Sales Imports

Import Transactions




Preparation:

R

. Locate a sales report from your manufacturer and save to a location that you can find.

Adopt a consistent file naming convention such as MfgName (space) YYYY.MM with the
date MM as the invoice month for your import

If it is in .pdf format, convert to Excel

If it is in an older Excel format (prior to 2003) convert to latest version

Move the information that you want to import to the first tab (the one on the left) if it is
not already set up that way

Make sure that it is a “flat” file

1.

There is a unique header in row 1for each column (no blank headers, no commas in
headers)

2. Data starts at row 2
3.
4. Check for the presence of the required fields (Customer name, sales amount,

Remove Subtotals, blank rows, and totals

commission rate if reconciling later)

If there is an Invoice date, make sure you know if it is in “Text” format or “Excel”
format. Make sure that it is in every row and the same format in every row.
Make sure that the data that you need is within the first 50 columns (through AX)



CUSt0m|Z|ng the “ShortCUt Menu” Edit shortcut menu here

Companies Contacts Activity Journals Tasks Orders Jobs

. L —— s 14 ;
n’ l ( RepSalesForce Help v | Create v‘] )
@psa astor@ . @ ! Dashboard Settings
ol To edit your shortcut
< Menus Selected Menus ] menu:
Customer Summary - Companies ] - * Click the edit button on
the shortcut menu
Product 5ales History Contacts . |n the edlt pop Up bOX,

choose the options you
want from the left
(Menus) and move them
to the right (Selected
Menus)

« save by clicking green
save button (above

SProduct Detais Selected Menus)

« If you are doing this
module, | recommend
the selections circled in
green.

Sales Comparison Purchase Orders

Credit Sales Summary Commissionable Transactions \

Manufacturer/Principal Page Import Transactions

Line Overview Sales by Month

SIS
T

Plan Vs Actual

Sales Analytical Summary Products Master

Manufacturer/Principal Summary Activity Journals

Funnel Report Quotes



k.

Import Process:

Get to the Import Transactions page by clicking on “Import Transactions” in your shortcut
menu or by following the menu path of clicking on main menu, hover on Data
Management, click on Import Transactions.

Companies  Contacts  Activity Journals  Opportunities Line Overview Purchase Orders Jobs Quotes  Samples Messages Sales by Month Sales Comparison Import Transac.. Commissionable..

e ——
Companies
o Contacts lesForce
.h Opportunities
Activity Journals
Tasks
- %
Tas Messages Events
Email
Opportunity Action Required(Call No Events
Calendar 3-Fear)
Flanner
Goals Opportunity Action Required(Call
More CRM.... > 4-Industry News) My Activity Journal
Reporting >
5 Hajoca
JEIE [ ETEEETIEE | Impart Transactions
?

No Follow Ups
SETINgs Commissionable 41 )
= Transactions st
Internal PN Splits




Transactions Import page

Companies  Contacts

Activity Journals

Opportunities Line Overview

Start here. Click “New”

srchase Orders Jobs Quotes

Samples

Messages

Sales by Month

Sales Comparison

Import Transac..

Commissicnable..

Planner

Transactions Import

Import Process

Import Log
Load Data

Map & Import
Aliasing
Re-Aliasing
Error List
Reprocess Split

Import Company Aliases

Import Log

Batch# 11

242

241

240

Filename T Mfg./Product Line 1

Customer number

instead of customer JSM Manufacturing

name.xlsx

2020 301A
JSM Manufacturing
spreadsheet.xlsx

2020 301A
JSM Manufacturing
spreadsheet.xlsx

(10f5)

Type 1

Sales & Commission

Sales & Commission

Sales & Commission

Map Title 1

no customer name

given

jm

jm

Processedon |1

12-01-2022 02:37 PM

11-22-2022 01:38 PM

11-10-2022 12:18 PM

M 50 W

User 11

Chris Farley USER

Chris Farley USER

Chris Farley USER

Status

Processed

Processed

Processed

26

10

10

Processed

Failed



Companies  Contscls  Activity Journals  Opportunities  LineOverview  PurchaseOrders  Jobs  Quotes  Samples  Messages  SalesbyMonth  Sales Comparison

Transactions Import ¥ Help ¥ Create

Import Process

Select File and Load Data “

Import Log
171 el Mfg./Product Line [Not selected]
Map & Import Import Type
Aliasing
Re-Aliasing Import From File Import From Budde m h
1. Choose your
Reprocess Split Data import starts from line # . .
Import Company Aliases Select a file (xls, xlsx or.csv) and click on Load Data: M a n Ufa Ctu re r/P rl n CI pa |

by clicking on the
ompany Looku e magnifier. This brings
e up Company Lookup.

