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How to Import Companies & Contacts

In the “Data Management” section of Repfabric, you can “Import CRM Info” (Companies,
Contacts, Products and Opportunities. This tutorial will show the steps to import Companies
or Contacts.

How to prepare the template in Excel (click here for template)
1. Click the menu icon, 4 lines in upper left corner.
2. Hover over “Data Management.”

3. Click “Import CRM Info.”
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For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting
At anytime, you can email support@repfabric.com for help or call 844-737-7253.
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How to Import Companies or Contacts (continued...)

4. Click “Companies.”
5. Click the blue question mark to see template list.
6. Scroll down and copy the section for “Companies.”

« - - ﬂ @ demo.repfabric.com/RepfabricCRM/datamanagement/crmimport/Import.xhtml
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CRM Import
Data Import

Import Log .

_ Import Companie$ g
Contacts (Fixed Format)
Contacic {l"‘!l it Lo k Format] Header row #tt . 1 S
Companies Start import from row # : 25
Opportunities
Products Time Zone : @ uTcC America/MNew York
Alias Contacts Select a csvyxls/xlsx file to import:

Alias Companies

Alias Opportunities = Select File m

Alias Products

Info

Distributor Commission is enabled and a sales team is provided it will be treated as tagged customer even if "Tagged customer" is not set as Y. -
* Companies Impaort: 'Is Active?” field can be represented as No for inactive. Any other value is considered as Active.

Column Order

Contacts { Outlook Format )
Title | FirstName | MiddleName | LastName | Comp:
BusinessState | BusinessPostal Code | BusinessCol

partment | JobTitle | BusinessStreet | BusinessStreet2 | BusinessStreet3 | BusinessCity |
7ion | HomeStreet | HomeStreet2 | HomeStreet3 | HomeCity | HomeState| HomePastal
Code | HomeCountryRegion | AssistantsPhone | Bu 1x | BusinessPhone | BusinessPhone2 | HomePhone | MobilePhone | AssistantsName |

Categories | EmailAddress | Email2Address | Emailss 25| ManagershMame | Notes | ReferredBy | WebPage |

Companies

ompany Name | Type | Tagged Customer ? | Class | Category | Street 1 | Street 2 | City | State | Postal Code | Country | Phone 1 | Phone 1 Extn |
Phone 2 | Phone 2 Extn | Fax | Region | Website | Call Pattern| Holiday Card Required | Sales Team | Product Potential | Comments | Company
Reference No | Is Active?| Parent Company| PO Box| Tags| Created By| Creation Date| Last Modified User| Last Modified Date | Industrie

Contacts ( Fixed Format )

First Name | Last Mame | Contact Group | Job Title | Department | Manager | Assistant | Business Main Phone | Business Ext | Alternate Main Phone |
Alternate Ext | Home Phone | Cell Phone | Personal Email | Business Email | Referred By | Context | Company | Home Address 1| Home City | Home
State | Home Postal Code | Country Code | Business Street | Business City | Business State | Business Postal Code | Business Country | Motes| Fax|
Contact Ref No| Business PO Box| Home PO Box| Created By| Creation Date| Last Modified User| Last Modified Date

For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting
At anytime, you can email support@repfabric.com for help or call 844-737-7253.
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a How to Import Companies or Contacts (continued...)

7. Paste into a blank Excel sheet. (This is going to put all info into one cell. You will
have to use “Text to Columns” & “Trim” if you don’t want to hand type the column
names.)

If you have downloaded the template from the website, just make sure you verify the
list against the newest list in Repfabric.

Haste B I U~ i~ O~ A $ ~ %

e = = = == .
~ ¥ Format Painter = = =| == MEFQE&CEnter

ioard = Font = Alignment ] Mumt
]
Al * Je Company Name | Type | Tagged Customer ? | Class | Category | Street 1 | Stn
A 8 | ¢ | D | E | F | &6 | H | v | 3 | K |

Cnmpanylﬂame | Type | Tagged Customer 7 | Class | Category | Street 1 | Street 2 | City | State | Postal Code | Cc

BNEN

fFieIds that require a Y or N: \

e Tagged as Customer (defaults
to N)

e Holiday Card Required
(defaults to N)

e Is Active (defaults to Y)

\_ J

Guidelines
o 'Start import from line # refers to the begin of import.
e Provide a header column

Make sure all the fields are present and the ordering should be as given below except for Con-

tacts (Outlook Format).

Provide blank value in case of no value.

In case of errors - data error or missing fields, failed line of records are copied into an error log

file. Example: Imported file is companies.csv then the error log file will be companies_err.csv

e Make sure that companies is imported before contacts. Contact company field will be set to

blank if no matching companies is found.

Date fields must be in MM-dd-yyyy format.

Expected date time format for creation and last modified date - MM-dd-yyyy HH:mm.

Companies Import: 'Holiday Card Required' field can be represented as Y for required and blank

value if not required.

o Companies Import: 'Tagged customer' field can be represented as Y / YES for required and
blank value if not required. For distributors, if Allow Distributor Commission is enabled and a
sales team is provided it will be treated as tagged customer even if "Tagged customer" is not set
asy.

o Companies Import: 'Is Active?' field can be represented as No for inactive. Any other value is

considered as Active.

