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<> How to Use Re-Import to Update Company and Contact Records in Bulk
You can now make bulk updates to a group of Company or Contact records. You will first
need to export the list of companies/contacts that you want to change. Then you will make
the changes in the Excel sheet and re-import the updated information.

If you want to remove something from a field, just delete it and leave that field blank. When
you re-import, it will make that field blank in Repfabric.

We will show this example in Contacts, but it is the same in Companies. We are going to
export a list by “Contact Group.” | want to re-name “Showroom” to “Virtual Showroom” (You
will have to create the new Contact Group in “Subtables” for “Virtual Showroom” first).

1. Left click “Export” button.
2. Use the magnifier to choose the filters for your export.
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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 use Re-import to Update Company/Contact Records (continued...)

3. Scroll down and put a check mark to the left of “Fields” (this will check ALL
columns).
4. Scroll back to the top and click “Export” button.
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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 use Re-import to Update Company/Contact Records (continued...)

5. Open your downloaded file.
6. Left click “Enable Editing.”

Always open files of this type
Show in folder

Cancel

| BE Contacts.xlsy

@ . © Type here to search O

AutoSave ( | = Contactsxlsx - Protected Viel

File Home Insert Page Layout Formulas Data Review View Help P search

@ PROTECTED VIEW Be careful—files fram the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View. Enable Editing

Al - e Id

= A A B | c | D | E | F
|
1 |id First Name Last Name Full Mame Company Type Contact Group
2 140 Abbie Coleshill Abbie Coleshill Distributor Engineer-Value, Buye

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 use Re-import to Update Company/Contact Records (continued...)

7. Left click “Find & Select” button in top right corner of Excel.
8. Left click “Replace.”

9. Type in the word you want to replace.

10.Type in the new word.

11.Left click “Replace All.”

= Share 2 Comments

A

ldeas Sensitivity

e

Eind... |~

| | Replac v
- Replace...

_I — Go To. "

Go To Special..

Formulas

MNotes

tol

Conditicnal Foermatting

ter, Constants i
Data Validation

[ Select Objects

['E Selection Pane...

Find and Replace 7 >

Find Replace

Tsnowroam

Virtual Showroom

Find what:

Replace | | Find All ||find Next | | Close |

Replace with:

Replace All |

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 use Re-import to Update Company/Contact Records (continued...)

If you want to clear out a field in Repfabric, just blank out that field in your Excel file.

In this example we have removed all the text from F5. There aren’t ANY contact groups listed
for Shannon Kauffman. This will make the “Contact Group” field blank when we re-import.

SAVE YOUR NEW FILE WITH A NEW NAME

4 A | B | c l D | E |
l_yld First Name Last Name Full Name Company Type Contact Group
2_'140 Abbie Coleshill Abbie Coleshill Distributor Engineer-Value, Buyer, Inside Sales, Outside Sales, Virtual
3_'24? Kyle Hammond Kyle Hammond Distributor Buyer, Inside Sales, Virtual Virtual Showroom, Newsletter
4 |177 Ti;n Jins Tmns CEM Engineer-Mechanical, Engineer-Electrical, Engineer-Value, |
175 Shannon Kauffman Shannon Kauffman Customer Buyer, Virtual Showroom, Newsletter l
| D \ E \ F
Full Name Company Type Contact Group
Abbie Coleshill Distributor Engineer-Value, Buyer, Inside Sales, Outside Sales, Virtual Showroom, Unsubscribed, Newsletter, Engineer-Quality
Kyle Hammond Distributor Buyer, Inside Sales, Virtual Virtual Showroom, Newsletter
B o L o = Py} = L . il I e L M L Sy S|
Shannon Kauffman Customer

Re-import feature allows you to bulk update Contacts from spreadsheets of .xIsx file format. Users are expected to

export the records using the Export option, make updates to the necessary fields and then use the same spreadsheet
to bulk update the contacts.