(1of1) o Just typing in a couple of
letters will shorten the

] Type 11 Sales Team ] Phone |1 Region || Street |1 city 11 State 11 Postal Code 11 )
@ list to choose from.
When you see the one

DJ Bath Plus Mfz./Product

Gen Info Line you want, click it.

Jen Pp— 2. Choose the type of
. . Woodinville WA 98072 .

R | import that you are

Companies  Contacts  Opportuni.JERug e e s I o doing. In this case we
: are doing a Sales import
Transactions Import 3. Click on the blue
Import Process “Choose File"” button.
Select File and Load Data ThIS ta kes yOU to your

Import Log

a computer to find the file

Load Data Manufacturer/Principal WL Manufacturing MAN that you are planning to
Map & Import Import Type @ Commission Sales and Commission Bookings . y P . & .
Aliasing import. When you find it,

Re-Aliasing double click.
Error List
Reprocess Split

Import Company Aliases



Select File and Load Data

Manufacturer/Principal JSM Manufacturing MAN a] 4. Click Green “Load Data” button
Import Type @ Sales () Commission () Sales and Commission ) Bookings 5. When it finishes loading, it will show
you how many lines it loaded
(including the header) and a Sample
Sales Import Exampledsx  15.0 KB % File Content
6. When you check the Sample File
Content and are satisfied that it is the
p— correct file, click the blue “"Map &
Import” button

% Choose File

2 oo

Load Process Status
Total processed: 7 Totalloaded @ 7

Sample File Content

Invoice Date, Sold To Cust, ShipTo Cust, City, State, Zip, Inv # (Text date), Part Mumber, gty, Price, Sales amount,
23-Jan-2023, Home Depot, Jason the Mason, Redmond , WA, 92052, 20230123, 19315124, 4, 165, 660,
01-Feb-2023, Plumbing Supply, Pete's Plumbing, Issaquah, WA, 98027, 20230201, 19391811, 11, 250, 2750,
17-Jan-2023, Plumbing Supply, Handy Andy, Puyallup, WA, 98371, 20230117, 201192025, 9, 165, 1485,
25-Jan-2023, Plumbing Supply, Beautiful Bathrooms, Bothell, WA, 98105, 20230125, 11220518, 3, 250, 750,
24-Jan-2023, Home Depot, Joe Homeowner, Kirkland, WA, 98034, 20230124, 21221182, 1, 165, 165,

Map & Import



10.

11.

Name the map
and click “Set Map
Title”

Using the drop
down boxes,
choose the name
of the column on
your spreadsheet
that contains the
appropriate data
Minimum
required fields are
outlined

Date fields will be
addressed in the
next slide

/.

Map Title © [-Select—]

To name your map, click the blue “plus” sign

Ll

Mapping for Manufacturer/Principal - J5M Manufacturing MAN

= e S

Manufacturer/Principal Mo Data POS/Direct Sales No Data ~
Reference Row ID Mo Data FOS Distributor No Data -
Customer ™ Mo Data Mfg Ship-to Mum Mo Data p
City Mo Data State Mo Data s
Zip Code Mo Data Region Mo Data ~
Secondary Customer Mo Data Secondary Cu stomer City Mo Data -
Secondary Customer State Mo Data Secondary Customer Zip Code No Data -
Imvoice Date ™ Mo Data Invoice Date ™ ]
Date Format DD-Mon-y Invoice Number Mo Data v
Sales Order Mo Data PO Mumber Mo Data ~
Part Number Mo Data Product Line Mo Data A
Product Family Mo Data Froduct Description Mo Data -
Customer Part Mumber Mo Data Weight No Data -
Quantity Mo Data Unit Price No Data -
Sales Amount * Mo Data Post Split Amount Mo Data p
Booking Cost Mo Data Real Cost Mo Data e
Commission Rate Mo Data

Comment Mo Data

Currency Conw. Rate Mo Data Currency Conwv. Rate 1

Generate Invoice to Reconcile

Import Sales Data



11. (continued) Invoice Date can be imported if it is on your spreadsheet.

