
1 
 

How to Copy Data from Excel to Costpoint 

 

1. Copy the header from the sec�on you currently working in (this example is Purchase 
Order Lines, but can also be done with Purchase Requisi�ons). Navigate to Table View, 
then select “New” to display a blank record. Click the arrow to select the current row 
and click “Ctrl-C” to copy the header informa�on. This will copy the row data to a 
clipboard to paste in Excel.  Click “Ctrl-C” to copy the data from the clipboard. 
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2. Paste the copied data to an Excel spreadsheet.  

 

3. Enter your requisi�on data matching the corresponding headers.  
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4. A�er entering your data, select all your informa�on excluding the header (Row 1), and 
copy (Ctrl-C). Avoid including the headers on line 1.  

  

 

5. Now, navigate back to Costpoint, click on the first line’s PO Line (or Req Line) column, 
and paste (Ctrl-V) your copied data into the first line. You will see the data from Excel is 
now entered into Costpoint.  

 

6. Save your Purchase Order (or Requisi�on) once all data is entered.  