Guidelines

e |d column is mandatory. The spreadsheet will not be processed further if the column Id is not provided in the first
column

e Date and time fields must be in MM-dd-yyyy hh:mm a date format

e Date time fields must be in America/New_York time zone

e Fields applicable for contact update - First Name, Last Name, Contact Group, Job Title, Company, Department,
Manager, Assistant, Home Phone , Business Phone, Mobile, Alternate Phone, Fax, Personal Email, Business Email 1,

Business Email 2, Region, Referred By, Context, Notes, Street, City, State, Zip code, Company ID, Contact Ref. No.,
Business PO Box, Home PO Box, Product Interest, Do not Email, Primary, Custom Fields

e Multi-select fields like Contact Groups and Product Interests can be combined into comma separated fields
e 'Donot Email' and 'Primary': Blank data in these fields is considered as No

e 'Last Modified Date' and 'Last Modified User' are updated as date of re-import and logged in user.

e Custom Fields are not handled at the moment

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 use Re-import to Update Company/Contact Records (continued...) v

How to Re-import the updated Excel File
Now that you have your file saved you can re-import your changes.

1. Left click “Re-import” button in Contacts screen.
2. Left click “Select File.”
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Re-import Contacts

Re-impaort feature allows you to bulk update Contacts from spreadsheets of .xlsx file format. Users are expected to export the records using
the Export option, make updates to the necessary fields and then use the same spreadsheet to bulk update the contacts.

Guidelines

* Id column is mandatory. The spreadsheest will not be processed further if the column Id is not provided in the first column

* Date and time fields must be in MM-dd-yyyy hhimm a date format

* Date time fields must be in America/New_York time zone

* Fields applicable for contact update - First Name, Last Name, Contact Group, Job Title, Company, Department, Manager, Assistant, Home
Phone , Business Phone, Mobile, Alternate Phone, Fax, Personal Email, Business Email 1, Business Email 2, Region, Referred By, Context,
Notes, Street, City, State, Zip code, Company 1D, Contact Ref. Mo., Business PO Box, Home PO Box, Product Interest, Do not Email, Primary,
Custom Fields

= Mul t fields like Contact Groups and Product Interests can be combined into comma separated fields

1ail' and "Primary": Blank data in these fields is considered as No

‘ied Date' and 'Last Modified User' are updated as date of re-import and logged in user.

== are not handled at the moment

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

10 g
< How to use Re-import to Update Company/Contact Records (continued...)

3. Locate and select your saved file.
4. Leftclick “Open.”
5. Left click “Re-import” button.

€ Open
“ “ 4~ | | » repfabric » Data- Instances » _Learning.Repfabric »
Organize = Mew folder
7 Quick access
I@ Reimport_Contacts_new_ContactGroup_KE_10-8-2020.xIsx
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Reimport_Contacts_new_ContactGroup_KK_10-8-2020.xlsx 18.6 KB b4

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 use Re-import to Update Company/Contact Records (continued...)

You should see “Processed successfully” when the re-import is complete.

Contacts Jobs Caonmis

Activity Journals Sales by Month Import Transac..

Opportunities ~ Companies

Processed successfully

act Management

ntacts W

(1nfs)|<<23456>u

Name |1 Job Title 1T Company T Company Type 1 Sales Team
Abbie Coleshill GM United Refrigeration - Tampa Distributor Chris Farley
Ailsun MacDonald Inside Sales MSC Supply-Hallandale Beach Distributor Bill Murray

_ Full Name Shannon Kauffman
Business Information
Manager Company WillowTree “n Company

WillowTree
Job Title M Departme
X, 561-312-0054 anager P
0 8473210047 Manager Assistant
B4 skauffman@ywilliowtree.com Referred By Context
¢ Primary Globally visible Region
5043 Sunberry Circle, Boynton Beach, Florid, United States,
23437 Street 6043 Sunberry Circle City
Alternate State
~ PO Box Country
B4 skauffman@gmail.com .
Zip code 33437 Business
Personal
. Mobile 8473210047 Fax
B4 Alternate Phone Business
¢ Business Email skauffman@ywilliowtree.com Alternate |
Do Mot En
Notes
Contact Group

Product Interest

This concludes the instructions for this tutorial.