*  You would use the dropdown box (see left side of yellow frame). If your date is an “Excel” format date, it will show
up in the box on the right side of the yellow frame in this pattern - no matter how it looks on your spreadsheet -
which matches exactly the pattern in the blue frame.

« Ifyour date is in “text” format on your spreadsheet, you need to use the dropdown box in the blue frame to match
the pattern exactly that is showing on the right side of the yellow frame.

« If you do not have an invoice date on your spreadsheet, you can choose a date from the date chooser which will
pop up if you click on the box on the right side of the yellow frame, leaving the left side showing “No Data".

*  You must choose one of these options, as Invoice Date is a required field.

Invoice Date

Mo Data

l Date Format

DM on ™

Sales Order

Part Mumber
Product Family

Customer Part NMumber

Quantity
Sales Armount ™

Booking Cost

Commission Rate

Comment
Currency Conwv. Rate

Generate Invoice to Reconcile

Import Sales Data

Mo Data

Mo Data
Mo Data
Mo Data

Mo Data
Mo Data
Mo Data

Mo Data

Mo Data
Mo Data

Invoice Date
Invoice Number

FO Mumber

Product Line
Product Description

Weizht

Unit Price
Post Split Amount
Real Cost

Currency Conw. Rate

Mo Data
Mo Data

Mo Data
Mo Data
Mo Data

Mo Data
Mo Data
Mo Data




Where are you doing with the Sales?

* If you are going to reconcile

your sales when the
commissions arrive,
continue with Slide 11




In order to reconcile later, the system has to know how much commission to expect. When
you check the box in the lower left labeled “Generate Invoice to Reconcile” the Commission
Rate % field pops up. If you have one commission rate for the whole spreadsheet, you can

enter it here (green box). If there are multiple commission rates noted in the spreadsheet,

you can map the commission rate column in the blue circled box.

SO ATl N0 L'3Lad T I sF Iunnwe=r (KRR ] e
Part Mumber Mo Data o Product Line Mo Data e
Product Family Mo Data o Product Description Mo Data o
Customer Part Number Mo Data o Weight Mo Data o
Quantity Mo Data o Unit Price Mo Data e
Sales Amount ~ Mo Data e Post Split Amount Mo Data i
Booking Cost Mo Data o Real Cost Mo Data o
Commiszsion Rate Mo Data e

Comment Mo Data b

Currency Conv. Rate Lo Data e Currency Conv. Rate 1 -
Generate Invoice to Reconcile Commission Rate %6

Import Sales Data



Map Title: Training Map

Manufacturer/Principal

Reference Row 1D

Customer™
City
Zip Code

Secondary Customer

Secondary Customer State

Invoice Date *
Date Format

Sales Order

Part Number
Product Family

Customer Part Number

Quantity
Sales Amount ™

Booking Cost

Commission Rate

Comment
Currency Conv. Rate

Generate Invoice to Reconcile

vnn

Mapping for Manufacturer/Principal - JSM Manufacturing MAN

Use Default Value
NoData

ShipTo Cust
City
Iip

Sold To Cust
NoData

Invoice Date
DD-Mon¥YY

502

Part Number
NoData
NoData

aty
Sales amount

NoData

NoData

NoData
NoData

W

POS/Direct Sales
POS Distributor

Mg Ship-to Num
State

Region

Secondary Customer City
Secondary Customer Zip Code

*lnvoice Date format
Inwaice Number

PO Number

Product Line
Product Description
Weight

Unit Price
Post Split Amount
Real Cost

Currency Conv., Rate

Commission Rate %

No Data
No Data

No Data
State
No Data

No Data
No Data

D ete | Test Mapping ’

W

23-Jan-2023

Invoice # v

PO#

No Data
No Data
No Data

No Data
No Data
No Data

15

12.

13.

14.

Test the map by clicking the
blue button in the upper
right corner. Confirm the
test by clicking the green
button that pops up.

