
 
pointblanksoftware.com/help 

Electronic Vendor Order Guide Audit 2023 

1 

 

Electronic Vendor Order Guide Audit 
Estimated Time for a Primary Vendor (250+ items):  3-4 hours 

 
With your EDI vendor(s) (Sysco/PFG/Shamrock/etc.) order guide now loaded in efish, you are 

ready to verify all items are present and assigned to the right category, units are correct, prices 

are correct, and confirm the Price Unit (how each item is ordered) & Base Unit (the Unit of 

measure you want to see used on your Ingredient Usage/On Hand Reports for each item) 

 

Navigate to: [Administration > Component Admin] 

 

Exporting an EDI Vendors order guide:   

Click [Import/Export] > select your company/location > select the vendor from the [Drop 

Down] Click [Export CSV Button] This will export the vendor order guide to your desktop as a 

CSV. 

1. Verify all components (items) you purchase are listed on the Order 

Guide in efish:  

• Use the first and second columns (vendor ID and item description) for 

comparison to your current order guide.  

• If there are any discrepancies such components listed that you 

do not order or if you are missing items, delete/add them on the 

downloaded file. (We recommend highlighting these in a certain 

color so you can identify them later)  

 

 

https://www.pointblanksoftware.com/help/
https://demo.bitecenter.com/component-import.php
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2. Verify the correct category: the Group Code, 

Group Description, Category Code, Category, 

Description columns should all be the same and 

they should be the category name for that 

component. 

• For discrepancies: edit the file. (We 

recommend highlighting these in a 

certain color so you can identify them 

later) 

• Note: you can update the category in efish as well but for now update on the sheet 

so you can use it as a guide to identify all changes needed in efish later.   

 

3. Verify the Price Unit & Pricing for each item is correct: 

• Price Unit is how you Order the item. (Price Unit Code 

column MUST be from the middle column on the 

Inventory Import Naming Specifications Document.) 

o For example, if you order Miller by the case, 

the Price Unit would be case.  

• If you order an item in multiple ways 

they will have different Item IDs which 

means you must add them as 2 different 

rows with the same name but different 

IDs and prices (if applicable) 

o For example, if you also order Miller by the Keg for which the item ID is 

123456, you will need 1 row for the Miller cases you order (which have an 

ID of 78910) and another row for the 123456 Miller Kegs.  

o For discrepancies: edit the file. (we recommend highlighting these in a 

certain color so you can identify them later) 

• The Price column on your order guide should reflect the price of 1 Price Unit for that 

item. (For example. If you order it by the case then the Price Unit should be a Case, 

the Price in the Price column should reflect the price of one Case)  

o For discrepancies: edit the file. (We recommend highlighting these in a 

certain color so you can identify them later.) 

• Prices will also be automatically updated in efish when invoices with 

that component come in OR when a new OG comes in from the 

vendor, so it is a good idea to let your vendor rep know about an price 

issues you find during this audit to correct on their end as well. 

 

 

 

 

 

 

https://www.pointblanksoftware.com/help/
https://www.pointblanksoftware.com/wp-content/uploads/2020/01/Import-Nameing-Specs-v.1.pdf
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4. Verify the Base Unit of Measure is correct: 

Base Unit is the Unit of measure you want to see used on your Ingredient Usage/On Hand 

Reports for each item.  

• (Base Unit Code column MUST be from the middle 

column on the Inventory Import Naming 

Specifications Document.) 

• This is usually the same as the Price/Order Unit: 

• For example, a Keg, you may sell it in floz, 

but you order it by the Keg AND you wish to 

see it reported on your inventory reports as 

“Keg” in this case you would set The Base 

unit to the same as the Price Unit which is 

“Keg.”  

▪ If the Base unit and Price unit are the 

same, ensure the Base unit QTY is set as “1”. 

• But not always, depending on how you want to see the component on your reports in 

efish: 

• For example, If you order beer by the case and 1 case = 24 cans which you 

prefer to see as the unit used on the reports for this particular item, you would 

want to set “can” as the Base Unit. Leave “case” as the Price Unit. 

▪  ensure that column L has a QTY of 24 since there are 24 cans(base) 

per case(price).  

• For discrepancies: edit the file. (We recommend highlighting these in a 

certain color so you can identify them later.) 

▪ Note: you can update the base Unit in efish as well but for now update 

on the sheet so you can use it as a guide to identify all changes 

needed in efish later.   

 

5. Save and Send to Vendor for Price Corrections and Missing Item Additions and 

Manually Fix The Rest in efish: Once all editing is completed save the file as an .xlsx file 

with your notations/highlights and email the edited .xlsx file to the vendor for price 

corrections and missing item additions on your Order Guide, you may CC your Point 

Blank Rep for visibility.   

• While you are waiting on them to correct prices for each applicable item on their side, 

you can use the excel sheet to manually fix all the Category, Price Unit and Base Unit, 

Issues you have identified in efish > Admin > Component Admin. (refer to the 

Verifying Components how to and the Component Admin how to as needed if you 

run into questions on correcting these.) 

https://www.pointblanksoftware.com/help/
https://www.pointblanksoftware.com/wp-content/uploads/2020/01/Import-Nameing-Specs-v.1.pdf
https://www.pointblanksoftware.com/wp-content/uploads/2020/01/Import-Nameing-Specs-v.1.pdf
https://www.pointblanksoftware.com/wp-content/uploads/2019/05/Verifying-Components-v.1.pdf
https://www.pointblanksoftware.com/wp-content/uploads/2019/05/Component-Admin-v.1-2.pdf

