
Virtual Warehouse 

The virtual warehouse allows for the loading of large numbers of inventory records with a lower 
amount of detail than regular inventory records.  This area is ideal for loading vendor pricing 
files.  It is used in many integrations such as Lights America and XO Lights, it can be used 
without these integrations as well.  Using the virtual warehouse to store your cost and/or list 
pricing and other key inventory details allows you to accurately quote and sell items which you 
may have never sold before. 

You can find the Virtual Warehouse under in the 

section under  

 

If you do not see this in your menus, then most likely you need to change some settings in your 

 under and  as below. 

 

 

Once you open the Virtual Warehouse you will see: 



 

1. This will lead you to the DATA LOAD area.  This is utilized to load in price files from 
Vendors.  Data loading requires that you have a nice clean spreadsheet to load.  In 
general, you are looking for the following Columns.  

a. Supplier Part number 
b. Cost 
c. List Price or MSRP 
d. Barcodes  

2. Updating reviews, the records already loaded to the virtual warehouse and finds 
Matches in your inventory, then updates the information you desire by matching Supplier 
Name and Part number. 

3. Report/Edit – this opens the area where you can review the loaded records by Supplier.  
You can also use this information to create new inventory records. 

4. Purge Allows you to clear records by Vendor or Category.  This is one key feature of the 
Virtual warehouse.  Because you can load and purge records, there is less risk of loading 
something incorrect. 

5. MISC SALES – This allows you to review the Miscellaneous Inventory records you have 
in your system and see how often they were sold, and which data was input when they 
were.  We will cover this in the special-order section of the presentation in more detail. 

 



Data loading is an important skill for the administration of System 5.  It can be a very in-depth 
topic and so will not be covered in full here.  The basics are that you need an excel file with very 
simply rows and columns.  Then you save it as a .csv and load it using this tool.  This populates 
your virtual warehouse. You want to take the file from your vendor and remove anything 
unnecessary.  Carefully load the file and check the results in the Report area before moving on.   
If the result is not what you desired, then use the PURGE tool to reverse the load. 

 

 

Here you choose your file to load.  The system only allows .csv files to be loaded.  Browse your 
computer and choose your file. 

 



 

Then click  

Here is a simplistic example: 



 

1. As you can see the files are very simplified, there are no LOGOs, subtotals or formatting.  
Click each column, it will turn Yellow.   

2. From the drop-down menu above choose which field in System 5 you wish to load the 
data from the column into.  Once completed you will see this selection appear above 
your Column header. 

Once you have completed all of the columns.  Click  



 

Here you select your loading options.  Though you have a few the highlighted ones are the usual 
settings. 

1. Input the vendor you are loading.  NOTE: if you were loading multiple vendors then you 
would need a column for the vendor’s name on the spreadsheet with the Vendor’s name. 

2. Skipping the header row ensures that you do not create a record which is based on your 
column headers. 

3. This is how the system matches up the current records with any on your spreadsheet to 
update them. 

Once this is complete choose  



 

This screen has some advanced functions, just click  again.  Then choose Load on the 
next screen. 

 

Then confirm you are ready to proceed: 



 

Choose the  option to see the results of your Load.  Should look like below.  
NOTE:  the part records below would say updated if you have loaded them before. 

 

 

Now it is time to review the results in the REPORT area. 

   

Clicking this option will bring you to this screen: 



 

1. Choosing LIST will display all records for the selected vendor or supplier part number. 
2. If you highlight a record and choose to create a regular part, you will be prompted to 

categorize this record and then you can create a full inventory record.  

 
3. Select your Vendor here. 
4. You can see that information is populated here.  NOTE: virtual records contain ONLY the 

information you see here.   The price schedules and all other inventory detail can only be 
recorded in a full inventory record.

5. Yellow lines indicate that the system has found a match between the virtual warehouse 
record and a full inventory record.  The information in the Virtual Warehouse can be used 
to update this record.  This is done using the UPDATE function. 

 

 

Choosing this option will bring you to the following screen: 

 



 

1. Here we choose the Vendor we wish to update. 
2. Generally, this will be handled on your primary vendor, you can also load data into 

alternative vendors. 
3. Choose the fields in Windward you wish to be updated from your Virtual Warehouse.  

NOTE:  this overwrites existing data. 
4. Choose to match the items up by one of these numbers, usually the Vendor part 

numbers. 
5. Choose the update button to proceed. 

You will see a dialog box indicating how many updates were made. 

 

 



 

One of the strengths of the virtual warehouse is the ability to  your results.  This 
allows you to undo your last data load if it didn’t go as planned.  For this reason, having a 
BACKUP is not essential, though still recommended.   

You can purge your virtual warehouse of all the records from a vendor or a category or a 
combination of the 2. 

Select  

Select the Vendor you wish to purge records for: 

 

The system will ask if you wish to purge the entire list or select a category of goods. 

 

 
 
If you select Yes you are presented with the category selection tool. Choose the 
category PURGE. 



 
 

The system will confirm the category and vendor before you proceed. 

 

Alternatively, you can purge all of the items for the vendor.  Be careful with this feature as it will 
remove all the records and you will have to reload them. 

 

In summary, the virtual warehouse is an excellent tool to keep your costs and prices up to date.  
It is also very helpful in quoting customers and creating new products with consistency.   

 

 

 

Advantages of using the Virtual Warehouse in my business are: 

 



 

Disadvantages of using the Virtual Warehouse in my business are: 

 

 

I am going to start using this tool in my business on _________________ 

To address the following problems 

 

 

 

 

 

 

 

 