In the Mapped Sample
Record, the 15t column shows
the name of the box in the
Repfabric map, the 2nd
column shows the name of
the column in the
spreadsheet, the 3 column
shows the first line of data
from the spreadsheet, and
the 4t column shows any
errors that are detected.
This date format error
happened when the column
was changed from the Excel
date to the column
containing a text date.

Close the box, fix any errors
that you found, and move on
to “Import Sales Data”

Mapped Sample Record

FIELD MAPPED COLUMN  [DATA ERROR|
Invoice Date Invoice Date [23-Jan-2023
Manufacturer/Principal

Mfg Ship-to Num

P05/ Direct Sales

Reference Row ID

POS Distributor

Customer ShipTo Cust Hason the Mason
Secondary Customer Sold To Cust Home Depot
Commission Rate 15

Regicn

Preduct Line

Product Family

Part Mumber Part Number 19315124
Customer Part Number

Product Description

Weight

Invoice Number Invoice # 20230123
Booking Cost

Real Cost

Unit Price

Quantity gty 14.00
Projected Revenue/Sales Amount{Sales amount 660.00

PO Number PO# 1211435

City City Redmond
State State WA

Zip Code Zip 83052

Sales Order S0# 14914208

Secondary Customer City

Secondary Customer State

Secondary Customer Zip Code

Post Split Amount

Currency Conv. Rate

Currency Conv. Rate

1.00




Mapping

Mapped Sample Record
top T} Tining g -ad BIEXEER) 12, Test the map by clicking the
_ blue button in the upper FIELD MAPPED COLUMN |DATA ERROR
Mapping for Manufacturer/Principal - JSM Manufacturing MAN r|g ht corner CO nﬂ rm t h e Invaice Date Invoice Date b3 Jan-2023
Manufacturer/Principal Use Default Value v POS/Direct Sales No Data test by Cl i C ki n g th e g reen M Enm:al cturer/Principal
Reference Row D No Data v POSDistributor No Data button that pops u p Mfg Ship-to Num
0 POS/Direct Sales
Reference Row 1D
Customer” ShipTo Cust v Mg Ship-to Num NoData 13. In the Ma p ped Sam p le POS Distributor
City City v State State Record the 1 st COlumn Customer ShipTo Cust lJason the Mason
Zip Code Zip v Region No Data ! Secondary Customer Sold To Cust Home Depot
shows the name of the box |~ —
in the Repfabric map, the Region
Secondary Customer Sold To Cust v Secondar\qus’cDmarCTty No Data 2nd co I umns h OWS th e Product Line
Secondary Customer State No Data v Secondary Customer Zip Code No Data name Of the COl umn |n the Product Family
Part Number Part Mumber 19315124
spreadsheet, the 3 . :
_ . : L . . Customer Part Number
Invoice Date Invice Date v lnvoice Date format 23-Jan-2023 coO | umns h OWS th e fl rst | ine Product Description
Date Format DD-Mon-fYYY v Invoice Number Invoice #
of data from the Weight
Sales Order S0# v PONumber PO# - -
Spreadsheet, and the 4th ;v.rol.l:e N;ln;tber Invoice # 20230123
column shows any errors S
X . . , . eal Cor
retts e resuete ot that are detected. This T
Product Family No Data v Product Description No Data d ate fo rm at error p— = -
Customer Part Number No Data v Weight No Data uantity Y 400
ha ppened when the Projected Revenue/Sales AmountSales amount 660.00
PO Numb PO#
column was changed from S C_; ‘F‘tlfs ;
Quantity aty v Unit Price Mo Data ITy Ity edmaon
Sales Amount * Sales amount v Post Split Amount No Data t h e Exce | d ate to t h e State State WA
Booking Cost NoData v Real Cost No Data C0| umn Cco nta ni ng d teXt iZip Code Zip 3052
Commicson e oDt y date. Sales Order S0 14914208
Secondary Customer City
. Secondary Customer State
14. Close the box, fix any errors .
Comment No Data v Secondary Customer Zip Code
Currency Conv. Rate NoData v Curmrency Conv. Rate 1 t h at yo u fo un d ! an d move Post Split Amount
Generate Invaice to Recondile Commission Rate % on tO MI m pO I"t Sa |€S Data" Currency Conv. Rate Currency Conv. Rate(1.00




