
Loading SCS GreenGlass provided data into Sierra Create Lists 

1.​ Open spreadsheet of SCS data 

2.​ Locate column of item item record numbers - column BD labeled “Item Control Number” 

a.​ Use text format for this column 

b.​ Select the entire spreadsheet. Sort the Spreadsheet by this column. Look at the top and 

bottom of the column to identify any rows without this data. Troubleshoot these titles. 

c.​ Copy item control number column. 

 

 

 

3.​ Paste the item record numbers into a blank text document - use a real text editor, not Word. 

4.​ Delete the column header if present. Save the file to your workstation with the .txt extension. 

5.​ Keep in mind the Max Records your Review Files in Create Lists can hold. Consider working with 

multiple txt files of item record numbers to stay within the limits (e.g. work with 60,000 record 

numbers at a time).  

 



6.​ Launch Sierra - get into “Create Lists”  - select an empty review file large enough to hold your 

number of records. Click on the “Import Records” button. Name your review file. Then select 

item record store type.  

7.​ Click the “Choose File” button - and select the text file you created in Step 4. Click “Import”... 

your review file will be completed very quickly.​
NOTE:  if your review file does not contain the same number of items as your original 

spreadsheet you may need to remove the checksum number from the item number before 

importing.  This formula can be used in excel to remove the last digit of the contents of cell a1.  

Paste this formula in cell b1 and copy down in column b.  Save the resulting text in column b and 

use it as your import data: 

​ =LEFT(A1 ,LEN(A1)-1) 

 

 

 

8.​ Export your list to Excel and locate additional exceptions to your allocation. Try sorting by status 

to find items that are Billed, Missing, Lost & Paid, or otherwise no longer available. 

9.​ Report and remove the exceptions from your list. 

 

 