For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting
At anytime, you can email support@repfabric.com for help or call 844-737-7253.



http://www.meetme.so/RepfabricMeeting
mailto:support@repfabric.com

: : -
How to Import Companies or Contacts (continued...) v
O How to Import Template
1. Click “Select File.”
2. Find & select your template.
3. Click “Open.”
4. Click “Import.”
Data Import
Import Log .
Contacts (Fixed Format) |mp0rt Com pa nies n
Contacts (Outlook Format) Header row #** : 13
CTTIEENTER Start import from row # : 25
Opportunities
Products Time Zone : @ uTC America/New_York
Alias Contacts Select a csvyxls/xlsx file to import:
Alias Companies
AliasOpportuniies
Alias Products
Crganize = Mew folder
Mame
3 Quick access
IE FunnyCompanies_Master_Companies Upload Template_KK_10-14-2020.x1sx
I Desktop +
AUTHORIZE_blue_button.png
; Downloads o @ Reimport_Contacts_new_ContactGroup_KK_10-8-2020.xlsx
E Maruments -+ EL-~ . o~ B T
| | ANFiles () v
Open Cancel
Import Companies [
Header row #** : 13
Startimport from row # : 25

Time Zone :
@ uTC America/New_York

Select a cav/xls/xlsx file to inm

% SelectFile @ Cancel

FunnyCompanies_Master_Companies Upload Template_KK_10-14-2020.xlsx ~ 20.0 KB

Load Process Status
Total processed: 2 Total loaded : 2

For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting
At anytime, you can email support@repfabric.com for help or call 844-737-7253.
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How to Import Companies or Contacts (continued...)

How to Alias Companies/Contacts individually
You will need to reconcile any records that did not load for any reason. You will see
red X’s next to the ones that failed. If you had many errors, you could delete the batch
fix the errors and import again. The batch is NOT in Repfabric totally until you absorb
the records. You can alias each record with the red x individually by using the blue
edit pencil on the right side of the record. If multiple records have the same error, you

can use the check boxes and drop-down for “Multi-record edit.” See next page

A. Click ‘Alias Companies.”

B. Click the blue pencil next to a record.
C. Update the record where needed.

D. Scroll to bottom, click “Save.”

CRM Import

Data Import

Import Log

Contacts (Fixed Format)
Contacts (Outlook Format)
Companies

Opportunities

Products

| Alias Companies I

Alias Opportunities

Alias Products

x
x

#

14

14

Name |1 Type |1 Sales Team |1 Business Street |1 Error
Shannon's Shades customer 2800 Brotherville rd Sales Team: Missing;
Widgets Galore customer 121 Widget Lane Sales Team: Missing; n
(Lofl) M < > M 50 v
xR
Edit Record “
Error: Sales Team: Missing:
Name lShannon's Shades Customer v
Sales Team
Class Category
Region Product
Potential
Industries Strest 2800 Brotherville rd
Phone 1 828-555-2100 City Asheville
Phone2 State NC
Fax Business Postal 28806
Code
Website www.ShannonsShades.com Country UsA
Tagged Holiday Flag ?
Customer A
g
=
Vi

(10f1j|<(>>{ I

For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting

At anytime, you can email support@repfabric.com for help or call 844-737-7253.
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How to Import Companies or Contacts (continued...)

How to Alias Multiple Companies/Contacts

a. Place check mark next to all records that have the SAME resolution (ex. Missing
SAME sales team, same company type, etc.)

b. Click drop-down for “Multi-record edit.”

c. Select the appropriate option.

d. Choose correct option.

e. Click “Save.”

[-- Select Batch --] v || [~ Multi-record edit -] v

[-- Multi-record edit -] (1o11) M| £ > M 50 o

Assign Sales Team ]

Name |1 SalesTeam [
# Assign Type
¥ 14  shannon's Shades customer
¥ 14  Widgets Galore customer

Select Type

Type ;| Customer w

Sales Team: Select Sales Team

Select Sales Team
Admin Accounts

All

Bill Murray
Bill/Chris 50-50

Chris Farley
Fred Flintstone

House

Select Type
Type : Customer w
Sales Teamy Bill Murray v

(
ave \

For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting
At anytime, you can email support@repfabric.com for help or call 844-737-7253.
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o How to Import Companies or Contacts (continued...)

Absorb Records

When you have aliased all the records, and they all have green check marks next to
them, you will need to give the go-ahead to accept the records.

<k

1. Click “Absorb Companies.”

bs  Sales by Month Import Transac.. Commissicnable.. Sales/Comm by ..

Absorb Companies [ Select Batch -] v

{1(:-f1]H<>H 50

Name |f Type 11 Sales Team |1
#
~ 14 Shanneon's Shades Customer Bill Murray
W 14 Widgets Galore Customer Bill Murray

(1of]]H<>H 50

This concludes the instructions for this tutorial.