Mapping

Mapping for Manufacturer/Principal - J5M Manufacturing MAN

Manufacturer/Principal POS/Direct Sales

Reference Row ID POS Distributor

Customer ™ Mfg Ship-to Mum

City State

Zip Code Region

Secondary Customer Secondary Customer City
Secondary Customer State Secondary Customer Zip Cods
Invoice Date ™ “Inwoice Date format 23-Jan-2023
Date Format Invoice Mumber

Sales Order PO Number

Part Number Product Line

Product Farmily Product Description

Customer Part Mumber Weight

Quantity Unit Price

Sales Amount ™ Post Split Amount

Booking Cost Real Cost

Commission Rate

Comment
Currency Conv. Rate Currency Conwv. Rate

Generate Inveoice to Reconcile

15. Click “Import Data



Comment
Currency Conv. Rate Currency Conw. Rate

Generate Invoice to Reconcile

Import Data

Import Process Status
Records Imported: 6 Records Failed: 0
Batch Mo. : 151 Imported On @ 02-06-2023 0732 PM

Error List

# Error List Record

Mo failed records

16. Check the Import Process Status. Make sure there are no failed records. Then click the next
blue button “Aliasing”



Aliasing: Teaching Repfabric Your Customers

Transactions Import

Import Process

Import Log
Load Data

Map & Import
Aliasing
Re-Aliasing
Error List
Reprocess Split

Import Company Aliases

~ Help ~ Create
Shwe A=ta for batch Summary Cleared Amt. Unresolved Amt. Total Amt. Post Cleared Data
Sales: 0 7,310 7.310 i -
l L a Commission: 0 1,096.5 1,096.5 as Multiple Customer
IN otel There are still 11 batches to process
(10f1) E
2
Manufacturer/Principal Customer City State Zip Code Secondary Customer Imv.No PO.No Part Number Distributor Sales Amt.
> 151 J5M Manufacturing MAN Jason the Mason Redmond WA 98052 Home Depot 20230123 411435 19315124 660.00
> 151 JSM Manufacturing MAN Pete's Plumbing Issaquah WA 98027 Plumbing Supply 20230201 19891811 2750.00
» 151  JSM Manufacturing MAN Handy Andy Puyallup WA 98371 Plumbing Supply 20230117 201192025 1485.00

17. Aliasing is the process by which you teach Repfabric all the ways that your Manufacturers spell your customers’
names in their sales and/or commission reports. There’s a lot of information in this Aliasing screen, so here’s a bit
about some of the parts.

Red: Import process menu. It has been keeping track of each stage in the process. The aliasing stage can be
accessed at any time by navigating to “Import Transactions” and clicking on “Aliasing” The only stage that cannot
be accessed by itself is the “Map and Import” stage. The only way to get there is to import something.

The aliasing stage always defaults to your most recent batch that has not been posted. The batch number for
what is currently showing is circled orange. You can choose from any unaliased batch or view all batches by
clicking the blue look up tool that has been circled light orange.

Yellow frame is the summary box. It shows the total sales and commissions amounts for the batch that is being
viewed. It also shows how much is aliased and how much more you have left.

Light green frame shows how many pages of 50 record there are and which page you are on. There is the
option to change that 50 to 100 if you want.

Dark green frame is where the action takes place. We will focus on this in the next slide




(10of1) s W
-
Manufacturer/Principal Customer City State Ffip Code Secondary Customer I Mo PO.No Part Number Distributor Sales Armit.
> 151 JSM Manufacturing MAM Jason the Mason Redmond WA 98052 Home Depot 20230123 411435 19315124 GE0.00
> 151 J5M Manufacturing MAN Pete's Plumbing Issagquah WA Q3027 Plumbing Supply 20230201 19891311 2T750.00
g 151 J5M Manufacturing MAN Handy Andy Puyallup WA 98371 Plumbing Supply 20230117 201152025 1485.00
b4 151 J5M Manufacturing MAN Beautiful Bathrooms Bothell WA 983105 Plumbing Supply 20230125 11220518 TS0.00
L i51 JEM Manufacturing MAN Joe Homeowner Kirkland WA 98034 Home Depot 20230124 21221132 165.00
18. Begin by clicking on one of the names that are red. e - eme e i e B
The “Alias Primary by Name"” box comes up. .

