click on the next step button, then
click on the Import Inventory.
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5 IMAGE OPTIONS

Automatic Image FileName Impaort Option

(ipg files only, for multiple images must use _2.jpg or filename (2).jpg format)
Ol

(O Assume image name same as lot# (1.jpg, 1-1.jpo, 2_2.jpg, 2 (1).jpg, etc)

(O Assume image name same as inventona (1234.jpg, 1235.jpg, 1235_2.jpg, 1235 (1).jpg, etc.)

O Suppress Image Processing
(useful when reimporting a spreadsheet to update previously imported inventory)
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Click below to start importing inventony.
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12. Click the Ok button when a prompt comes up about an Error (this always
does this but it does not change the outcome of importing)
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Click helow to start importing inventory.
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Preview
Error: Class definition EXCEL.APPLICATION is not found.
The import procedure will continue without Excel Automation,
Excel automation is the preferred way to import data, however, it is not
required.
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Import Messages

Skipping row 1489 with empty lead/description - Lot 1488 ~
Skipping row 1490 with empty lead/description - Lot 1489
Skipping row 1491 with empty lead/description - Lot# 1490
Skipping row 1492 with empty lead/description - Lot 1491
Skipping row 1493 with empty lead/description - Lot# 1492
Skipping row 1494 with empty lead/description - Lot 1493
Skipping row 1495 with empty lead/description - Lot# 1494
Skipping row 1496 with empty lead/description - Lot 1495
Skipping row 1497 with empty lead/description - Lot 1496
Skipping row 1498 with empty lead/description - Lot# 1497
Skipping row 1498 with empty lead/description - Lot 1498
Skipping row 1500 with empty lead/description - Lot 1499
Skipping row 1501 with empty lead/description - Lot 1500
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