« The top part of the box shows what came in f N
on the report that you imported. The city and Alias Primary by Name *
the Postal Code are blue and clickable to help
narrow a long list down. This only helps if your || fr  Besutiugsticoms T
customers have city and zip in the company Gt Botnell et WA Zip Code: e

Comm.Amt: 112,50 Invoice Mot 20230125 Part.Mo: 11220518

record in the city and zip boxes.

The middle part is what Repfabric found in
your Companies record that are potential
matches based on the first few characters
(letters, spaces, numbers, punctuation) of the
name imported as Customer Name. If one of
these is a match, you can click it.

The last part is where you can create a
customer if none exists in your Companies list.
The “Create With Details” button allows you to
edit what you have, add detail, see if Google
can find more details for you.

Or you can click “Quick Create” and it will
create a customer for you with just the details
that were imported. You do need to assign a
Sales Team or it will not process.

Alias by Part Number:

Do not save Alias:

(1of1)
MName Type Sales Team Phone
Beaut
Ferguson -
Beautyware Distributor Team Tim Allen 303-286-2200

Supply DIST

Create Customer

Company Name

Company Type

Sales Team

Beautiful Bathrooms
Customer

Select Sales Team

Henderson

State

co

Split commission on Part Number

Alias on primary and Secondary Customer combined

Zip Code

30640




Alias Primary by Name

For:
City!

Corr

Alias

Beal

Fer
Beg
Sup

il
il

Corr

Corr

Sale

New Company

Company Name *
Company Type~™
Sales Team ™
Private Team

Street

PO Box
City
State
Country
Zip Code
Category

Visit Frequency

Beautiful Bathrooms

Customer

Select Sales Team

Select Private Team

Bothell

=

98105

Select Category

Get Details from

Google Places [ )

Split commission on Part Number

Alias on primary and Secondary Customer combined

- Forecast Enabled
Phone 1
Phone 2
Fax
Website
Regicn Select Region W
Call Pattern Select Call Pattern w
Class Select Class e
w Parent Company a n
<
N

Here's the “Create with Details” box.
You can click the “Google Places”
button and it will look the company
up for you. Keep an eye on the
Company Name. Sometimes Google
finds things that are not the same as
what you are looking for. In that
case, you would just hit Cancel and
either Quick Create or Create with
Details but without consulting
Google.

You will need to select a Sales Team,
and if you need to change the
Company Type, you should do that
first. You can fill in any details that
you have whether Google found
them or not.

When you have finished creating the
customer, click “Save”



Aliasing Process [~BErowse Aliaz—-] ~ Setup Auto Reconcilistion

Show data for batch Summary Cleared Amt. Unresolved Amt. Total Amt.
Sales: 7,310 ] 7,310 : :
152 ] Commission: 10065 0 10%65

Mote: There are still 11 batches to process
(1ofl) M < > b 50 W

" 4
Manufacturer/Principal 11 Customer 11 City 11 State !l ZipCode !l SecondaryCustomer !I InwNo .1 POMo T PartNumber ! Distributor ! SalesAmt. 11
«" 151  J5M Manufacturing MAN Jason the Mason Redmond WA 98052 Home Depot 20230123 411435 19315124 660.00
»" 151  J5M Manufacturing MAN Pete's Plumbing Issaquah WA 93027 Plumbing Supply 20230201 19891811 2750.00
«* 151  JSM Manufacturing MAN Handy Andy Puyallup WA 98371 Plumbing Supply 20230117 201192025 1435.00
« 151 JSM Manufacturing MAN Beautiful Bathrooms  Bothell WA 98105 Plumbing Supply 20230125 11220518 750.00
~* 151  JSM Manufacturing MAN Joe Homeowner Kirkland WA 98034 Home Depot 20230124 21221182 165.00
«* 151  JSM Manufacturing MAN SirFixa Lot Woodinville WA 98072 Home Depot 20230115 13120525 1500.00

(1of1) q | < r 50 W

19. When all the records have been aliased and you have green checkmarks, click “Post Cleared Data” to send it into
the Sales Table (and the Commissionable Transactions if you clicked the box to generate invoice to reconcile)
and to populate the reports. Hooray!

« Ifyou have a large batches with a lot of aliasing done, it is good to Post Cleared Data when you need to get
up and stretch or get another cup of coffee.
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